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Process 1. Entering a Purchase Requisition

A. In theCF module, enteREQM (Requisition Maintenanceg in theQuick
Accessbox, and click orso.

B. In theRequisition LookUp or (A)dd prompt, enteA to add a new
purchase requisition, and click @K (see Figure 1)OR Enter the
purchase requisition number if this is a contimwatf a previously entered
but incomplete purchase requisition, and clickaif.

Requizition LookUp or [&)dd

E |

| 0K | [ Cancel | | Finish | [ Help |

Figure 1

C. In theAlert prompt, click orOK (see Figure 2) to have the purchase
requisition number automatically assigned.

Enter "M"'o Mumber or <EMTER: to azsign automatically

[ ok | [Ear‘u:el]

Figure 2

D. Click onOK when the nexalert prompt appears (see Figure 3).

MHumber will be aszigned automatically upon completion of Req

Figure 3
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E. Click onY in theAlert prompt (see Figure 4).

060205 fallz in a future fizcal year, Accept Date? 7]

Figure 4

F. On theREQM screen, enter or verify the following additionallarmation
(see Figures 5 and 7):

Requisition Date The current date will default in the field.

Initiator : Enter the initiator number or the first two lettefsyour
last name.

Desired Date Enter the month, day, and year the purchasesseti,
and press enter (or click on the calendar, andét olicthe date).
REMEMBER, be reasonable. This field can also kedlank.

Vendor ID: Enter the vendor number and press enter. Theoran
name, address, city, state, and zip code will bered automatically.
If the address needed is not showing, use thel fzrtibns in the
address field to find it.

If the vendor number is unknown, perform a looksmg the first
two letters of the vendor’'s name (see Figure 5akd/a selection
from the resolution screen (see Figure 6), andkdicSave The
REQM screen will reappear for continued data entry.

If the vendor cannot be located, contact the PwinlgeDepartment to
request that the vendor be added to the systemrefuest can be
sent via facsimile at (254) 526-1751or by e-mail at
Kathy.Westlake@ctcd.edu or Camilla.Downes@ctcd.edu.
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REQM-Requizition Maintenance

Requizition: Status O ate:

Requizsition Date | 06/07/05 @
IIEE 1z Joann B. M atthess
Desited Date | 06/20/05 ]

taintenance Date

Requizition At

Wendor 10 | ker| Types =
Mame 5
Address IF =
Ch/StiZp
Country
Currency Terms
Ship To | SR Central Texas Col @ FOB
Ship Wia Commodity

Approvals HE Lire tems

Buyer Printed Comments @ =
Expire Date (=) Comments IF =
AP Tupe Pricrity w
Irwr Store E] Requizition Done m
Mew Record
Wendors Lookldp

Figure 5

REQM-Fequisiion Maintenance | RRIM-Requizition ltem Maintenance

CORP Lookup Screesn

using CORP, Wiew: Vendors

[] Seqg: Name Addres=s SIC Code
IL, Status Entry Date
Source There Used
Eat
[] l: Hon Ken Beillys BCRA Compl Program
0773764 PO Box 1685 0E/s16,/05
Dichmond, T 77408 COR,VEN,COR
[] Z: Kentucky Dept of Rewvenus
0505204 Frankfort, EY 40&6Z0-0004 OEF28,05
COR,VEN
3: Fen Blanchard Companies 125 State Place
0103114 Escondido, CA SE0E9 11/04,/04
COR,VEN
I:‘ 4: Fentucky Classified Networ Attn: Accounts Beceiwvable
alosl100 408 W Dixie Awve 11703704
Elizabethtowmn, i 42701 COR,VEN
W

Controller LookUp Besolution
Seq Mumber, (F)lag, (S)orc/Select:

Figure 6

Purchase Requisitions and Purchase Orders

Page 1739

7 of 38

Issued 3-15-2003
Revised 12-1-2005



Purchase Requisitions and Purchase Orders
Central Texas College

Ship To: Enter theShip To code. Main campus code is SR. To see
the list of choices, type an ellipsis.{ in the box and press enter.
Choose the code from the resolution screen, cicBave and when
the Alert prompt appears, click ddpdate.

Ship Via: Enter theéShip Via code. To see the list of choices, type an
ellipsis (...) in the box and press enter. Choose the codetfiem
resolution screen, click ddave and when thélert prompt appears,
click onUpdate. This is not a required field.

Approvals: Click on detail buttons or use the scroll arro@&sows
the level of approvals for a requisition. Thiddiés not required.

Terms: The system will default this information in fraime vendor
files if there are terms loaded. If there are geand they do not
automatically default in, contact the Purchasingastement.

Expire Date: The purchase orders are no longer valid afteyusti31
of the current fiscal year; place the expiratioteda this block. This
Is not a required field.

AP Type: Enter the AP Type code. This is a requiredifidEach
requisition can have only one AP Type.

If multiple AP types are needed for the same venaaoitiple
requisitions must be entered.

AP Types are determined by the departmental accoumber used,
the location issuing the check, and the bank addoom which the
check is to be issued. Use the chart in Appendoxdetermine which
AP Type to use.
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REQM-Requisition Maintenance

Requisition: Statuz Date:
Requizition Date | 06A07/05 @ Maintenance Date @
[{UEE b= Joann B. Matthews Requisition Amt

Desiied Date | 06/20/05 |

Wendor 1D [ 0109114 Types -
Mame K.en Blanchard Companies =
Address 125 State Place IF =
Ch/StiZp | Ezcondido Ca 92029
Country
Currency Termsz | 30 30 Days Met
Ship To | SR Central Texas Col @ FOB
Ship Wia Commodity
Approvals @ 5 Line ltems @

Buyer Frinted Comments E] =
Expire Date @ Comments IF -
AP Tupe | AP18 Spstems--Regular 4F Friciity w

Irwn Store E] Fequizition Done m
MHew Record
Figure 7

Line Items: Click on the detail button and the next screetne
RQIL screen. Go to step 2 to enter the line itemgportant Note:
When all items are entered, add an additional tteoover shipping
charges using the same account number.

Step 2

A. On theRQIL screen (see Figure 8), click on the detail buttoanter an
item description. After each item is entered aakd, theRQIL screen
will be updated. To access that item again, aickhe corresponding item
number and the next screen will be R@IM screen.
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REQM-Fequisiion Maintenance | RQIL-Requizition [kem List

Status Date;

Degcription Quantity Estimated Price Eutended Frice Tan

sEEEEEEEEEEEE
} AEEEEEAREIR3D

Amounts Item Total 0.00
Tax Total 0.00
Feg Total 0.oo

Tax

HH

Contraller Description Mo alues

Figure 8
Step 3

A. On theRQIM (Requisition Item Maintenance) screen enter tiieviaing
information (see Figure 9):

Description: Enter a description. Be as detailed as possibig to
use all of the spaces on one line before goinggémext. Use up to
six lines per item.

EST Price Enter the amount per unit of issue.

Quantity: Enter the number of units required.

Unit of Issue Enter the unit of issue or perform a lookup.

GL Account No: Enter the 18 digit account number (see below for
entering method and lookup functions). Multiple@ent numbers

can be used for each iteriNote: Carl Perkins — Leave the account
number off. It will be entered by Budget.
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Enter the first 13 digits followed by an ellipsis.] to see a resolution
screen of object codes set up for this account eumBxample:
1911801503128...

The user must be very carefmhen choosing an account using the
following method. Type an ellipsis.(), the 6 digit cost center, and
an ellipsis (...) after the cost center. Exampld03128.. The
resolution will show EVERY account number at EVERI¥ for this
cost center (i.e. department number). Look cloaetpe 4 through
8" location number when selecting to ensure thatteect campus
location code is chosen.

Percent Enter the percentage to be allocated to theustco
Quantity: Enter the amount to be allocated to the account.

Fixed Asset This field is used to identify single items wdltost of
$1000.00 or more. Using the drop arrow, seleadr&iSingle item or
M for Multivalued items.NOTE: Sensitive items such as firearms,
cameras, and audio visual equipment will contirmulee flagged as
fixed assets regardless of dollar amount. If tieeequestion about
whether a particular item should be classified aseal asset, please
contact the Inventory Manager at extension 1586.

Form/Box/Loc: This information will default into the fieldsSome
vendors have been flagged with 1099 informations Thfor end of
the year tax purposes. The vendors can be bussessalividuals.
The user will not be aware that the vendor has flagged for taxes
until reaching the field.
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REQM-Requisition Maintenance | ROIL-Requisition [tem List | ROIM-Requisition ltem Maintenance

Requisition; Statuz Date:

Wendor Name K.en Blanchard Companies =

Carnrnodity
I Ikem
Description (1)[LBAN SELF & SCORING pkg |0 &
2 REY 93 )~
Est Price &.9500 |[E)IF) Desired Date | 06/20/05 [
Quantity 12.000 Fixed Asset v
Unit of [szue | EA EACH Wendaor Part
Trade Disc Amt @ Form/BosdLac L
Trade Disc Pct Comments @
Extended Frice 107.40
work, O/ Tppe/Flg w w  GL Funds Availahilitg
Tax Codes Erplaves Training : A
GL Account Mo Percent Cuantity Bt 3350.00
19-11801-505130-54102 IF] [ 100.000 12000|[@ | |Exp 276234
GL Amt 107.40 v Enc 35400
Proj ID Req: 107.40
Eal: 126.26
Element GL Accounts Walue 141
Figure 9

B. Click onSave and when thélert prompt appears, click ddpdate.

C. If an Alert prompt appears that readgou cannot enter a 1099 tax form
type without entering a state abreyclick onOK. Enter the state where
the vendor is located. Most will be in Texas, bexvare of other states and
enter the correct abbreviation for that state.

D. If an Alert prompt appears that readBhe tax location you selected does
not have an Employer Identification No, click onOK.

E. Repeat steps A and B for each line item. Whenastatem has been
entered, and the screen is blank, clickdamcel The next screen will be
theRQIL screen.
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Step4

A. On theRQIL screen, verify that all the items have been edtésee Figure
10).

B. Click onSave and when thélert prompt appears, click ddpdate (see
Figure 11).NOTE: This is an important step. If the information is not
saved and updated, everything entered will be lost

RE GM-Fequisiion Maintenance | FEIL-Fequisition Item List

Status Date:

Description Guantity E stimated Price Extended Price Tan

B Leaderzhip & the One Min- 12.000 30.0000 360.00
E] LBAII SELF & SCORING pka 12.000 8.9500 107.40
B Shipping and Handling 1.000 20.0000 20.00
|
]
e |
sl
|
1§
)
sl
o
)

Taxes Amounts Item Total 48740
~ Tax Tatal 0.00
hd Req Total 487.40

Controller Description Walue 3/3
Figure 10

RE OM-Fequiziion Maintenance | BRIL-Requisition ltem List

Status: Status D ate:

Description Cluantity E stimated Price Extended Price Tax
Leadership & the One Min- 12.000 30,0000 360.00
LBAI SELF & SCORING pka 12.000 8.9500 107.40
Shipping and Handling 1.000 20,0000 20.00

Update record, Cancel record or Return to editing

[ Cancel ] [ Retumn ]

BEEREEREEEEEE
* 333BERRIIIIID

Tax Amounts Item Total 487.40
~ Tax Total 0.00
v Fieq Tatal 487.40
Figure 11
Purchase Requisitions and Purchase Orders 13 of 38 Issued 3-15-2003
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A. Back on theREQM screen, continue entering the following informat{(see
Figure 14):

Printed Comments Click on the detail button. On the next screen,
on the first blank line in th€Eommentsfield, enter the department,
phone extension, building, and room numgsr THAT ORDER
PLEASE). ExamplePurch/1203/139/13(see Figure 12). If the
Purchase Order is to be faxed to the vendor, émeeword fax and
the number. Exampl&ax 254-547-5025 If a check is being
requested, enter Issue check. Clicksave and when thélert
prompt appears, click ddpdate. TheREQM screen will reappear
and data entry can continue.

Note: If comments do not fit on a single numbered,lipess enter to
continue on the next numbered line.

REQM-Fequisiion Maintenance | REQM-Requisition Maintenance

Reguizition Printed Comments

Comments

Purch/1203/133/130
Fax 254-547-5025

&

o
143
=
)
[}
=
o
0
o

—| [—= | |=| =] [—=] [=

Controller Conments

Figure 12

AEEEEEEEEEEEREE

Adding W alue 3
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Comments This is where the justification for the itemdigged (see
Figure 13). This wilhot print on the purchase order. Click ave
and when thélert prompt appears, click ddpdate.

Note: If comments do not fit on a single numbered,lpress enter to
continue on the next numbered line.

RE QM -F equisition Maintenance | REGM-Requisiion Mantenance

Requisition Comments

Comments

Thiz iz material for the Situational Leadership E]

class on 6-24-2005. I

)

)

)

CeJ )

)

)

=) )

)

)

)

)

)

)

Contraller Comments WValue 2/2

Figure 13
Priority Field : Do not use.
Requisition Done EnterYesin the field if the requisition is finished
(see Figure 14). o is not changed t¥es, the requisition will
remain at the present level instead of moving fodxa the next level
for approval.
LeaveNo in the field if the requisition is not completBy leaving
No, the user can still save the requisition in otdezdit and delete
information at a later time, but not move it to trext level for
approval.
Important Note: Once aresis put in this field and the account is
saved, the user will not be able to change theisemun. If changes
are needed, the user must contact the purchaspaytdent.
Purchase Requisitions and Purchase Orders 15 of 38 Issued 3-15-2003
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REQM-Requisition Maintenance

Requisition:

Requigition Date | 06/07/05 @
[QNENIE s Joann B. katthews
Desired Date | 05/20.05 [

Wendor D | 0109114
Hame K.eh Blanchard Compaties
Address 125 State Place
Ch/StiZp | Ezcondido
Country
Currency
Ship Ta | SR Central Texas Col
Ship YWia

sl

Approvals

Buyer

Expire Date @
AP Type | 4P18 Systems-Regular AP
Inwn Store

Cantraller Printed Commeatts

Figure 14

Mew Fecaord

Central Texas College

Status D ate:

Must be
changed to
Yes to move

Maintenance Date
Requizition Amt

Types (1) . to next level
= of approval.
e pp
CA 92029

Terms | 30 30 Days Met
FOB
Comrmadity
E] = Line ltems | 3
Printed Comments [i] |
Comments
Friority

il

Requisition Done {215

Mo Walues

B. Click onSave and when thélert prompt appears, click ddpdate.

C. An Alert prompt will appear with the system assigned nuniges Figure
15). Itis a good idea to write this number dowmont the screen for future

reference before clickinQK.

Write down the

REQM-Fequisition Maintenance

Requizsition;

Requizsition Date | 06/07/05 [@]
(WTE b2 Joann B. Matthews
Desired Date | 05/20/05 ||

Yendar ID | 0109114
Mame [I] K.en Blanchard Companies
Address 125 State Place
Ch/5t/2p | Ezcondidao
Cauntry
Currency
Ship To | SR Central Texaz Col
Ship Wia

Approvyals

Thiz Requigtion has been assigned a Mumber of 00718132

number or print
screen.

Status D ate:

Maintenance D ate [@]
Requisitian Amt 487.40
Types =
Ca | | 92029

Buyer
Ewpire D ate @
AP Type | AP18 Spstems--Regular AP
I Stare

Figure 15

Purchase Requisitions and Purchase Orders

Printed Comments
Comments
Pricrity hd
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If a Requisition needs to be purged, send suclkj@est by e-mail, memo, or fax to
the purchasing department. The requisition numbdrtiae vendor’'s name must be
on the request.

After all of the approvals are entered, the reqoisi(PR) becomes a purchase
order (PO). The PO is assigned a different nurfroen the requisition number.
The purchase order number can be viewed on the RiEEnN.

If a PO needs to be closed (disencumbered) semdastexjuest by e-mail, memao,
or fax to the purchasing department. The PO nuntberyendor’'s name, and the
General Ledger number must be on the request.

This ends Process 1.
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Process 2. Entering a Blanket Purchase Order Regjtion
A Blanket Purchase Order (BPO) is initiated wittequisition.

On the line item description field on the RQIM samethe employee entering the
requisition must identify the request as a BPO.é&@mple, a request for a BPO
for office supplies should read:

BPO FY 04/05
Office Supplies

NOTE: On a BPO, use as many lines in the descn@sneeded. Othkme

Items on a BPO may be entered, with different GL #¢, they will not print on

the BPO. The purchasing Department initiates a BR§2d on the request;
therefore, it is extremely important that this imf@ation be entered properly. Also,
note that Colleague does not allow for increasdegrease of a BPO; therefore, be
sure to include enough funds for the fiscal yeal/@nmonitor the BPO in order to
determine when it will be necessary to initiatetaro one.

It is not necessary to enter “issue check” inRnaeted Commentsfield. The
employee must enter the department, phone extersidding, and room number
(IN THAT ORDER PLEASE) . Example: Purch/1203/139/130

If a Requisition needs to be purged, send suclhjizest by e-mail, memo, or fax to
the purchasing department. The requisition numbeértiae vendor’'s name must be
on the request.

After all of the approvals are entered, the regjoisi(PR) becomes a purchase
order (PO). The BPO is assigned a different nurfrioen the blanket purchase
order requisition. The purchase order number eavidaved on the RINQ screen.

If a BPO needs to be closed (disencumbered) saridastequest by e-mail, memo,

or fax to the purchasing department. The PO nuntberyendor’'s name, and the
General Ledger number must be on the request.

This ends Process 2.

Purchase Requisitions and Purchase Orders 18 of 38 Issued 3-15-2003
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Process 3: Travel Requisitions

Official travel for CTCD must be approved througRequest for Travel
Authorization (RTA). Itis essential that the Tea¥olicy be consulted before
entering an RTA.

A travel requisition is entered into Colleague just a requisition for a Purchase
Order (PO) (see Process 1: Entering a Purchasadieruon page 4), except for
a few differences in the line item descriptionswérksheet using the eight
possible items included in a RTA is given on patje 2

The first step is to go to tiREQM or theVEND screen to find the vendor
numbers needed to complete the request. Afterf #tle vendor numbers are
found for the requisition, begin the process otang the travel requisition.

NOTE: If the user does not have the vendor’'s name antber in the
description, the Request Travel Authorization (RTAhnot be issued. Notify the
Purchasing department to have the vendor informatidered. The departmental
contact information is listed below:

Fax: 254-526-1751

Kathy Westlake Ext. 1203
kathy.westlake@ctcd.edu

Camilla Downes Ext. 1204
camilla.downes@ctcd.edu

Below is an example of what should be enterederdiscription field. Enter
information in the line item description using noma than six (6) lines. If more
than six lines are entered, they will not printtba RTA.

Example: Jane Doe is going to Florida for a semi@he will be gone for 3 days
(Sept. 1 thru Sept 4). She will need airplanedtiskrental car, M&IE, registration
and hotel fees.

Item 1 — No Cost Descriptioienter the location to which the employee is
traveling, date of travel, purpose of travel, desiion, and who is responsible for

Purchase Requisitions and Purchase Orders 19 of 38 Issued 3-15-2003
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duties. If the employee is riding with another ¢éogpe, also enter the phrase “for
insurance purposes only.” Even though item 1 lsasianey value, an amount
must be entered. Ent€®X001(decimal in front of zeroes).

Item 2 — Air Line ticket:Bank of America V 5386 Add 3 Jane Doe
Item 3 — Rental car (Prepay ONLYRdvantage-Rent-A-Car V87Add 1(address
# is indicated in theendor listingsPJane Doe Prepay If needed, enteCall 1203
(enter extensionfor Check pick up.
Example: Advantage Rent-A-Car V87 Add 1

Jane Doe Prepay

Call X1203 for Ck PU
NOTE: If there is only one address to choose from, dcent¢r Add (address) 1.

If the traveler does not need to pick up the check:

Example: Advantage Rent-A-Car V87
Jane Doe Prepay

Item 4 — Mileage: Round trip to Austin. If th@veler is providing his/her own
vehicle, POV is entered on the line item descriptidhe money amount equals
the number of miles times the current mileage reirsdment rate.

Example: POV

If using a Central Texas College vehicle, the msest enter:

Example: Mileage CTC Vehicle # 706

$10.00 is usually a good amount to use, but it diegend on the person’s
destination. The farther away, the larger the marmagunt.

Another way to enter the mileage is by using a a&fitexas College Credit Card.

Example: Mileage-Chevron V 448
Jane Doe Prepay

Purchase Requisitions and Purchase Orders 20 of 38 Issued 3-15-2003
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Item 5 — Hotel (Prepay ONLY)Ramada Inn V 1771 Add 3, Jane Doe
Prepay. If needed, enteCall 1203 (enter extensiorfpr Check pick up.

Example: Hotel-Ramada InnV 1771
Add 3 Jane Doe Prepay
Call X1203 for Ck PU
If the traveler doesn’t need to pick up check:

Example: Hotel-Ramada Inn V1771
Add 3 Jane Doe Prepay

Item 6 — M & IE $45.00 per day for 3 days
Example: M & IE

Item 7 — Registration (Prepay ONLYNACUBO V 958 Add 4 Jane Doe
Prepay. If needed, enteCall 1203 (enter extensiorfpr Check pick up.

Example: Registration-NACUBO V958
Add 4 Jane Doe Prepay
Call X1203 for Ck PU

If the traveler doesn’t need to pick up check:

Example: Registration-NACUBO V958
Add 4 Jane Doe Prepay

Item 8 — Other expenses (parking, taxi, copiesessary phone calls, etc.)
Example: Other expenses

NOTE: If six lines for the item description is not enbygnter more information
under thePrinted Comments Department/Ext/Bldg/Room

Example: PURCH/1203/139/130
(enter other information here)

Purchase Requisitions and Purchase Orders 21 of 38 Issued 3-15-2003
Revised 12-1-2005



Purchase Requisitions and Purchase Orders
Central Texas College

There is no need to enter “issue check” for an RThePrinted Comments In
the Commentsfield, there is no need to enter anything; the I&/HRTA is
considered the justification. An RTA is automallicaccepted.

Travel requisitions need to be entered in the opdevided in this document. If
one of the items is not needed, skip over it antbgbe next item. Do not enter a
zero amount for any of the skipped items. The aenount should only be in the
first line item.

EXAMPLE: Worksheet to use when developing a traeguisition

Item Description Vendor Numberr ~ Amount

#1 Explain where | Is the person that.0001
and why you are| is going on the | This should be a
going on the trip.| trip. zero amount.

The dates and the
person that is
responsible while
you are gone ang
anything else tha
may be

important.

—

#2 Airline & American Cost
Persons’ Name | Express
V 220 Jane Doe

#3 Rental Car Avis Cost
#4 Mileage Cost
#5 Hotel Hotel Name Cost
#6 M & IE (Meals) Cost
#7 Registration Fee, Conference | Cost
Name

#8 Other Expenses; Parking, etc. Cost

parking, taxi,

fees, etc.
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If a requisition needs to be purged, send suclg@est by e-mail, memo, or fax to
the purchasing department. The requisition numbdrtiae vendor’'s name must be
on the request.

After all of the approvals are entered, the reqoisi(PR) becomes a purchase
order (PO). The PO is assigned a different nurfroen the requisition. The
purchase order number can be viewed on the RINEeBcr

If an RTA needs to be closed (disencumbered) secidl & request by e-mail,
memo, or fax to the purchasing department. The &@Gber, the vendor’'s name,
and the General Ledger number must be on the reques

This ends Process 3.
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Process 4. Travel Blanket Purchase Order Requdiis

A Travel Blanket Purchase Order is issued primdafyemployees who travel
frequently. A Travel BPO can be issued for twohieee months or more instead of
issuing a Request for Travel Authorization (RTAggvtime an employee travels.

The initiator enters the requisition like a norrBénket Purchase Order (see
Process 2: Blanket Purchase Order Requisition ga fp&). On the first line item
description entefRAVEL BPO FY 04/05.0n the next line item description,
enter the reason for travel. Use as many linegadad for this information.

Example:

Travel BPO 04/05

Round trip Killeen TX

To Gatesville TX

Instructing Class (enter name of class)

Est Price Enter the money amount for mileage. Determinedlgutating the

number of estimated trips multiplying by the round mileage and taking that

calculation and multiplying by the current mileagée.

Example: Number of trips = 10 Roundtrip mileagé0 Mileage rate = .36
10 x 60 =600 600 x .36216

Quantity: Enter the number one (1).

Unit of Issue Enter Ml in the box and miles will be insertedthe unit of issue
field.

Printed Comments Enter Department/Extension/Building/Room
Example: PURCH/1203/139/130

There is no need to enter “issue check” inRnated Commentsfield on a travel
BPO.

There is no need to enter anything in @@mmentsfield; the entire BPO is the
justification.
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If a requisition needs to be purged, send suclg@est by e-mail, memo, or fax to
the purchasing department. The requisition numbdrtiae vendor’'s name must be
on the request. The purchasing fax number is Z%41551.

After all of the approvals are entered, the reqoisi(PR) becomes a purchase
order (PO). The PO is assigned a different nurfroen the requisition.

If a BPO needs to be closed (disencumbered), setdasrequest by e-mail,

memo, or fax to the purchasing department. The B&@ber, the vendor’'s name,
and the General Ledger number must be on the reques

This ends Process 4.
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Process 5: Using Inquiry Screens

Inquiry screens are used to view information cargdiin the database. There is
no ability to edit, update, or delete informatibinaugh an inquiry screen.

= = CF
+--_d  GL - General Ledager
= PU - Purchasing
=~ VEN -Vendor Maintenance
[o] *EIN -%endor Inguiry <
[o] WEMI-%endor Activity Inquiry
-1l REQ - Requigitions

REQM - Requisition Maintenance
RIMO - Requizition [nguiry —
ROIS - Requisition [tem Summary  ¢———
RREG - Requisition Register
ROPT - Reguisition Print
ROSP - Reguisition Single Print
=i POM - Purchase Oders
l;_] FIMG - Purchase Order Inguin —
=} BPM - Blanket Purchase Orders
[3] BING - Blanket PO Inguiry

# v WEET

Figure 16

A. In theCF module, enteRINQ (Requisition Inquiry ) in theQuick Access
box, and click orGo.

B. In theRequisition LookUp prompt, enter the requisition number (see
Figure 17) or perform a lookup. It is recommenttedse the requisition
number instead of performing a lookup. Other Igpkuethods are listed
below.

By Vendor: Enter semicolon, the letter and the vendor number.
Example: ;v 2483

By Initiator : Enter asterisk, semicolon, the lettersand last name.
Example: *;in Downes

By Initiator Number : Enter asterisk, semicolon, the lettersand
the number.
Example: *;in 1261
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RIMG-Requisition Inguiry

Requizition: Statusz D ate:
Requizsition D ate PO Mumbers @
Iriitiztar BPO Mumbers @
Required D ate Comments @
Ewpire Date
Wendor [0 Friciity
Mame
Che/StiZp

ShipTo
Appr/Date

Drescription Reguizition Lookp

il 0018132
il
IF) [ ok ] [ Cancel | [ Firish | [ Hep |
N &

Taues Amaunts Itern Tatal 0.oo
Tax Tatal 0.00
Req Tatal
Figure 17

C. On theRINQ screen, the information for a purchase requisisahsplayed.
To view the specifics of a particular line itemcklon the corresponding
detail button (see Figure 18). Click on the ddtaiton in theShip To field

in order to view thd&RQSI screen (see Figure 19).

RIMNG-Requizition lnguin

Status: In Progress Status Date:  06/07/05
Requisition Date | 06/07/05 PO Mumbers )
Initiatar | M2 Joann B. Matthews BPO Murshers (11 @

Required D ate | DE/20/05

Wendor D | 0103114
M arme F.en Blanchard Comparg
Ctw/St/iZp | Ezcondido

Click on detail button Ll Click on detail

to view line item. button to view
RQIS screen.

Ship To

Appr/Date

Line [tems
EEzChption Quantity E stimated Price Extended Price Tax
(1) P |Leadership & the One Min 12.000 30.0000 360.00
@ LEa&Il SELF & SCORING pkg 12.000 8.9500 107.40
@ Shipping and Handling 1.000 20,0000 20,00
a1\
Taxes Amounts Item T atal 487 40
Tax Total 0.00
Req Total 487.40
Controller Hame Value 141
Figure 18
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RIMO-Requisition Inguiry | FES|-Requisition Ship To Inguiry

Status: In Progress

wendor...... Fen Blanchard Companies

Ship To Code | SR

Shipping Name | Central Texas College

Shipping Address Central Feceiving ”~
E200"% Central Texas Expuy h
Cty/5t2Zp | Killeen T= TEH49-41533
Phone Mumber | 254-528-1363 Ext
Contraller Shipping Address Walue 1/2

Figure 19

D. On theMenu (see Figure 20), select a screen, and clicRKn

RIMNG-Requisition nguiry

Requisition D ate | 0B/07./05 PO Mumbers (ol
Initiator | Mz Joann B. Matthews BPO Murmbers @
Required D ate | 06420405 Comments E]

Marne: E] F.en Blanchard Companies S elect It
Ctw/StZp | Escondida ectiiem
Ship To
Appr/Date UTEC - Edit Comments...
Line |
Description ] Tax
IF] |Leadership & the One Min o0
] | LBAI SELF % SCORING pkg 401
] | Shipping and Handing 1]
T e Selected [tem m
| o
(oK ] [Cace | [_Hep ] [©
Controller Line ltems Walue 1/3
Figure 20
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E. The screen is displayed for viewing (see Figure 21)

Figure 21

F. Click on the detail button to view an item desadapt(see Figure 22). In the
Menu, click on a screen, and click @K to view.

RIMO-Requisition Inguiry | F&IS-Requisition ltem Summary

Fieq Mumber: 00158132 EEEN  Click on
detail

button.

Statuz Date:  0B/07/05

Wendor ¥.en Blanchard Compas
Buyer

kired Date | 06/20/05
itiator | Mg Joann B. Matthews

Leadership & the One Min- Select It
12 000 elect Item
LB SELF & SCORIMG pl RIM - Reguizition [tem [nguin...
- E] s UTEC - Edit Camments. ..
12.000
E] Shipping and Handling
1.000
)
]
Tanes Amd Selectad ltem
I
[ 0K ] [ Cancel ] [ Help ]
Contraller Description Walue 1/3
Figure 22
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G. The screen is displayed for viewing (see Figure 23)

Figure 23
H. To exit any inquiry screen, click ddancel

[. IntheAlert prompt, click orCancel(see Figure 24).

Figure 24
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Process 6: Printing a Requisition From the RQPT BREG Screen
RQPT—This report only prints three lines of the reqtusi. If more lines are
entered, they will not print on this report. Thegport does not print the general
ledger number; however this report does print tii@mation inPrinted
Comments

RREG— This report prints all of the lines that have beatered in the requisition
including the general ledger number; however, iiort does not print the
information inPrinted Comments

A. In theCF module, enteRQPT (Requisition Print) in theQuick Access
box, and click orGo.

B. On theRQPT screen, enter the following information (see FeyBb):

Report Dates: EnterBegin date and a&nd date. The date entered
must be the same date that the requisition wasezhie the system.

Requisition: Enter the requisition number or ranfaumbers.

Figure 25
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C. Click onSave and when thélert prompt appears, click ddpdate.

D. On the next screen, in ti@@utput Device field, change th® to anH (see
Figure 26).

Change
from P to H.

Figure 26
E. Click onSave and when thélert prompt appears, click ddpdate.

F. On the next screen, do not make any changes (gaesR27). Click on
Save and when thdlert prompt appears, click ddpdate.
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(Do not make
any changes on

\\this screen.

Figure 27

G. On the next screen, click ¢nnish (see Figure 28). A blank screen will
display for a few seconds aftémish is clicked.

Figure 28
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H. On theReport Browser screen, click on the printer icon (see Figure 29).
Wait a few moments while the transfer to printecosnpleted.

Printer
icon.

Figure 29

I. On thePrinter setup dialogue box ( see Figure 30), click OK. This
report only prints three lines of the requisititimore lines are entered,
they will not print on this report. This reportetonot print the general
ledger number; however this report does print tii@mation inPrinted
Comments
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Figure 30

J. Click onExit to close thdReport Browse screen.
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Appendix 1: Determining AP Types
Regular AP (non-student) Items

For checks issued by Main Campus Accounts PayabBaok America checks:

For Account #'s Like Use AP TypeDescription

ALUM Alumni Assn—Regular AP
XX=1TIXX-XXXXXX-XXXXX | AP11 Central Campus—Regular AP
XX-1 1 2XX-XXXXXX-XXXXX | AP12 Ft. Hood/Svc Area—Regular AP
XX-1LEXX-XXXXXX-XXXXX | AP15 Auxiliary—Regular AP
XX-1LEXX-XXXXXX-XXXXX | AP16 KNCT-Regular AP
XX-1 17 XX-XXXXXX-XXXXX | AP17 Distance Learning—Regular AP
XX-1 LXX-XXXXXX-XXXXX| AP18 Systems—Regular AP
XX-120XX-XXXXXX-XXXXX | AP20 Europe—Regular AP
XX-12 2XX-XXXXXX-XXXXX | AP22 PFEC—Regular AP
XX=124XX-XXXXXX-XXXXX | AP24 Navy—Regular AP
XX-128XX-XXXXXX-XXXXX | AP28 Continental-Regular AP
XX-129XX-XXXXXX-XXXXX | AP29 C&l Admin—Regular AP
XX-1 30XX-XXXXXX-XXXXX | AP30 API-Regular AP

Texas Campus departments can determine their AB Bygomparing the™4and
5" digit of the department’s 18 digit account numb€hese two digits will match
an AP##. That will be the code that should be ugedmple
191180150312854102 will use AR.

For checks issued for the CTC Foundation:

For Account #'s Like | Use AP Type Description

BO-XXXXX-XXXXXX-XXXXX | FUNR Foundation—Unrestricted

8 L-XXXXX-XXXXXX-XXXXX | FRES Foundation—Restricted

8 2-XXXXX-XXXXXX-XXXXX | FEND Foundation—Endowed

8 3-XXXXX-XXXXXX-XXXXX | FMMK Foundation—Money Market
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For checks issued by: Use AP
Type

Europe Campus for GL account numbers only (xX-120%xXX- ECAP

xXxxx), using Bank of America (Killeen) checks, Ul3ollars

Europe Campus for GL account numbers only (xX-120%xXX- EEAP

xXxxx), using Euro Dollar checks (or debit card)

Korea Campus for GL account numbers only (Xx-122x0<xx- KOAP

xXxxx), using Bank of America (Killeen) checks, Ul3ollars

Korea Campus for GL account numbers only (xx-122x0<xx- KOWN

XXXXX), using Korean curreny.

Norfolk office for Navy Campus account numbers ofxiy-124xx- NFAP

XXXXXX-XXXXX), using Bank of America (Killeen) chies

San Diego office for Navy Campus account numbehg @x-124xx- | SDAP

XXXXXX-XXXXX), using Bank of America (Killeen) chiex
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Student Refunds/Financial Aid Iltems

For use by Business Office staff only once Collea§tudent System is

implemented (Fall Semester 2005)

For checks issued by Main Campus on Bank Ameriealkh

For Account #'s Like

Use AP TypeDescription

XX=1 1 IXX-XXXXXX-XXXXX

ST11

Central Campus—Student

XX-1 L 2XX-XXXXXX-XXXXX | ST 12 Ft. Hood/Svc Area— Student
XX-1LEXX-XXXXXX-XXXXX | ST 15 Auxiliary— Student
XX=LL7XX-XXXXXX-XXXXX | ST 17 Distance Learning— Student
XX=-120XX-XXXXXX-XXXXX | ST 20 Europe— Student
XX=122XX-XXXXXX-XXXXX | ST 22 PFEC- Student
XX=124XX-XXXXXX-XXXXX | ST 24 Navy— Student
XX-128XX-XXXXXX-XXXXX | ST 28 Continental— Student
XX=130XX-XXXXXX-XXXXX | ST 30 API- Student
For student refunds issued by: Use AP
Type
Europe Campus for Europe GL account numbers omhi ROxx- ECST
XXXXXX-XXXXX), using Bank of America (Killeen) chieg, U.S. Dollars
Europe Campus for GL account numbers only (xX-120%xXX- EEST
xXxxx), using Euro Dollar checks (or debit card)
Korea Campus for GL account numbers only(xx-122xxxxx- KOST
XXxxx), using Bank of America (Killeen) checks, Ul3ollars
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