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TEAMS

Requisitions

District personnel purchase items in the TEAMS system using the Requisitions
module. Requisitions must be created, approved, and analyzed. A purchase

order can then be created for the requisition, which is then received. An invoice
must then be created for the requisition. This document describes this process.
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REQUISITIONS

Introduction

Purchasing items in TEAMS is a seven-step process. The following chart illustrates this process.

1 Create Requisitions

+

2 Approve Requisitions | —

Analyze Requisitions -
Requisition Search

Maintain Requisitions

Create PO On Demand

Receive -

]
il
+
Il

6 Enter Invoices

1

7 Create Check Run On Demand

Figure 1: Requisitions workflow

Note: You can use the Approve Requisitions, Analyze Requisitions, and Receive Requisitions
functions to search for requisitions you want to approve, analyze, or receive. If you want to
modify a requisition you are about to approve, analyze, or receive, use the Maintain Requisitions
function.

An overview of the information in this guide is below:

= Create Requisitions describes how to create traditional, not-to-exceed, project, and
blanket requisitions.

= Maintain Requisitions describes how to edit or view information about requisitions.

- Requisition Search describes how to search for traditional, not-to-exceed, and blanket/
project requisitions.

= Approve Requisitions describes how to approve traditional, not-to-exceed, and blanket/
project requisitions.

= Analyze Requisitions describes how to analyze traditional, not-to-exceed, and blanket/
project requisitions.
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e Create Purchase Orders On Demand describes how to create purchase orders for
requisitions.

» Receiving Requisitions describes how to receive items bought through requisitions.
= Enter Invoices describes how to create invoices for purchase orders.
e Create Check Run On Demand describes how to create and print a check run.

« Appendix: Requisitions provides supplementary information for requisition-related
functions.

TEAMS User Guide: Requisitions
December 2009
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Create Requisitions

To purchase items using TEAMS, you must create and submit requisitions to be approved by
approvers and analyzers so that it can be posted and invoiced. This document describes how to
create and submit the following types of requisitions:

Traditional Requisitions (below)
Not-To-Exceed Requisitions (page 13)
Project Requisitions (page 16)
Blanket Requisitions (page 19)

How to Create a Traditional Requisition

1. Navigate to the TEAMS Home page and locate the Requisition menu.
Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.
2. Select the Create Requisitions link. The Select Requisition Type tab is displayed, as shown
in the following illustration.
Select Requisition Type
| Requisition Types
Requisition Typer % (% Traditional (Mew) Fizcal Vean w [zote [5]
;Trad\tional (Saved) Cart Mame: # [ Prologic Administrator 09-17-2009 Cart #d
Dot O
- Mot To Exceed Requisition - Confirmation Only: & ves & Mo
Maxirurn Amount $500
" Project
" Blanket
Figure 2: Select Requisition Type tab
3. In the Requisition Type field, Traditional (New) is the default selection. Leave
Traditional (New) selected.
Note: Select Traditional (Saved) if you have already created the requisition and saved it as
incomplete in the Line Items tab, and select the saved requisition from the Cart Name drop-
down list.
4. The Fiscal Year defaults to the current year, but you can change this, if necessary.
5. In the Cart Name field, the following information is defaulted in:

< The employee’s name who is logged in
e Today’s date

e The next cart number

You can change this information, if necessary.
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Note: Cart Names are stored in numbered increments. If you change the Cart Name, the
next requisition will default in using the same number as the number you change. For
instance, if you change the Cart Name from Andrew 07-29-2008 Cart #4 to Office Chairs,
the next requisition you create will default in the same Cart Number you changed: Andrew
07-29-2008 Cart #4.

Because the line items you add to the requisition can be approved individually, one item may
be approved but not the other, or one item may be approved before the other. Use the
Process Lines Separately field to indicate whether the items you add to the requisition
must be purchased together. Select Yes if one item may be purchased without the other(s).
Otherwise, select No.

Use the Confirmation Only field to indicate whether you are creating this requisition only
to confirm it. For instance, select Yes if you already have the merchandise and only need to
confirm the order. (No is the system default.)

Click the Continue Button. The Create Requisition tab is displayed, as in the following
illustration.

Create Requisition | Line Items

Requisiton Header

Cateqory * = vendon *
Contract; =] Ovder Frarm: #* =]

Requestor s [ Administrator, (Prologic) Prolagic - 99999999
Ship-To Lecations % | Distribution Center - 982 [} g’r‘;"up'” Receiving * [ Gistribution Center [7]

Delivery Location: %

= Delivery Receiving L .

Graupt

Messages

Add Line Items Clear

Cancel

10.
11.
12.

Figure 3: Create Requisition tab

The Category and Vendor fields are related. You have the following options:

= Select a Category first: If you enter a category first, the vendor drop-down list is
populated with those vendors that are assigned to the category you selected.

= Select a Vendor first: If you enter a vendor first, the category drop-down list is
populated with those categories that are assigned to the vendor you selected.

Note: The Contract and Requestor drop-down lists are populated with preferred contracts
and requestors, respectively.

Select a Contract from the drop-down list.
Select the Order From from the drop-down list.

The Requestor field defaults to your name, but you can select another one from the drop-
down list, if necessary.

Note: The names in this drop-down list reflect the requestors you support. To create a
requisition for someone else, select his or her name from the Requestor drop-down list.
Otherwise, leave your name selected.

Note: Requestors you support are defined in the Maintain Requisition Support Hierarchy
function. You can also view who you support and who supports you using the View My
Requisition Support function. For more information about these functions, see the TEAMS
Requisition Setup Guide.
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14.

15.
16.

17.

REQUISITIONS

Select the Ship-To Location from the drop-down list.

Note: Depending on your selection, the Ship-To Receiving Group field is populated, and the
Delivery Location and Delivery Receiving Group fields are displayed and populated on the
tab. Select items from these drop-down lists.

Select the Ship-To Receiving Group from the drop-down list. Available selections in the
drop-down list are based on your selection in the Ship-To location field.

Select the Delivery Location from the drop-down list.

Select the Delivery Receiving Group from the drop-down list.

Click the * on the Messages panel to add messages to the requisition. The expanded
Messages panel is displayed in the following illustration.

Create Requisition | Line Items

Requisiton Header -
Category: # [ A Equipment and Supplies [=] wendor # [SAXARTS & CRAFTS - 73231 [=]
Contract: = Crder From: % [SARARTS & CRAFTS - PO Bon 1579, APPLETON, W1, 54512, 1579 [=]
Requeston [ Administrator, (Prologic) Pralogic - 99999999~
Ship-To Locations % | Distribution Center - 982 [=] g:"upﬁ Receiving * [ Distribution Center [=]
Delivery Lacations % | Administration Building - 701 =] 22“::'*’ Receiving * [ administration Elementary =]
Messages -
Auailable Approver Messages Selscted Approver Messages
Auailable Buyer Massages Selected Buyer Messages
fwailable Vendor Massages Selscted Vendor Messiges
« Remove
Add Alls
[ AddLine Items | [ clear |

18.

19.

Figure 4: Create Requisition tab — Messages panel expanded

To include a message to Approvers, Buyers, or Vendors, highlight to select the appropriate
message in the respective field and click the Add button.

Tip: Use the Add All button to move all of the items in one of the Available fields to its
corresponding Selected field.

Note: Available messages are created in the Requisition Options function. For more
information, see the TEAMS Requisition Setup Guide.

Click the Add Line Items button. The Line Items tab is displayed, as in the following
illustration.
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Create Requisition || Line Trems

| Requisition Line Items

Show

Show Shaw Splie

Tnerallzs [ Wes ® Mo Fraight?: 7 Wes % 1o T " yes & Mo ¢;;:?upts By O wes ™ ho Cart Total Amount: $0.00
Save ) )
| Long _— Special . Total Ling
as | Quantity | ltern Number | Unitof Measure Justification Unit Price | UnitDscnt. Accounts Type
Description Instructions Arnount
Fav.?
[ ‘1 0 ‘ | ‘ | | 1] I][Il 0 [IIJ‘ 0 DDlchicI-.m add an account) ‘Regu\ar | 5]
|
|[_Add Line from Scratch | [ Add Line from Catalog | [ Save Cart as Incomplate

20.

21.

22.

23.

24.

Figure 5: Line Items tab

Tip: Use the Add Line from Catalog button to add a line item from the catalog, from a list of
items you have saved as a favorited item, or from a list of items you have added in the past.
For more information about how to add these items, see "How to Add a Line from the
Catalog" on page 9.

In the Show Install? field, indicate whether the item needs to be installed. If you select
Yes, the Unit Install column is added to the table displaying the line items. Enter the amount
the installation will cost in that cell of the appropriate line item.

In the Show Freight? field, indicate whether freight charges will be applied to the item. If
you select Yes, the Freight column is added to the table displaying the line items. Enter the
amount in that cell of the appropriate line item.

In the Show Tax? field, indicate whether taxes will be applied to the item. If you select Yes,
the Unit Tax column is added to the table displaying the line items. Enter the amount the tax
amount in that cell of the appropriate line item.

In the Split Accounts By Type? field, indicate whether the unit price, discount, or tax
amounts need to be taken out of another account. If you select Yes, the Expense Accounts,
Discount Accounts, and Tax Accounts columns are added to the table displaying the line
items. Enter the amounts for each and add the account out of which to draw the funds.

Note: For more information about how to add an account, see step 25.
Use the information in the following table to configure the table in the Line Items tab.

Note: Click inside the cells under the relevant columns to enter information. The Total Line
Amount cell cannot be edited, but is altered by what you enter in the Unit Price and Unit
Discount fields, as well as the Install, Freight, and Unit Tax columns, if they are selected.
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Save As Fav?

Checkmark the box in this column to save that line item as a
favorite. The line item is added to the My Favorites tab when you
click the Submit button.

Tip: When you need to add that item later, click the Add Line
From Catalog button to access the Favorited Items tab. For
more information about how to add favorited items, see "How
to Add Items from the My History tab" on page 11.

Quantity

Enter the number of items you want to purchase.

Item Number

Enter the item’s number.

Note: Entering an item number that matches the item number
used in the catalog populates all of the information for the line
item except for the account. For more information about how
to add an account, see step 25.

Unit of Measure

Select how the items are grouped from the drop-down list.

Long Description

Enter a long description.

Justification

Enter an explanation for the purchase.

Special Instructions

Enter any special instructions.

Unit Price

Enter a price per unit.

Unit Dscnt.

Enter a unit discount.

25. Click the (Click to add an account) hyperlink to include an account from which to draw
funds to pay for the item. The Edit Accounts box is displayed, as shown in the following

illustration.
Edit Accounts v | X
Auailable
Budget
FUME  FHiZ (a0 SUB QRG PI Year Crwner Prct Balance
| A S S =] [=][ 100 $0.00 = @
100%:

| Ok || Cancel| |

Figure 6: Edit Accounts box

26. Enter the account number, or click the = icon to select one from the Account Numbers tab.

Tip: Complete any of the boxes and click the & icon to filter the search.

27. Select the Year from the drop-down list.

28. Select the Owner from the drop-down list.
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29.

30.

31.
32.

33.

The Percent (Prct) field is 100 by default. If you are adding one account number, leave 100
in the Prct field. Enter another percent if you are adding two or more accounts.

Note: To delete an account, click the @ icon.

Optional. Click the + icon to add another account number for the requisition. Repeat steps
25 through 29, and ensure that the Percentage fields for all accounts equals 100.

Click the Ok button. The account is added into the Accounts column in the Line Items tab.
Use the following information to add line items:

e Use the Add Line from Scratch button to add a new, blank line item.

* Use the Add Line from Catalog button to add a line with previously defined information.

Note: Clicking the Add Line from Catalog button opens the Purchasing Catalog tabs, which
you can use to select catalog items, items you have saved as a favorite, and items you have
added before. For more information about how to select these items, see "How to Add a Line
from the Catalog"” on page 9.

Note: Click the Save Cart as Incomplete button to save the requisition and complete it at
another time. When you want to continue creating the requisition, select Traditional (Saved)
from the Select Requisition type tab, and choose the requisition you created and saved from
the drop-down list.

Click the Submit button. A message is displayed which tells you that the requisition was
successfully created, and asks if you would like to create another requisition.

How to Add a Line from the Catalog

If the item you want to add can be found in the catalog, instead of manually entering the line item, you
can save time by adding line items that have already been saved in the catalog.

1. On the Line Items tab, click the Add Line from Catalog button. The Purchasing Catalog tab
is displayed, as in the following illustration.
J Furchasing Catalog] My Fauorites] My Historl,l\| Search Results]
| Purchasing Catalog Criteria
Company: Ed
Z::;:l.gl:arr::ent * Art Supplies
De=scription “7
Contains:
=
| Eeturn to Shopping Cart
Figure 7: Purchasing Catalog tab
2. Enter information in the Description Contains field to search for items with a particular
description.
3. Click the Search button. The Search Results tab is displayed, as in the following illustration.
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Purchasing Catalog] My Fauorites] My Historl,-]l Search Results\|

| Search Results A |
Sort | Clear  Sorted by: (default)
Prchs Stock i
Fraia Unit of Hazard Perish [MIGP
%Bam Short Description Yendaor Mumbe| Categary Y Code
T45074  Gold ribbons Beklemek Furniture G011 Furniture Ef Y Y
To4264  desk-L Beklemek Furniture desk- Furniture Ef *x x
Lreturn
267344 large brawn desk Beklemek Furniture gesk- Furniture Ef Y Y
rouwn
SET343 W - Student chairs Beklemek Furniture Y - CH Furniture Ef b b4
518942 Student Desks Beklemek Furniture Cd Furniture Ef Y Y
267340 shortdescp Beklemek Furniture OKIZ  Furniture Each x x
record countt & of &
| Select Catalog Itemis) I
| Eeturn to Shopping Cart |

Figure 8: Search Results tab displaying results from a purchasing catalog search

4. Highlight to select the appropriate item, and click the Select Catalog Item(s) button. The
Line Items tab is displayed with the item you selected added to the list.

How to Add Items from the My Favorites tab

When line items were originally entered, users have the option of saving it as a favorite by
selecting the Save as Fav? field. Use the procedure below to select the items that have been
saved as favorites.

1. Click the My Favorites tab to bring it forward. The My Favorites tab is shown in the following

illustration.
FPurchazing Catalag || My Fauorites] My History] Search Results]
| My Favaorite Shopping Carts -
Sort | Clear  Sorted by: (default)
Mame grl’ﬂeated Created By Description ';:ueTnS
Default Barsky 09- 09-30-2008 Barsky, Default Faworites fram the 2009 shopping cart Default Barsky 09-30- 1

Z0-2008 Cart#Z2

Favarites

Default Barsky 10- 10-04-2008 Barsky, Default
04-2008 Cart #4

Favorites

Deafault Barsky 09- 09-23-2008 Barsky, Default
23-2008 Cart #35

Favarites

Dafault Barsky 09- 09-23-2008 Barsky, Default
23-2008 Cart #6

Favaorites

2002 Cart#2

Favorites from the 2009 shopping cart Default Barsky 10-04- 1
2008 Cart #4

Favorites from the 2009 shopping cart Default Barsky 09-23- 2
2008 Cart #5

Favorites from the 2009 shopping cart Default Barsky 09-23- 1
2008 Cart #6

record count: 4 of 4

Return to Shopping Cart

Figure 9: My Favorites tab

2. Highlight to select the item from the My Favorite Shopping Carts list, and click the Select
button. The Search Results tab is displayed, as in the following illustration.
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Purchasing Catalog] My Fauorites] My Historl,l]l Search Results}

| Search Results

Sort | Clear  Sorted by: (default)
Prchs

Stack i
Itermn Short Description Wendor Mumbe| Category Hzlssojre
Ic
745074 Gold ribbons Beklemak Furniture GOl Furniture E&

I Select Catalog Item(s) |

Hazard Perish | MIGP
Cade

record countt 1 of 1

| Eeturn te Shopping Cart |

Figure 10: Search Results tab showing results for a favorited items search

3. Highlight to select the appropriate item, and click the Select Catalog Item(s) button. The

Line Items tab is displayed with the item you selected added to the list.

How to Add Items from the My History tab

Use the following procedure to search for and select items that have been added before.

1. Click the My History tab to bring it forward. The My History tab is shown in the following

illustration.

Purchasing Catalog] My Favorites]l My History] Search Results]

Search Types to Include hd
My Supported
Requisitions I~ Fequisitions r
Requisition Criteria i
Campany: #  Beklemek Furniture (2]
Requestor [=] g:n:::llng Cart | =
Stage: El Status: | EI
Ship-To Location: | El
FUMD FMC Lo 0] SUB ORG FI
Account Mumber: I_ ,— ,— ,— I_ I_
Mininyuny Mazxinum
Requisition Create ,7 ,7
Crate:
Fequisition Last ,7 ,7
Modified Crate:
Purchase Order ,7 ,7
Date:
Purchase Item Criteria hi
Stock Mumben EII:T-E:::-E Trem
Category! E Furniture E::;;‘f;';n
MIGP Commuodity —
Code
Eeturn to Shopping Cart
Figure 11: My History tab
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2. In the Search Types to Include panel, select at least one of the following options:

< My Requisitions: Select to search for requisitions that you created.

= Supported Requisitions: Select to search for requisitions that were created for you by
someone who supports you.

3. In the Requisition Criteria panel, enter information into at least one of the following fields:

Requestor

Select an item from the drop-down list.

Requisition Create
Date (Minimum
column)

Under the Minimum column, enter a date on or after which the
requisition(s) for which you are searching were created, or click

the icon to select a date from the calendar.

Note: Enter a date in the Maximum column to search for
requisitions that were created within a timeframe.

Stock Number

Click the icon to select a Stock Number from the Lookup Stock
Number tab.

Note: In order to search for a stock number, you must first
select a vendor. For more information about the Lookup Stock
Number tab, see "Using the Lookup Stock Number Tab" on page
71.

Shopping Cart
Name

Select the name of the shopping cart that was used for the
requisition from the drop-down list.

4. To narrow your search results, enter information into any of the following fields:

Stage Select the stage of the requisition for which you are searching
from the drop-down list.
Status Select the status of the requisition for which you are searching

from the drop-down list.

Ship-To Location

Select the location where the items on the requisition were or are
being shipped from the drop-down list.

Account Number

Enter the account number that was used to pay for the
requisition for which you are searching.

Requisition Create
Date (Maximum
column)

Enter the date on or after which the requisition was created, or
click the icon to select a date from the calendar.
Note: If you entered a date in the Minimum column, you can

search for a requisition that was created within a timeframe by
entering a date in this field.

Requisition Last
Modified Date

Enter a date on or after which the requisition was last modified,
or click the icon to select a date from the calendar.

Note: Enter a date in the Maximum column to search for a
requisition that was last modified within a timeframe.

TEAMS User Guide: Requisitions
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5.

Purchase Order Date

Enter the purchase order date for the requisition for which you
are searching, or click the icon to select a date from the

calendar.

Note: Enter a date in the Maximum column to search for a
requisition’s purchase order date within a timeframe.

Purchase Item
Number

Enter the number of the item that is or was being requisitioned.

Description
Keywords

Enter words that would match the description of the items on the

requisition.

NIGP Commodity
Code

Enter the NIGP Commodity code of the item of the requisition.

Click the Search button. The results of your search are displayed on the Search Results tab,
as in the following illustration.

Purchasing Catalog] My Fauorites\| My Historp]l Search Results\|

| Search Rezults

Prchs
Item
o

Sort | Clear  Sorted by: (default)

Short Description

SETE43 W - Student chairs

Victor
W - Traditional
W testfor reqapprove

TS4264  desk-L

I Select Catalog Item(s) I

“endor

Beklemak Furniture
Beklemek Furniture
Beklemek Furniture
Beklemek Furniture
Beklemeak Furniturse

Stock
Mumbe| = ategory

W - CH Furniture
123 Furniture
123 Furniture
“123 Furniture

desk- Furniture
Lreturn

Unit of
Meazure

Ed

Hazard Perish |MIEP
Code

MM KKK

KKK KX

record count: 5 of 5

Return to Shopping Cart

Figure 12: Search Results tab for items that have been ordered before

6. Highlight to select the appropriate item, and click the Select Catalog Item(s) button. The

Line Items tab is displayed with the item you selected added to the list.

How to Create a Not-To-Exceed Requisition

1.

Navigate to the TEAMS Home page and locate the Requisition menu.

Note: The exact name of the menu you use to access this function depends on how your

district has configured its TEAMS Home page.

Select the Create Requisitions link. The Select Requisition Type tab is displayed, as shown
in the following illustration.

TEAMS User Guide: Requisitions
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Select Requisition Type
| Requisition Types
Requizition Type: k(¥ Traditional (Mew) Fiscal Year: # [2010 =]
" Traditional (Saved) Cart Mame: #  [Frologic Administrator 09-17-2009 Cart 83
" Warehouse Replenizhment .
vare Process Lines O e 5
Reguisition Separately: es ¥ Ma
Mot To Exceed Requisition - Confirmation only: % ves % Mo
Matimum Amount $500
" Project
" Blanket
| Continue

Figure 13: Select Requisition Type tab

3. In the Requisition Type field, select the Not-To-Exceed Requisition option. The tab is
redisplayed.

Note: The maximum amount the requisition is not to exceed is determined by a business
rule. Business rules are high-level maintenance functions that allow districts to control
certain aspects of how TEAMS will operate.

4. Select a Fiscal Year from the drop-down list.

5. Click the Continue button. The Not-To-Exceed Payment Authorization tab is displayed, as
in the following illustration.

J Mot-To-Excesd Payment Authorization]

Mot To Exceed Payment Authorization Details
Categary: # =] wvendor * |
Contract: =] Requestor # =]

Description: * = Mot-To-Exceed #*
Requisition * $500:

Characters remaining: { 2000 max)

Available

FUND  FN Obj org PI SUB  Vear Ouner Pret Budget Balance
. . . . . [ = | [=] [too $0.00 B g
PEIMS: M/A
@ 1007
Mot-To-Exceed Attachments -
File Description
Messages -

Figure 14: Not-To-Exceed Payment Authorization tab

6. The Category and Vendor fields are related. You have the following options:

« Select a Category first: If you enter a category first, the vendor field is populated with
those vendors that are assigned to the category you selected.

« Select a Vendor first: If you enter a vendor first, the category field is populated with
those categories that are assigned to the vendor you selected.

Note: The Contract and Requestor drop-down lists are populated with preferred contracts
and requestors, respectively.

7. Select a Contract from the drop-down list.

TEAMS User Guide: Requisitions
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8. The Requestor field defaults to your name, but you can select another one from the drop-
down list, if necessary.

Note: The names in this drop-down list reflect the requestors you support. To create a
requisition for someone else, select his or her name from the Requestor drop-down list.
Otherwise, leave your name selected.

Note: Requestors you support are defined in the Maintain Requisition Support Hierarchy
function. You can also view who you support and who supports you using the View My
Requisition Support function. For more information about these functions, see the TEAMS
Requisition Setup Guide.

9. Enter a Description.

10. Enter an amount in the Not-To-Exceed Requisition field. The amount must not be more
than the amount displayed in the field name.

11. Enter or edit the account number, or click the + icon to select another one from the Account
Numbers tab.

Tip: Complete any of the boxes and click the 0= icon to filter the search.
12. Select the Year from the drop-down list.
13. Select the Owner from the drop-down list.

14. The Percent (Prct) field is 100 by default. If you are adding one account number, leave 100
in the Prct field. Enter another percent if you are adding two or more accounts.

15. Optional. To add another account to the requisition, repeat steps 11 through 14, and ensure
that the Percentage fields for all accounts equals 100.

16. Click the Ok button. The new account number is populated in the Account Number column.

17. In the Not-To-Exceed Attachments panel, click the + icon to add an attachment. The File and
Description fields are displayed, as in the following illustration.

Mot-To-Exceed Attachments

File Description

| | Browsze. .. g
Mezsages

Submit || Clear

Figure 15: Not-To-Exceed Attachments panel with File and Description fields displayed
18. Click the Browse button to navigate to the file location.
19. Enter a Description.

Note: To add attachments, click the + icon again. To delete additional attachments, click
the & icon.

20. Click the Submit button. A message is displayed which tells you that the requisition was
successfully created, and asks if you would like to create another requisition.
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How to Create a Project Requisition

1. Navigate to the TEAMS Home page and locate the Requisition menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Select the Create Requisitions link. The Select Requisition Type tab is displayed, as shown
in the following illustration.

Select Requisition Type

| Requisition Types

Requisition Type: % & Traditional (Mew) Fizcal Year # [z2010 =
T Traditional (Saved) Car Hame: # [Pralogic Administratar 09-17-2009 Cart 83
" Warehouse Replenishment .
fere Process Lines K ves B
Requisition Genararely: s ¥ No

" Mot Ta Excesd Requisition -
Maximum Amount $500

" Project

" Blanket

Confirmation Gnly: % 0 ves & Mg

| Continus

Cancel

Figure 16: Select Requisition Type tab
3. In the Requisition Type field, select the Project option. The tab is redisplayed.

4. Select a Fiscal Year from the drop-down list.

Click the Continue button. The Create Project Requisition tab is displayed, as in the
following illustration.

Create Project Requisition

Create Project Requisition Header -
Fizcal ¥ear #2010 Vendor: [
Order Fram: =1
Categoryt w ] Contract: =]
Requestar: #* =
Ship-Te Location: sk Distribution Center - 982 [7] Ship-Te Receiving Group: Distribution Center | =]
Delivery Location: [ [=] Delivery Receiving Group: [=]
Description: *  [F
Characters remaining: { 255 max)
Create Project Requisition Description -
Description | Tatal Amount ‘ Released Amaount | Balance Amount ‘ Account Mumbers | Action
|D an |D ao |D Jili] |1c|ick|o add an account) | T
|| add Mew Description |
Create Praject Requisition Attachments -
File Description
Submit Clear
Figure 17: Create Project Requisition tab
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6. The Category and Vendor fields are related. You have the following options:

= Select a Category first: If you enter a category first, the vendor field is populated with
those vendors that are assigned to the category you selected.

= Select a Vendor first: If you enter a vendor first, the category field is populated with
those categories that are assigned to the vendor you selected.

Note: The Contract and Requestor drop-down lists are populated with preferred contracts

and vendors, respectively.

7. Select a Contract from the drop-down list. The Category, Vendor, and Order From drop-
down lists are populated with preferred Categories, Vendors, and Order From names,
respectively.

Note: Preferred Vendors and Categories are defined in the Maintain Procurement Contracts
function.

8. The Requestor field defaults to your name, but you can select another one from the drop-
down list, if necessary.

Note: The names in this drop-down list reflect the requestors you support. To create a
requisition for someone else, select his or her name from the Requestor drop-down list.
Otherwise, leave your name selected.

Note: Requestors you support are defined in the Maintain Requisition Support Hierarchy
function. You can also view who you support and who supports you using the View My
Requisition Support function. For more information about these functions, see the TEAMS
Requisition Setup Guide.

9. Select the Ship-To Location from the drop-down list.

Note: Depending on your selection, the Ship-To Receiving Group field is populated, and the
Delivery Location and Delivery Receiving Group fields are displayed and populated on the
tab.

10. Select the Ship-To Receiving Group from the drop-down list. Available selections in the
drop-down list are based on your selection in the Ship-To location field.

11. Select a Delivery Location from the drop-down list.

12. Select the Delivery Receiving Group from the drop-down list.

13. Enter a Description.

14. Click the Add New Description button. An empty row is displayed.

15. Click in the cell under the Description column to enter the name of the milestone.

16. Click in the cell under the Total Amount column to change the total amount.

17. Click on the (click to add account) hyperlink to enter the account number. The Edit
Accounts box is displayed, as in the following illustration.
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uﬂ

Auvailable
Budget
FUMD  FMC B SUB 2RG PI Year Dwner Prct Balance
b o IS S = [=][100 $0.00 = &
100
| Ok | | Cancel |
Figure 18: Edit Accounts box
18. Enter the account number, or click the + icon to select another one from the Account
Numbers tab.
Tip: Complete any of the boxes and click the 0= icon to filter the search.
19. Select the Year from the drop-down list.
20. Select the Owner from the drop-down list.
21. The Percent (Prct) field is 100 by default. If you are adding one account number, leave 100
in the Prct field. Enter another percent if you are adding two or more accounts.
22. Optional. Click the + icon to add another account number for the requisition. Repeat steps
17 through 21, and ensure that the Percentage fields for all accounts equals 100.
23. Use the Action column to delete a line item.
24. Click the Ok button. The new account number is populated in the Account Number column.
25. In the Create Project Requisition Attachments panel, click the + icon to add an attachment.

The File and Description fields are displayed, as in the following illustration.

dd e LesCriplion

Create Project Requisition Attachments

File Description

| | Browse. .. 3
| Submit || Clear

26.
27.

18

Figure 19: Create Project Requisition Attachments panel with Browse and Description
fields displayed

Click the Browse button to navigate to the file location.

Enter a Description.

Note: To add attachments, click the + icon again. To delete additional attachments, click the
@ icon.

TEAMS User Guide: Requisitions
December 2009



Create Requisitions

28. Click the Submit button. The Select Requisition Type tab is displayed with a message that
the project requisition was successfully saved.

How to Create a Blanket Requisition

1. Navigate to the TEAMS Home page and locate the Requisition menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Select the Create Requisitions link. The Select Requisition Type tab is displayed, as shown
in the following illustration.

Select Requisition Type

| Requisition Types

Requisition Type: & Traditional (Mew) Fiscal Yean # [z010 =
" Traditional (Saved) Cart Namat #  [Frologic Administrator 09-17-2009 Cart 83
" Warehouse Replenishment Brocess Lines ®
Requisition Separately: " wes % ng

" Mot Ta Excesd Requisition -
Maximum Amount $500

" Project

" Blanket

Confirmation Gnly: % 0 ves & Mg

| Continus

Cancel

Figure 20: Select Requisition Type tab
3. In the Requisition Type field, select the Blanket option.

4. Select a Fiscal Year from the drop-down list.

Click the Continue button. The Blanket Requisition tab is displayed, as in the following
illustration.

Blanket Requisition

Blanket Requisition Details -
Fiscal Yean #2010 Vendor wo |

Order From: * =]
Category: * = Contract: =
Ship-Te Locationi s | Distribution Center - 382 [] g’r':w“ Receiving Distribution Center [ 7]

) Delivery Receiving # [
Delivery Location:  # | [=] aroup: =]
Description: ® [ Amount o
Characters remaining: [ 255 max)
Auailable
FHD N oBl S0 ORG PL L PR Year Cuwner Pret Budget Balance
Eupense .. ... =B ®hmm s =
Accounts: PEIMS: N/&
1007
Blanket Requisition Attachments -
File Description
Submit Clear
Figure 21: Blanket Requisition tab
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The Category and Vendor fields are related. You have the following options:

« Select a Category first: If you enter a category first, the vendor drop-down list is
populated with those vendors that are assigned to the category you selected.

« Select a Vendor first: If you enter a vendor first, the category drop-down list is
populated with those categories that are assigned to the vendor you selected.

Note: The Contract and Requestor drop-down lists are populated with preferred contracts
and requestors, respectively.

Select the Order From from the drop-down list.
Select a Contract from the drop-down list.
Select the Ship-To Location from the drop-down list.

Note: Depending on your selection, the Ship-To Receiving Group field is populated, and the
Delivery Location and Delivery Receiving Group fields are displayed and populated on the
tab.

Select the Ship-To Receiving Group from the drop-down list. Available selections in the
drop-down list are based on your selection in the Ship-To location field.

Select a Delivery Location from the drop-down list.
Select a Delivery Receiving Group from the drop-down list.
Enter a Description.

Enter the Amount.

Edit the Expense Account, or click the 0= icon to select another one from the Account
Numbers tab.

Tip: Complete any of the boxes and click the = icon to filter the search.
Select the Year from the drop-down list.
Select the Owner from the drop-down list.

The Percent (Prct) field is 100 by default. If you are adding one account number, leave 100
in the Prct field. Enter another percent if you are adding two or more accounts.

Optional. Click the + icon to add another account number for the requisition. Repeat steps
15 through 18, and ensure that the Percentage fields for all accounts equals 100.

Click the Ok button. The new account number is populated in the Account Number column.

In the Blanket Requisition Attachments panel, click the + icon to add an attachment. The File
and Description fields are displayed, as in the following illustration.

TEAMS User Guide: Requisitions
December 2009



Create Requisitions

Blanket Requisition Attachments

File Cescription

| [ Browse... =]
| Subrit || Clear

Cancel

Figure 22: Blanket Requisition Attachments panel with Browse and Description fields
displayed

22. Click the Browse button to navigate to the file location.
23. Enter a Description.

Note: To add attachments, click the + icon again. To delete additional attachments, click
the @ icon.

24. Click the Submit button. A message is displayed which tells you that the requisition was
successfully created, and asks if you would like to create another requisition.
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Requisition Search

You can search for regular requisitions, not-to-exceed requisitions, and blanket/project
requisitions.

How to Search for Traditional Requisitions

1. Navigate to the TEAMS Home page and locate the Requisition menu.
Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Select the Requisition Search link. The Requisition Search tab is displayed, as shown in

the following illustration.

J Requisition Searchw Requisition Search Resu\ts]

Search Types to Include -
My all
v

Requisitions g Requisitions I
Requisition Sriteria -
Vendon [ Crder From:
Raquasten: \ [E] Ehepsing Care
Stage: =] Status:
Ship-To Location: =

FMD FN oBJ 50 RS Pl L PR
Account Number ,*— ,*— ,*— ’*— ,*— ,*— ,*— ’*—

Minimum Masimum
gig:fs‘t‘°“ Create 08-01-2009 09-16-2009
Requisition Last ’7 ,7
Modified Grater
Purchase Order ’7 ,7
Drate!
Purchaze Ttem Criteria
Stock Numbers ] Rurchzza Tuam
Description

Caregory ‘ [E2 i
NIGP Commadity ]
Code:
Search Clear

Figure 23: Requisition Search tab
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3. In the Search Types to Include panel, select at least one of the following options:

< My Requisitions: Select to search for requisitions that you created.

« All Requisitions: Select to search for both requisitions that you created and requisitions

that you approved.

4. Enter information into at least one of the following fields:

Vendor

Enter the name of a Vendor, or click the icon to select one
from the Vendor Lookup tab.

Note: For more information about the Vendor Lookup tab, see
"Using the Vendor Lookup Tab" on page 71.

Order From

Select the name of the person from whom the items on the
requisition were ordered from the drop-down list.

Requestor

Select an item from the drop-down list.

Shopping Cart Name

Select the name of the shopping cart that was used for the
requisition from the drop-down list.

Stage Select the stage of the requisition for which you are searching
from the drop-down list.
Status Select the status of the requisition for which you are searching

from the drop-down list.

Ship-To Location

Select the location where the items on the requisition were or are
being shipped from the drop-down list.

Account Number

Select the location where the items on the requisition were or are
being shipped from the drop-down list.

Requisition Create
Date

Under the Minimum column, enter a date on or after which the
requisition(s) for which you are searching were created, or click

the icon to select a date from the calendar.

Note: Enter a date in the Maximum column to search for
requisitions that were created within a timeframe.

Requisition Last
Modified Date

Enter a date on or after which the requisition for which you are
searching was last modified, or click the icon to select a date
from the calendar.

Note: Enter a date in the Maximum column to search for a
requisition that was last modified within a timeframe.

Purchase Order
Date

Enter the purchase order date for the requisition for which you
are searching, or click the icon to select a date from the
calendar.

Note: Enter a date in the Maximum column to search for a
requisition’s purchase order date within a timeframe.

TEAMS User Guide: Requisitions
December 2009
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Stock Number Click the icon to select a Stock Number from the Lookup
Stock Number tab.

Note: In order to search for a stock number, you must first
select a vendor.For more information about the Lookup Stock
Number tab, see "Using the Lookup Stock Number Tab" on

Purchase Item Enter the number of the item that is or was being requisitioned.
Number

Category Select the requisition’s category from the drop-down list.
Description Enter words that would match the description of the items on the
Keywords requisition.

NIGP Commodity Enter the NIGP Commodity code of the item of the requisition.
Code

5. Click the Search button. The results of your search are displayed on the Requisition Search
tab, as in the following illustration.

Requisition Gearch|| Requisition Search Resu\:s}

| My Requisitions -
Sort | Clear  Sorted by: (default)

Requisition
Stock Long 3 A Matche Mewtin
Humber Benaizéien Quantity :x:h crlg, Stage Status Workflaw | Creation Date

Wendor

nt

BARRETT'S 123 Sreering Wheel 1.0 23,00 v Requisition Greation Entered 2009-09-14

AUTOMOTIVE,

INC.

BARRETT'S 123 Brake Pads 20 104,50 v Requisition Creation Entered 2009-09-14

AUTOMOTIVE,

INC.

HOME DEPOT 123 Microwave 1.0 23,00 v Requisition Greation Entered 2009-09-14
record count 3 of 3

[Cmzintain Requisition | [ Maintain Cart | [ Motes | [ Cancel | [ Route for approval |

Figure 24: Requisition Search Results tab

How to Maintain Requisitions

Highlight to select the requisition you want to edit, and click the Maintain Requisitions or
Maintain Cart button to edit the requisition or the cart, respectively. Both buttons open the
Requisition Maintenance tab. For more information, see "Maintain Requisitions” on page 28.

How to Add Notes to Requisitions

Highlight to select the requisition to which you want to add a note, and click the Notes button.
For more information, see "Using the Notes Tab" on page 69.

How to Cancel Requisitions

Highlight to select the requisition you want to cancel, and click the Cancel button. A message is
displayed which tells you that the requisition was successfully canceled.
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How to Route Requisitions for Approval

Highlight the requisition you want to route for approval, and click the Route for Approval
button. The requisition is routed for approval.

How to Search for Not-To-Exceed and Blanket/Project
Requisitions

Note: Because you use the same process to search for not-to-exceed requisitions as you use to
search for blanket/project requisitions, the procedures in this section only cover how to search
for not-to-exceed requisitions.

1. Navigate to the TEAMS Home page and locate the Requisition menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Select the Not To Exceed Requisition Search link. The Not-To-Exceed Requisition Search
tab is displayed, as shown in the following illustration.

J Mot-To-Exceed Requizition Search] Results ]

Search Types to Include A

::quisi:ions ™ sllquisitions r

Search Criteria bl
Requestor:

Fiscal Year * Z010 El Yendar ‘

Category: [ [El Limitts Relessable " yas % No

Min Amount: — Max Amount: [

[ [zl bescription Contains:

Srager = Status: \ =

FuM FM QBIT ORG PiC SUB

Account Mumber:

Search

Figure 25: Not-To-Exceed Requisition Search tab

3. In the Search Types to Include panel, select at least one of the following options:
< My Requisitions: Select to search for requisitions that you created.
« All Requisitions: Select to search all requisitions.

4. Select a Fiscal Year from the drop-down list.

5. Enter information into any of the following fields:

Vendor Enter the name of a Vendor, or click the icon to select one from the
Vendor Lookup tab.
Note: For more information about the Vendor Lookup tab, see "Using
the Vendor Lookup Tab" on page 71.

Category Select an item from the drop-down list.

Limit to Select Yes to search for releasable not-to-exceed requisitions. Select No

Releasable to search for both releasable and non-releasable requisitions.

TEAMS User Guide: Requisitions
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26

6.

Min Amount

Enter the minimum amount for the requisition

REQ

UISITIONS

Max Amount

Enter the maximum amount of the requisition

Description  Enter a part of the description.
Contains

Stage Select an item from the drop-down list.
Status Select an item from the drop-down list.
Account Enter the account number.

Number

Click the Search button. The Results tab is displayed, as in the following illustration.

Mot-To-Exceed Requisition Search“ Rezults ]

| Requisitions

Sort | Clear  Sorted by: (default)

E:::I Requisitioner Vendor Amaount iﬂizi:d Category Contract(s) Crescription
2009 Barsky, Default San Art Supplies 250,00 At Supplies 2009-A5 test 45724
2009 Barsky, Default San Art Supplies 250,00 At Supplies 2009-A5 test 45724
2009 Barsky, Default San Art Supplies 250,00 At Supplies 2009-A5 testing 45724
2009 Barsky, Default San Art Supplies 250,00 At Supplies 2009-A5 BD's crayons
2009 Barsky, Default San Art Supplies 200,00 At Supplies 2009-A5 1=}

2009 Barsky, Default San Art Supplies 250,00 At Supplies 2009-A5 BD

2009 Barsky, Default San Art Supplies 200,00 At Supplies 2009-A5 Meed this
Fnna Warlau, wWill San Avt Sunnlies A0N.AN At Sunnlies PNN9-A5 Fazelz

I Maintain I | Motes | | Moid | | Boute for Approval

AccountMumbers

199,13.6499,35,918.30 -
100.0%
199,13.6499,35,918.30 -
100.0%
199,13.6499,35,918.30 -
100.0%

199,00,2110,00,000,00 -

100.0%

1

1

1

199.nn.211n.nn.nnn.nn

199,13.6499,35,918.30 -
00.0%

199,13.6499,35,918.30 -
00.0%

101.35.6269.00,909.,99 -
00.0%

Stage

Aﬁproual -
Chain

Aﬁproual
Chain

Aﬁproual
Chain

Buyer
Analysis

Aﬁproual
Chain

PO 1256

Buyer
Analysis

- annraual bl
record count: 13 of 13

Figure 26: Results tab

Highlight to select the requisition you want to edit, and click the Maintain button to edit it. This
button opens the Not-To-Exceed Requisition Maintenance tab. For more information, see "How
to Maintain Not-To-Exceed Requisitions" on page 26.

Note: If you are working in the Blanket/Project Requisition Search function, clicking on the
Maintain button opens the Blanket/Project Requisition Maintenance tab. For more information
about this tab and navigation bar, see "Maintain Requisitions" on page 28.
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How to Add Notes to Not-To-Exceed Requisitions

Highlight to select the requisition to which you want to add a note, and click the Notes button.
For more information, see "Using the Notes Tab" on page 69.

How to Void Not-To-Exceed Requisitions

Highlight to select the requisition you want to cancel, and click the Void button. A message is
displayed which tells you that the requisition was successfully canceled.

How to Route Not-To-Exceed Requisitions for Approval

Highlight the requisition you want to route for approval, and click the Route for Approval
button. The requisition is routed for approval.
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Maintain Requisitions

After you create a requisition and it is submitted for approval, district personnel in the workflow
have the option of editing it. Use the Requisition Maintenance tabs to review or edit traditional
requisitions, use the Not-To-Exceed Requisition Maintenance tabs to review or edit not-to exceed
requisitions, and use the Project Requisition tabs to review or edit Blanket or Project requisitions.
The following topics describe how to maintain requisitions.

« How to Maintain Traditional Requisitions (below)
< How to Maintain Not-To-Exceed Requisitions (see page 26)

< How to Maintain Blanket/Project Requisitions (see page 35)

How to Maintain Traditional Requisitions

28

You can maintain requisitions from various requisition-related functions. Use the following
procedure to maintain requisitions.

Note: lllustrations in this procedure show the Requisition Maintenance tabs accessed from the
Approve Requisitions function. Button options will depend on the function from which you
accessed the Requisition Maintenance tabs.

1. If you are in the Requisition Search function, select a requisition and click the Maintain
Requisitions button. If you are using the Approve Requisitions or Analyze Requisitions
functions, click the Requisition Details button. The Requisition Overview tab is displayed
with the Requisition Maintenance navigation bar, as in the following illustration.
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Requisition Maintenance Requisition Ouervisw

| Purchase Item Details -

Suerview

Wendor # [BARRETT'S AUTOMOTIVE, Ir Categary: # [ Aute Supplies =
Indicatars

Qrder Fram: # [BARRETTS AUTOMOTIVE, INC.- 161[x] Contract: [E3]
Attachments

Item Mumber: EP123 Unit of Measure: e EACH =
Favatites

MIGP Code:
Review ’

Derailed [H[eRAKE PADS 0916

Description:

Special =

Instructions:

Justification: = |

Cart Mame: Prologic Administrator 09-16-2009 Cart #9

Requisition Cretails

Requestor: #  School Board Meeded By Date:
Ship-To Receiving

Ship-To Locationt 3 Distribution Center Groups Dristribution Center
Delivery Receiving *

Delivery Locationt % Administration Building Groups Administration Elementary

Accounts

% Expense Accounts © Fraight Accounts © Taw Accounts © Installation Accounrs

Available
Budget
FMD FM BJ S0 ORG PI L PR Wear Cwner Pret Balance
Expense
PR 199 . [s1 . [ezes . [oo . [1e0 . [@9 . [o . [oo 2010 [=] [180 [=] [too $568.43 BE g
PEIMS: 199.51....99.,
100%
Cost -
Guantity: % Unit Prices e ﬁ:zﬂi’,‘;“;“ * ::z;“:jptt. * ::‘n‘zi:f‘fs’[’t ¥ Freight dmount ok Total:
[10 55.00 [o.00 [o.00 [0.00 0.00
55.00 0.00 a.o0 000 0.00 55.00
Save and Continue | [ Save and Restart Approval

Figure 27: Requisition Overview tab with the Requisition Maintenance navigation bar

Note: The buttons on the bottom of this tab depend on how you accessed the Maintain
Requisitions function.

2. Use the following information to edit information in the Purchase Item Details panel:

Vendor Enter a vendor, or click the icon to select a vendor from the
Vendor Lookup tab.
Note: For more information about working with the Lookup
Vendor tab, see "Using the Vendor Lookup Tab" on page 71.

Category Select a category from the drop-down list.

Order From Select the entity from which the item(s) will be ordered from the
drop-down list.

Contract Select the contract from the drop-down list.

Item Number Enter the item number, or click the icon to select one from the

Lookup Stock Number tab.

Note: For more information about working with the Lookup Stock
Number tab, see "Using the Lookup Stock Number Tab" on page
71.

Unit of Measure Select a unit by which to measure the item(s).
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NIGP Code Enter the NIGP Commodity code of the item of the requisition.

Detailed Enter a detailed description.
Description

Special Enter any special instructions.
Instructions

Justification Enter a reason for the requisition.

3. Use the Accounts panel to select which account out of which to draw funds to purchase the
item(s) being requisitioned. You have the following options:

< Expense Accounts

« Freight Accounts

= Tax Accounts

« Installation Accounts

Once you select an account type, edit the account number by either manually entering it, or

by clicking the 0= icon to select one from the Account Numbers tab.

Tip: Complete any of the boxes and click the 0= icon to filter the search.

4. Use the following information to edit information in the Cost panel:

Quantity Enter a quantity.

Unit Price Enter a price per unit.

Unit Discount Enter an amount or percent to be discounted per unit.
Amount/Pct

Unit Tax Amount/ Enter an amount or percent to be taxed per unit.

Pct

Unit Install Enter an amount or percent to be charged for installation per unit.
Amount/Pct

Freight Amount Enter an amount to be charged for freight.

5. Click the Save and Continue button. The Requisition Indicators tab is displayed, as in the
following illustration.
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Requisition Maintenance

Cverview

Requisition Indicatars

| Indicators

(i) Stock Replenishment:

Indicators
Arachments
Favorites

Review

(i) Fized Aszet:

(i) Can Combine:

(1) Can Substitute:

(i) Receiving Required:

(i) Confirmation Only:

|| Sawve and Continue H Back

O wes
™ ves
* ves
* ves
* ves

" ves

& Mo
* Mo
™ Mo
™ Mo
" Mo

* Mo

Figure 28: Requisition Indicators tab

Return ‘ | Approve and Return

6. Use the following information to edit information on the Requisition Indicators tab:

Indicate whether you want the item to be requisitioned again.

Stock

Replenishment

Fixed Asset

Indicate whether this requisition is a fixed asset.

Can Combine

requisitions.

Indicate whether this requisition can be combined with other

Can Substitute

Indicate whether this requisition can be substituted.

Receiving

Required

Indicate whether receiving is required for this requisition.

Confirmation Only

Indicate whether this requisition is only a confirmation.

7. Click the Save and Continue button. The Requisition Attachments tab is displayed, as in
the following illustration.

Requisition Maintenance

Owerview

Indicators

Requisition Attachments

File Description

Attachments
Favorites

Review

Figure 29

1
|[ave and Continue | [ Back

Return | | Approwe and Return

: Requisition Attachments tab

8. To add an attachment to this requisition, click the + icon. The File and Description fields are
displayed, as in the following illustration.
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Requisition Maintenance\ Requisition Attachments\
G File Description
Indicators [ [ Browse... |5
Attachments
Favorites :
Review [ gave and continue | [ Back

Return | [ Approve and Return

Figure 30: Requisition Attachments tab with File and Description fields displayed
9. Click the Browse button to navigate to the file location.

10. Enter a Description.
Note: Click the + icon to add another attachment.

11. Click the Save and Continue button. The Requisition Favorites tab is displayed, as in the
following illustration.

Requisition Maintenance Requisition Faverites

Faworites

Civarview
Indicators

Attachments

Favorites

Review

Add Mew Favarite Shopping carm X

Available Favorite Shopping Carts Selected Favorite Shopping Carts

Default Barsky 09-23- - m

2008 Cart #6 Favorites

Default Barsky 09-23- « Remove
2008 Cart #5 Favorites 2T Al

Default Barsky 09-30-
2008 Cart #2 Favorites

Hext Back

« Remove All
- Jurl

Return | [ Approue and Return

Figure 31: Requisition Favorites tab

12. Look through the list of available favorite shopping carts. If you do not want to use the items
in this list, proceed to the next step to add a new shopping cart. If you want to use an existing
favorite shopping cart or carts, proceed to step 17.

13. Click the + icon to add a new favorite shopping cart. The New Favorite Shopping Cart Info
box is displayed, as in the following illustration.

Mew Favarite Shopping CareInf

Favorite #* |
Shopping Cart Marme:

Favorite |
Shapping Cart
Description: Characters rermaining: {258 max)

| Add || Cancel |

Figure 32: New Favorite Shopping Cart Info box
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14. Enter the new Favorite Shopping Cart Name.

15. Enter a description in the Favorite Shopping Cart Description field.

16. Click the Add button. The new favorite shopping cart is added to the Available Favorite

Shopping Carts list.

17. Highlight the appropriate item(s) from the Available Favorite Shopping Carts list, and click

the Add button.

Note: To select all the available favorites, click the Add All button. To remove a favorite
from the Selected Favorite panel, highlight the favorite’s name and click the Remove

button. To remove all selected favorites, click the Remove All button.

18. Click the Next button. The Requisition Status tab is displayed, as in the following illustration.

Requisition Maintenance Requisition Status

Duerview | Sratus
- Urgency: s [edium =

inheanes Stage: #*  Buyer Analysis

Attachments Status: #  Analysisin Progress

Favarites il Save and Continue | | Back |

Review
. Return | [ Approve and Return
Receiving

Action Histary
Cart

2rdeting

Figure 33: Requisition Status tab

19. Select an item from the Urgency drop-down list

20. Click the Save and Continue button. The Requisition Receiving tab is displayed, as in the

following illustration.

Requisition Maintenance Requisition Receiving

| Requisition Receiving Summary

Sverview
Total 2 Total 0 Total Total 2
Indicators Orderad: Received: Cancelled: Expected:
Arachments
Receipt Type Cruantity Good Cuantity Damaged Cruantity Sood or Damaged
Faworites Kept o o o
Reuview Returned o o o
Rejected ] ] 0
Status -

| Requisition Receiving Recards

Receiving Sort | Clear  Sorted by: (default)

Ordered Stock Mumber Receivied Stock Mumber

Action Histary

Cart

Crdering Hent Back

Received |Rejected |Cancelled

record count: 0 of O

Return | | Approve and Return

Figure 34: Requisition Receiving tab

21. Review the information on the Requisition Receiving tab.

22. Click the Next button. The Action History tab is displayed, as in the following illustration.
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Requisition Maintenance

Cwerview
Indicators
Attachments
Favorites
Review
Status

Receiving

Action History

REQUISITIONS

| Creation |
Drate: 09-17-2008 Requisitionar Position: a
Requisitioner ID: 0 Requisitioner Mame: Barsky, Default

[ Last Modification |
Crate: 11-04-2008 Position; 614
10: 0 Ermployes Mame: Barsky, Default

| Action History

=

Action History
Cart

Drdering

Sort | Clear  Sorted by: (default)
Action Type Date Description Actar ID Actor PCH Actor Mame
Stage/Status 2008-09-18 1128630 T30 Ramirez, Magdalena
Change 14:01:44 (405)
Approver 2008-09-1%2 Approved 1128630 720 Ramirez, Magdalena

14:01:44 (271)
Approver 2008-09-18 Approved 1127351 262 Dawson, Ronnie

13:55:51 (622)
Stage/Status 2008-029-18 1127351 262 Dawson, Ronnie
Change 12:55:39 (334)
Stage/Status 2008-09-17 0 0 Barsky, Default
Change 14:35:55 (950)
Stage/Status 2008-09-17 o o Barsky, Default
Change 14:35:155 (813)

record count: & of &
|I Mext I Back
Return | [ Approge and Return

Figure 35: Action History tab

23. Review the information on the Action History tab.

24. Click the Next button. The Cart tab is displayed, as in the following illustration.

Requisition Maintenance

Dwerview
Indicators
Attachments
Fauorites
Review
Status
Receiving

Action History

Cart

Ordering

Cart

| cart Header

Cart Mame!

Default Barsky 11-14-2008 Carc 212

Requisition Total Amount:
Process Lines Separately

206,10
® % ves O o

| Cart Reguisitions

S
Wendar wendar Order Fram Category Contract(s) Quantity | Iterm Mumber |Lnit of Measure Bes
Sax At Supplies nuli Art Supplies foo.0 F0T41 1446 E4 P4,
Sax Art Supplies Art Supplies 1.0 705215604 EA FO,
Sax Ar Supplies il Art Suppiies 1.0 F05219888 FA A0
Sax Ar Supplies nuli Art Supplies 1.0 FO3408717 E4 PO
Sax Art Supplies Art Supplies 1.0 705404783 FA FA.
SanArt Supplies Art Supplies 1.0 705446081 E4 CH
Sax Art Supplies Art Supplies 1.0 705446684 EA 1=[a}
SanArt Supplies Art Supplies 1.0 705446249 E4 PAr
1 3
[ Savecart | [ Add Line to Cart
| Mext Back
Return | [ Approve and Return

Figure 36: Cart tab

25. Use the Process Lines Separately field to indicate whether the items you add to the
requisition must be purchased and delivered together. If necessary, select Yes if one item
may be purchased without the other(s). Otherwise, select No.

26. Review the information in the Cart Requisitions list. To edit items in the cart, click once in
the cell you want to change.

27. To add an item to the cart, click the Add Line to Cart button. A duplicated line is added to
the bottom of the Cart Requisitions list. Click once in the cells to change information.

28. Click the Save Cart button to save your changes.

29. Click the Next button. The Ordering tab is displayed, as in the following illustration.
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Grdering

Requisition Maintznance

| Purchase order

Action Histary

Cart

Srdering

Figure 37: Ordering tab

Ouerview
Purchase Order
1186 Order Stage: PO
Indicators 10 rder Stage
Attachments Grder Status: Sent 8:‘”‘3'2““’ 01-09-200%
Fauorites
Review
[[Return | [ Approve and Return
Status
Receiving

30. Review the information on the Ordering tab.

How to Maintain Blanket/Project Requisitions

1. If you are in the Blanket/Project Requisition Search function, click the Maintain button. If
you are using the Approve Blanket/Project Requisitions or Analyze Blanket/Project
Requisitions functions, click the View button. The Project Requisition Overview tab is
displayed with the Project Requisition Maintenance navigation bar, as in the following

illustration.

J Project Requisition Maintenance Project Requisition Oueruiew]

. | Project Requisition Guerview Header -
Querview
Fizcal Year * 2010 Vendar: * |HOME DEPOT - 40550
Action History
Order Fromm: [HOME DEPOT - 5801 West Loop 283 ACCT® 6035 3[=]
Purchaze Crder
Category: # | Appliances = Contract: =
Requester: # | Administrator, (Prologic) Pralogic - 9595 []
ship-To * ,7 ship-To Receiving ,7
I Distribution Cenrer - 982 [7] araun: Distribution Center [7]
Delivery Delivery Receiving ,7
Locasion | E g =
Description: ® [F
teat
Characrers ramaining: {255 max)
Project Requisition Querview Dazcription -
Diescription | Total Amount | Released Amount | Balance Amount | Account M
Refrigerator |SU.UU |EI oo |5EI.EIEI |'I9€!.'I 1.6122.00.159. 1
4 »
Project Requisition Overview Attachments -
File Description
Submit Cleay
Figure 38: Project Requisition Overview tab
2. Select a Category from the drop-down list.
Select a Vendor from the drop-down list.
4. Select a Contract from the drop-down list.
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5. The Requestor field defaults to your name, but you can select another one from the drop-
down list, if necessary.

Note: The names in this drop-down list reflect the requestors you support. To create a
requisition for someone else, select his or her name from the Requestor drop-down list.
Otherwise, leave your name selected.

6. Select the Ship-To Location from the drop-down list.

Note: Depending on your selection, the Ship-To Receiving Group field is populated, and the
Delivery Location and Delivery Receiving Group fields are displayed and populated on the
tab.

7. Select the Ship-To Receiving Group from the drop-down list. Available selections in the
drop-down list are based on your selection in the Ship-To location field.

8. Enter a Description.
9. Click in the cell under the Description column to change the description.
10. Click in the cell under the Total Amount column to change the total amount.

Note: If the requisition has been approved and analyzed, and a purchase order has been
created for it, then the number in the Released Amount column is a hyperlink. To release
funds, proceed to the next step. If you do not have this option, proceed to step 13.

11. To release funds, click the hyperlinked amount in the Released Amount column. The Release
Funds box is displayed, as in the following illustration.

Felease Funds - |
Mew Release W SR
Armount:
Prior Releases -
Release Amount Releaszed By Released On
666 Dawsan, (Grecis) Grecia & Dawson, (Mari 09-06-2009

Figure 39: Release Funds box

12. Enter the amount you want to release in the New Release Amount field, and click the
Release button. The release is added to the Prior Releases list, and the amount is subtracted
from the Released Amount field in the Project Requisition Overview tab.

13. Click on the Account Number hyperlink to change the account number. The Edit Accounts
box is displayed, as in the following illustration.
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u&

Auvailable
FUMD  FM<  OBRJ SUR  ORG PI Year Owner Pret Budget Balance
[122 . [51 | [e399 . |00 | [214 | [292 [zo0% [=][214 [=][|100 $11,144.73 = g
100%:
| Ok | | Cancel
Figure 40: Edit Accounts box
14. Edit the account number, or click the = icon to select another one from the Account
Numbers tab.
Tip: Complete any of the boxes and click the 0 icon to filter the search.
15. Select the Year from the drop-down list.
16. Select the Owner from the drop-down list.
17. The Percent (Prct) field is 100 by default. If you are adding one account number, leave 100
in the Prct field. Enter another percent if you are adding two or more accounts.
18. Optional. To add another account, repeat steps 14 through 17, and ensure that the
percentage for all accounts equals 100.
19. Click the Ok button. The new account number is populated in the Account Number column.
20. In the Project Requisition Overview Attachments panel, click the + icon to add an
attachment. The Browse and Description fields are displayed, as in the following illustration.
Create Project Requizition Attachments
File Drescription
| [ Browse.. | =]
| Submit | | Clear
Figure 41: Project Requisition Overview Attachments panel with Browse and Description
fields displayed
21. Click the Browse button to navigate to the file location.
22. Enter a Description.
Note: To add attachments, click the + icon again. To delete additional attachments, click
the @ icon.
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23. If you accessed the Project Requisition Maintenance function from the Approve or Analyze
Requisitions functions, you have the following button options for submitting your changes:

e Submit: Use to submit the requisition for approval to the next.

e Save and Restart Approval: Use to save your changes and restart the approval process
as though the requisition was just created.

< Approve and Return: Use to approve the requisition and return to the function in which
you were originally working.

To continue viewing information about the requisition, proceed to the next step.

24. Click the Action History link in the Project Requisition Maintenance navigation bar. The
Project Requisition Action History tab is displayed, as in the following illustration.

Project Requisition Maintenance Praject Requisition Action Histary

| Creation

Overview Date: 10-10-2008 Requisitioner Position: 0

Action History Requisitionar 10t i} Requisitioner Mame: Barsky, Default

Purchaze Order | Status

Stage: Approval Chain  Status: #pproval in Progress
Ramirez,

Meit Approver: Nagdalana

| Action Histary -

sort | Clear  Sorted by: (default)

Action Type Crate Crescription Actor 10 Actor PCH Actor Mame
Approver (ZUUE)-IEI-IU 15:42141 Approved 1127351 262 Dawson, Ronnie

48E]
Stage/Status 2008-10-10 15:42:28 1127251 262 Dawson, Ronnie
Change (371)
Stage/Status 2008-10-10 15:41:03 o o Barsky, Default
Change (623)
StagefStatus 2008-10-10 15:41:03 a a Barsky, Default
Change (425)

record counts 4 of 4

Figure 42: Project Requisition Action History tab

25. Review the information on the Project Requisition Action History tab.

26. Click the Purchase Order link on the Project Requisition Maintenance navigation bar. The
Project Requisition Purchase Order tab is displayed.

27. Review the information about the purchase order.

How to Maintain Not-To-Exceed Requisitions

You can maintain not-to-exceed requisitions from various not-to-exceed requisition-related
functions. Use the following procedure to maintain not-to-exceed requisitions.

1. If you are in the Not To Exceed Requisition Search function, click the Maintain button. If
you are using the Approve Not-To-Exceed Requisitions or Analyze Not-To-Exceed
Requisitions functions, click the View button. The Not-To-Exceed Payment Authorization tab
is displayed with the Not To Exceed Requisition Maintenance navigation bar, as in the
following illustration.
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Mot To Exceed Requisition Maintenance Mot-To-Exceed Papment Authnrizatinn]

| Mot Te Exceed Payment Authorization Details -

Cuervien Category: # [ arcsupplies [=] Vendon % [Saw A Supplies  [7]
Action Histary Contract = Requestor: # | Barsky, Default =

Description: *  [dlen Mot-To-Ewceed %  [250.00
Purchase Order Requizition > $300,00:

Characters remaining: ( 255 max)

Available

FUNC FNC OB SUB ORG PI Year Owner Prct Budget Balance

183 . [13 . [eas9 . [35 . [918 . [30 [zo0% [=] [s18 [=] [too0 $-705.00 @ g

PEIMS: M/A

100%
Mot-To-Enceed Attachments s
File Description
Messagas -

Figure 43: Not-To-Exceed Payment Authorization tab

Tip: If you are an Approver or a Buyer for this requisition, you can use the Approve button
to submit it with a status of Approved or Analyzed, respectively.

The Category and Vendor fields are related. You have the following options:

= Select a Category first: If you enter a category first, the vendor field is populated with
those vendors that are assigned to the category you selected.

= Select a Vendor first: If you enter a vendor first, the category field is populated with
those categories that are assigned to the vendor you selected.

Note: The Contract and Requestor drop-down lists are populated with preferred contracts
and requestors, respectively. Select a Contract from the drop-down list.

Select a Contract from the drop-down list.

The Requestor field defaults to your name, but you can select another one from the drop-
down list, if necessary.

Note: The names in this drop-down list reflect the requestors you support. To create a
requisition for someone else, select his or her name from the Requestor drop-down list.
Otherwise, leave your name selected.

Note: Requestors you support are defined in the Maintain Requisition Support Hierarchy
function. You can also view who you support and who supports you using the View My
Requisition Support function. For more information about these functions, see the TEAMS
Requisition Setup User Guide.

Enter a Description.

Enter an amount in the Not-To-Exceed Requisition field. The amount must be less than
the amount displayed in the field name.

Enter or edit the account number, or click the + icon to select another one from the Account
Numbers tab.

Tip: Complete any of the boxes and click the 02 icon to filter the search.
Select the Year from the drop-down list.

Select the Owner from the drop-down list.

TEAMS User Guide: Requisitions 39
December 2009



10.

11.

12.

13.
14.

15.

REQUISITIONS

The Percent (Prct) field is 100 by default. If you are adding one account number, leave 100
in the Prct field. Enter another percent if you are adding two or more accounts.

Optional. To add another account to the requisition, click the + icon, and repeat steps 7
through 10. Ensure that the Prct fields equal 100 for all accounts.

In the Not-To-Exceed Attachments panel, click the + icon to add an attachment. The File and
Description fields are displayed, as in the following illustration.

Mot-To-Exceed Attachments

File Drescription

| | Browse... 5
Meszages

Figure 44: Not-To-Exceed Attachments panel with File and Description fields displayed
Click the Browse button to navigate to the file location.
Enter a Description.

Note: To add attachments, click the + icon again. To delete additional attachments, click the
@ icon.

Click the Action History link in the Not To Exceed Requisition Maintenance navigation bar.
The Action History tab is displayed, as in the following illustration.

| Mot To Exceed Requisition Maintenance Mot To Exceed Requisition Action Historl,l]

16.

17.

40

| craation ]

Guemien Date: 11-0&-2008 Requisitioner Position: o
Requisitioner ID: ] Requisitioner Mame: Barsky, Default
#ction History | Status |
Purchase Order Stage: Buyer Analysis  Status: Analysis in Progress
Mest Approver: Juarez, Juan &

| Action History - |

Sort | Clear  Sorted by: (default)

Action Type Date Dezcription Actor IO Actar PCM Actor Mame

Stage/Status 2008-12-01 13:09:37 Changed Stage / Status to Buyer Analysis/ 1127351 262 Dawson, Ronnie

Change (124) Analysis in Progress

Approver (2008)-12-01 13:07:41 Approved 1127351 262 Dawson, Ronnie

759
Approver (ZUUS)-II-UE; 10:31:40Denied o o Barsky, Default
286

Stage/Status 2008-11-06 09:41:55Changad Stage / Status to Approval Chain / 0 il Barsky, Default

Change (376) Approval in Progress

Stage/Status 2008-11-06 09:41:55Changad Stage / Status to Requisition o o Barsky, Default

Change (782) Creastion / Entered

record counts 5 of 5

Figure 45: Not To Exceed Requisition Action History tab

Review the information on the Not To Exceed Requisition Action History tab, and click the
Purchase Order link in the Not To Exceed Requisition Maintenance navigation bar. The Not
To Exceed Requisition Purchase Order tab is displayed.

Review the information about the purchase order.
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Approve Requisitions

Once a requisition has been created, it needs to be approved. Use the following topics to approve
traditional or warehouse requisitions, not-to-exceed requisitions, and blanket/project
requisitions.

How to Approve Requisitions

1.

Navigate to the TEAMS Home page and locate the Requisition menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

Select the Approve Requisitions link. The Traditional Requisition Approval tab is displayed,
as shown in the following illustration.

Traditional Requizition ApprouaI(Q)] Mot-To-Excesd Requisition Approua|(0)| Blanket/Project Requisition Approua|(0)| Histary

3.

Filter Criteria -
Requisitions to Approve -
Approve ’C— This approval list was compiled for you on 04-06-2010 10:11,
ter, R 262
Ast arpenter, Ronnie (262) El Refresh this list with the most current approval candidates?
Sort | Clear  Sorted by: (default)
X . Total Consistent
Cart Mame Yendor E?.Sontract :‘fjrl;\nber Crganization gtosr:ription Cruantity g:;::e Armonnt Sccount Mumbers] wi’
Catalog
Teams Prologic 03-23- Ilsa's 123 Board of 1.0 1000 10,00 199.51.6129.00,914,99
2010 Cart #4 Hardware Trustees - 100.0%
Store
[FETTR0261)
Teams Prologic 03-23- Ilza's 124 Board of 1.0 15.00 15.00 199.51.6129.00,914,99
2010 Cart %3 Hardware Trustees - 100.0%
Stora
(767790861)
record count: 2 of 2
Requisition Datails | | Cart Details | | Select All | | Approve | | Approve All | | Rejact | | Maid | | Hald | | Hotes

Figure 46: Traditional Requisition Approval tab

Note: Approval tabs are color-coded. Green indicates that there are no requisitions that
need to be approved. Red indicates that there are requisitions that need to be approved. On
each tab, the number of requisitions that need to be approved is displayed in parenthesis.

Note: If you are approving Not-To-Exceed Requisitions or Blanket/Project Requisitions,
bring that tab forward, and skip to step 5.

Click the ™ to expand the Filter Criteria panel.

Traditional Requisition Approual(z)] Met-To-Exceed Requisition Approval(D) | Blanket/Project Requisition Approvsl(d) | History

Filter Criteria 7

Yendon

Requizitioner: [ Status: [=]
Raqu\s\tior\ed ’7
on:

[

Figure 47: Traditional Requisition Approval tab with Filter Criteria panel expanded
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Vendor Enter the name of the vendor by which to filter the list, or click the
icon to select one from the Vendor Lookup tab.

Note: For more information about the Vendor Lookup tab, see
"Using the Vendor Lookup Tab" on page 71.

Requisitioner Enter the name of the person who created the requisition, or click
the icon to select one from the Employee Lookup tab.

Note: For more information about the Employee Lookup tab, see
"Using the Employee Lookup Tab" on page 69.

Requisitioned On  gpier g date on which the requisition was created, or click the
icon to select one from the calendar.

Status Select an item from the drop-down list to filter the list by the status
of the requisition.

4. Click the Filter button. The filtered Requisitions to Approve list is displayed.

5. Bring the appropriate tab forward, and highlight to select the requisition you want to
approve.

Tip: If you want to approve all of the requisitions in the Requisitions to Approve list, and click
the Approve All button. If you want to approve most of the items in the list, click the Select
All button, and deselect the item(s) you do not want to approve, and click the Approve
button.

Note: To review and/or edit the requisition before approving it, click the View button. The
Requisition Overview tabs are displayed. For more information about these tabs, see
"Maintain Requisitions™ on page 28.

6. Click the Approve button. A message is displayed which tells you that the requisition(s) you
selected were approved.

Note: Use the History tab to track the progress of the requisition you just submitted for
approval.

How to View Requisition Detalils

42

Note: To view the details of Blanket/Project or Not-to-Exceed Requisitions, click the View button.

To view the details of and/or edit a requisition before approving it, highlight to select the
requisition in the Requisitions to Approve list, and click the Requisition Details button. The
Requisition Overview tabs are displayed. For more information about this tab and navigation bar,
see "Maintain Requisitions" on page 28.

Note: After viewing and/or editing information on the Cart tab, you can approve the requisition
from any of the Requisition Maintenance tabs by clicking the Approve and Return button.
Clicking the this button does not approve all of the requisitions in the cart. Only the requisition
with which you are working is approved.
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How to View Cart Details

Note: You can only view the cart details of a Traditional requisition.

To view the details of and/or edit requisitions in a cart before approving the requisition, click the
Cart Details button. The Cart tab is displayed with the Requisition Maintenance navigation bar.
For more information about this tab and navigation bar, see "Maintain Requisitions" on page 28.

Note: After viewing and/or editing information on the Cart tab, you can approve the requisition
from any of the Requisition Maintenance tabs by clicking the Approve and Return button.
Clicking the this button does not approve all of the requisitions in the cart. Only the requisition
with which you are working is approved.

How to Reject a Requisition

Note: Only Traditional requisitions can be rejected.

Note: Rejecting a requisition returns it to the requisitioner for modification and can be
resubmitted. To completely void a requisition so that it cannot be resubmitted, use the Void
button. For more information about how to void requisitions, see the next section.

1. On the Requisitions tab, highlight to select the requisition(s) you want to reject.

Cenial Reason v | X

Cenial Reason:  # | =]

Cenial Mote: |

Characters remaining: {500 reax)

Figure 48: Denial Reason box
2. Select a Denial Reason from the drop-down list.

3. Enter a Denial Note.

Note: The note you enter is displayed in the report queue, which the requisitioner will access
so that he or she can make modifications to rejected requisitions so that they can be
resubmitted. Therefore, you can use this field to explain what modifications need to be made
so that the requisition can be approved after it is resubmitted.

4. Click the Ok button. The requisition is removed from the list.
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How to Void or Deny Requisitions

Note: Traditional requisitions are voided, and Not-To-Exceed and Blanket/Project requisitions
are denied.

1. Unlike rejecting a requisition, voiding a requisition means that it cannot be modified and
resubmitted to the requisitioner.

Note: To return the requisition to the requisitioner for modifications, click the Reject button.
For more information about the Reject button, see the previous section.

2. On the Requisitions tab, highlight to select the requisition(s) you want to void.

3. Click the Void button. The Void Reason box is displayed, as in the following illustration.

“Yoid Reasaon - | b4

Void Reazon: * | =]

Figure 49: Void Reason box

4. Select a Void Reason from the drop-down list.

5. Click the Ok button. The requisition is removed from the list.

How to Hold Requisitions

Note: Only Traditional requisitions can be held.
1. On the Requisitions tab, highlight to select the requisition you want to hold.

2. Click the Hold button. The Hold Reason box is displayed, as in the following illustration.

Haold Reasan * | X
Hold Reazan: #* | El

Figure 50: Hold Reason box

3. Select the Hold Reason from the drop-down list.

4. Click the Ok button. The requisition can no longer be approved.

How to Add Notes to Requisitions
Note: You can only add notes to Traditional requisitions.

Click the Notes button on the Requisitions tab. The Notes tab is displayed. For more information
about how to work with the Notes tab, see "Using the Notes Tab" on page 69.
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Analyze Requisitions

Use the Analyze Requisitions function to send requisitions to the next stage in the requisitions
workflow.

How to Analyze Requisitions

1. Navigate to the TEAMS Home page and locate the Requisitions menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Select the Analyze Requisitions link. The Traditional Requisition Analysis tab is displayed,
as in the following illustration.

Traditional Requizition Analysls(S)] Mot-To-Exceed Requisition Analysls(ﬁ)‘ Blanket/Project Requisition Anall,lsls(l]]l History

Filtar Critaria -
Requisitions to Apprave 7
Approve oD, i F BT This approval list was compiled for you on 04-06-2010 17125,
As sleon, Falice Ann (20448) [=] Refrash this list with the most current approval candidates?
Configure columns | Sort | Clear  Sorted by: (default)
%“"“‘ vendor nem, Crganization Lang Description Quantity it Tt Account Mumber(s) Mome /AT
SS(Check Crisis Prevention YDWBOO03 Special Education Additional Warkbooks How to., 200.0 6,00 1200.00 224,13,6399.01,870,23.0,00 - NM
Letter) Institute(5941) 100.0%
Ss(Check Crisis Prevention PWKBOOOL Special Education NCI Participant Workbook, M., 200.0 10,29 2052.00 224,13,6399.01,270,22.0,00 - MM
Letter) Institute(6941) 100.0%
Grainger Industrial 50.27.0026& Warehouse N SUB, (GRAINGER #3BB40) £.0 1.21 726 192,00,1310,00,000,00,0,00 - MM
Supply(1038) 100.0%
CHECK Az Educational ozizi0 Accounts Payable checks 5000.0 010 500.00 199.21.6399.02.220.11.0.00 - N M
REQUEST consultants 100.0%
(15321000)
Green Mesquite 3 0z2zzi0 Accounts Payable chips and soda 1000.0 0,25 250,00 192,51,6392.01,901,93.0,00 - N
(10274204) 100.0%
02-110 Apple Computer 267E30 Accounts Payable iPod Classic Black 30 143,00 447.00 192,53,6392.01,835,99.0,00 - N
Incorporated Qisv 100.0%
#1942404110104/7¢
(332000)
Office Mar(4725) 040410 1 Accounts Payable paper 5.0 10,00 45,00 199,53.6399.01,837.99.0,00 - NM
100.0%
(>ffice Supplies Corporate Express ABC1Z3 Accounts Payable ‘ellow Mewsprint Theme Pape... 1.0 500,00 473.00 192,23,6392.01.001,93.0,00 - N
(6454) 100.0%
record counts 8of 8
Requisition Details | [ CartDetails | [ Selectall | [ Approve | [ Approve All | [ Reject | [ Woid | [ Hold | [ Hotes | [ Send Message

TEAMS User Guide: Requisitions

Figure 51: Traditional Requisition Analysis tab

Note: Approval tabs are color-coded. Green indicates that there are no requisitions that
need to be analyzed. Red indicates that there are requisitions that need to be analyzed. On
each tab, the number of requisitions that need to be analyzed is displayed in parenthesis.

Note: If you are approving Not-To-Exceed Requisitions or Blanket/Project Requisitions,
bring that tab forward, and skip to step 5.

3. To filter the Requisitions to Approve list, click the * on the Filter Criteria panel to expand it.

Traditional Requisition Anall,lsis(Sj] Mot-To-Excead Requisition Analysis(6)| Elanket/Project Requizition Analysis(0j| Histary

Filter Criteria

Wendor |
Requizitionar: |
Requisitioned ,7

On:

| Requisitions to Approve

A

Status:

Figure 52: Traditional Requisition Analysis tab with the Filter Criteria panel expanded
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Vendor Enter the name of the vendor by which to filter the list, or click the
icon to select one from the Vendor Lookup tab.

Note: For more information about the Vendor Lookup tab, see
"Using the Vendor Lookup Tab" on page 71.

Requisitioner Enter the name of the person who created the requisition, or click
the icon to select one from the Employee Lookup tab.

Note: For more information about the Employee Lookup tab, see
"Using the Employee Lookup Tab" on page 69.

Requisitioned On  gpier g date on which the requisition was created, or click the
icon to select one from the calendar.

Status Select an item from the drop-down list to filter the list by the status
of the requisition.

4. Click the Filter button. The filtered Requisitions to Approve list is displayed.

5. Bring the appropriate tab forward, and highlight to select the requisition you want to

approve.

Tip: If you want to approve all of the requisitions in the Requisitions to Approve list, and click
the Approve All button. If you want to approve most of the items in the list, click the Select
All button, and deselect the item(s) you do not want to approve, and click the Approve
button.

Note: To review and/or edit the requisition before approving it, click the View button.The
Requisition Maintenance tab is displayed. For more information about this tab and navigation
bar, see "Maintain Requisitions” on page 28.

Click the Approve button. A message is displayed which tells you that the requisition(s) you
selected were approved.

Note: Use the History tab to track the progress of the requisition you just submitted for
approval.

How to View Requisition Detalils

46

Note: You can only view the details of a Traditional requisition.

To view the details of and/or edit a requisition before approving it, highlight to select the
requisition in the Requisitions to Approve list, and click the Requisition Details button. The
Requisition Overview tab is displayed. For more information about this tab and navigation bar,
see "Maintain Requisitions" on page 28.

Note: After viewing and/or editing the requisition, you can approve it from any of the Requisition
Maintenance tabs by clicking the Approve and Return button.

TEAMS User Guide: Requisitions
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How to View Cart Details

Note: You can only view the cart details of a Traditional requisition.

To view the details of and/or edit requisitions in a cart before approving the requisition, click the
Cart Details button. The Cart tab is displayed with the Requisition Maintenance navigation bar.
For more information about this tab and navigation bar, see "Maintain Requisitions" on page 28.

Note: After viewing and/or editing information on the Cart tab, you can approve the requisition
from any of the Requisition Maintenance tabs by clicking the Approve and Return button.
Clicking the this button does not approve all of the requisitions in the cart. Only the requisition
with which you are working is approved.

How to Reject a Requisition

Note: Only Traditional requisitions can be rejected.

1. Rejecting a requisition returns it to the requisitioner for modification and can be resubmitted.
Note: To completely void a requisition so that it cannot be resubmitted, use the Void button.
For more information about how to void requisitions, see the next section.

2. On the Requisitions tab, highlight to select the requisition(s) you want to reject, and click
the Reject button. The Denial Reason box is displayed, as in the following illustration.

Denial Reasaon - | =

Cenial Reazon: * | EI

Cenial Mote: |

Characters remaining: {500 max)
ok

Figure 53: Denial Reason box

3. Select a Denial Reason from the drop-down list.

4. Enter a Denial Note.
Note: The note you enter is displayed in the report queue, which the requisitioner will access
so that he or she can make modifications to rejected requisitions so that they can be
resubmitted. Therefore, you can use this field to explain what modifications need to be made
so that the requisition can be approved after it is resubmitted.

5. Click the Ok button. The requisition is removed from the list.
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How to Void or Deny Requisitions
Note: Traditional requisitions are voided, and Not-To-Exceed and Blanket/Project requisitions
are denied.

1. Unlike rejecting a requisition, voiding a requisition means that it cannot be modified and
resubmitted to the requisitioner.

Note: To return the requisition to the requisitioner for modifications, click the Reject button.
For more information about the Reject button, see the previous section.

2. On the Requisitions tab, highlight to select the requisition(s) you want to void.

3. Click the Void button. The Void Reason box is displayed, as in the following illustration.

“Yoid Reasaon - | b4

Void Reazon: * | =]

Figure 54: Void Reason box

4. Select a Void Reason from the drop-down list.

5. Click the Ok button. The requisition is removed from the list.

How to Hold Requisitions

Note: Only Traditional requisitions can be held.
1. On the Requisitions tab, highlight to select the requisition you want to hold.

2. Click the Hold button. The Hold Reason box is displayed, as in the following illustration.

Hold Reasan - | X
Haold Reasom: #* | El

Figure 55: Hold Reason box

3. Select the Hold Reason from the drop-down list.

4. Click the Ok button. The requisition can no longer be approved.

How to Add Notes to Requisitions
Note: You can only add notes to Traditional requisitions.

Click the Notes button on the Requisitions tab. The Notes tab is displayed. For more information
about how to work with the Notes tab, see "Using the Notes Tab" on page 69.

48 TEAMS User Guide: Requisitions
December 2009



Create Purchase Orders On Demand

Create Purchase Orders On Demand

Use the Create Purchase Orders On Demand function to print purchase orders for requisitions.

How to Print Purchase Orders for Requisitions

1. Navigate to the TEAMS Home page and locate the Requisitions menu.
Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.
2. Select the Create Purchase Orders On Demand link. The Submitted Tasks tab is
displayed, as in the following illustration.
Submitted Tasks
Refresh Rater sk  [L0seconds [£] Refresh Mow
| Submitted Tasks -
Sort | Clear  Sorted by: (default)
Marne Request Date Status Status Meszage 8:::1" Wait Time .pr:';‘:“i"g
Create Purchase Orders 08-31-2009 16:23 Requested 1 0 seconds 0 seconds
Create Purchase Orders 08-31-2009 16:18 Camplete Successfully created 0 purchaze orders fram O r.. MR 0 zeconds 0 zeconds
Create Purchase Orders 08-31-2009 15:43 Complete Successfully created 1 purchase orders from 1 r.. Nf& 1 seconds 1 seconds
Create Purchase Orders 08-26-2009 12:07 Camplete Successfully created 1 purchaze orders fram 1 r.. MR 1 zeconds 1 zeconds
Create Purchase Orders 08-19-2009 09:25 Complete The TraditionalRequisitionTaP O Converter failed... Nf& 0 seconds 1 seconds
record count: 5 of 5
Figure 56: Submitted Tasks tab
3. When the Status of the purchase order changes from Requested to Complete, you can print
the checks using the My Report Profiles function.
Note: For more information about the My Report Profiles function, see TEAMS Online Help.
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Receiving Requisitions

Use the Receive function to receive requisitions.

How to Receive Requisitions

1. Navigate to the TEAMS Home page and locate the Requisitions menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Click the Receive link. The Receiving Search tab is displayed, as in the following illustration.

Receiving Saarch] Purchase Crder Receiuing]

| Search Criteria

Purchaze Crder Mumber: [T Wendor [
Description: Part Number
Min Date:

| Search Clear

Figure 57: Receiving Search tab
3. The current Fiscal Year is selected by default, but you can change this, if necessary.

4. Enter information into any of the following fields:

Use this filter To search by

Purchase The purchase order number
Order Number

Description The description of the requisition

Note: You must enter at least three characters.

Part Number The part number of the order

Note: Click the icon to select a part number from the Vendor
Lookup tab. For more information about the Lookup Stock number
tab, see "Using the Lookup Stock Number Tab" on page 71.
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5. Use the following information to refine your search results:

Use this To search by

filter

Vendor The name of a Vendor

Note: Click the icon to select a vendor from the Vendor Lookup tab. For
more information about the Vendor Lookup tab, see "Using the Vendor
Lookup Tab" on page 71.

Min Date The date after which to search for requisitions

Note: Click the icon to select a date from the calendar.

6. Click the Search button. The results of your search are displayed in the Purchase Orders
panel, as in the following illustration.

J Receiving Search] Purchase Ordar Receiuing]

| Search criteria
Purchaze Crder Mumber: | VYendon |
Description: [bateery Part Number: [
Min D ate: ’7
Purchaze Crders hd |
Sort | Clear  Sorted by: (default)
ﬂﬂ:ﬁc:fe Syl Requestar Stock Murmber Long Description Crderad Qty Canceled Sty Received Qty Crutstanding Gy
10 Adrmin, Prologic 122 Battery for district 1.0 0.0 1.0 0.0
record count: 1 of 1
Receive/Cancel | | Miew

Figure 58: Receiving Search tab with results displayed

Note: The columns that are displayed in Figure 58 and Figure 59 depend on what is selected
in the Requisition Options function. For more information about this function, see the TEAMS
Requisition Setup User Guide.

7. Highlight to select the appropriate requisition, and click the Receive/Cancel button. The
Purchase Order Receiving tab is displayed, as in the following illustration.

Receiving Search || Purchase Order Recewing]

Receiving Detsils -
Show Return?: " ves ™ Mo Show Cancel O ez & o
" - . @ty Mot
Requestar Stack Mumber Shart Description Lang Description Expected | Qfy. Received )
Delivered
Board of Trustees | |Student Desks |Student Desks |2 i} ‘Z.U |EI.EI
Receiving Attachments -
Save Cancel

Figure 59: Purchase Order Receiving tab
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14.

15.

16.
17.

REQUISITIONS

Note: Use the Show Return? and Show Cancel? fields to display information about returns
and cancellations, respectively.

Click once in the Qty. Received field and enter how many items were received.

Click once in the Qty. Not Delivered field and enter how many expected items were not
received.

To add an attachment to the Purchase Order, click the =
panel.

in the Receiving Attachments

Click the + icon. The tab is redisplayed with the File and Description fields displayed.
Click the Browse button to navigate to the file location.

Enter a Description.

Note: Click the + icon to add another attachment or click the @ icon to delete an
attachment.

Tip: Once the attachment is added, you can open it by clicking the = icon.

Click the Save button. The Packing Slip box is displayed, as in the following illustration.

Packing Slip - | X

Packing Slip ID: ||

Vendor's Invaice |
Murnber:

Save || Cancel

Figure 60: Packing Slip box
Enter the Packing Slip ID.
Enter the Vendor's Invoice Number.

Click Save button. A message is displayed which tells you that the system saved the new
receiving record for the purchase order.

How to View the Details of a Requisition

On the Receiving Search tab, after you search for a requisition, highlight to select the requisition,
and click the View button. The Requisition Maintenance tabs are displayed. For more information
about these tabs, see "Maintain Requisitions"” on page 28.
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Enter Invoices

Use the Enter Invoices function to create or edit invoices and then post them so that they can

be printed.

How to Create an Invoice

1. Navigate to the TEAMS Home page and locate the AP / Cash Disbursement menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Click the Enter Invoices link. The Display Batch of Invoices tab is displayed.

Display Batch of Invoices | Inuoice Search| Results

Must Pay

Batch Summary

Inwsice Status: |

Batch ID: 2844
Humber of Invoices: 0

NotPosted

Created Oni
column

Total Amount:

11-30-2009 12:11
0.00

| Inueice

sort | Clear

d by: (default)

Status Wendor

Inusice

it Invoice Date

Amount.

Failed Edits

record count: (f of 0

| other Batches

Sort| Clear  Sorted by: (default)
Batch Number Craated By

Hot Posted

Created On

Must Pay Wender

z801 Peggy A Mary 1 11-23-2009 Yes s
2799 Felice A Lincoln 1 11-23-2009

2798 Felice A Linceln 1 11-23-2009

2797 Felice A Lincoln 1 11-23-2009

[2769 Falice & Lincoln 1 11-05-2003 Yes

2743 Felice A Lincoln 11-05-2009

2736 Felice A Lincoln 1 11-04-2009 Yes

[2723 Peggy AMary 1 10-29-2009

2722 Felice & Lincoln 1 10-29-2009

2710 Felice A Lincoln z 10-27-2009

2708 Felice A Lincoln 2z 10-27-2009 -
rra Ealin 1 innale, P 1n27.50na

EditBatch

(BErmEES [WPeEEAN|

Vendor column
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Figure 61: Display Batch of Invoices tab

Note: The Not Posted column shows the number of edits that have failed.

Note: The Must Pay Vendor column indicates that the vendor has been marked as a Must
Pay Vendor in the Vendor Maintenance function. Must Pay Vendors are usually local vendors
needing faster payments. For more information about the Vendor Maintenance function, see
the TEAMS Vendor Maintenance User Guide.

Click the Add button. The Add Invoice box is displayed, as in the following illustration.

Add Inwai

v|x

Invoice e
Tupe:

PZ Mumber |

| PO

[=]

| ok || Cancel |

Figure 62: Add Invoice box
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Select the type of invoice you want to create from the Invoice Type drop-down list. You
have the following options:

< PO

= Payroll Disbursement
= AP Invoice Template
« AP Invoice

Use the following sections to complete each type of request.

How to Create an Invoice for a Purchase Order

1.
2.

54

On the Add Invoice box, select PO from the Invoice Type drop-down list.
Enter the PO Number.

Note: If you do not know the PO Number, do not enter anything in the PO Number field, and
click the Ok button to search for a purchase order.

Click the Ok button. If you entered a valid PO Number, the Maintain Purchase Order Invoice
tab is displayed, as in the following illustration.

J Waintain Purchase Order Inuoics | Maintain Purchase Order Inuoice Details | walidation |

Invoice Header
wendon #  [Beklemek Furniture (2) Remit Ta! % [ 222 Wicter Stwreeyy PFLUGERVILLE, TR 78660 =]

Tnvoice Number: — 1099 * L ves & No
Invoice Amount * | Can Combine: % {7 yves 5 No
Payment Terms: Met 60

=

Description

Characters remaining: {255 max)

Inuvoice Dates -

Tnusice Daer ok Receipt *
Date:
Payment *
: 09-19-2009 08-20-2009
Print by Date: [09-15-2008  [=) Paymant [oe-z0-2009  [=]

Figure 63: Maintain Purchase Order Invoice tab

Fields on the Maintain Purchase Order Invoice tab are populated from the information that
was entered for the purchase order you chose. You can change this information, if necessary.

Use the following information to complete the Invoice Header panel.

Vendor Enter the name of a Vendor, or click the icon to select one from
the Vendor Lookup tab.
Note: For more information about the Vendor Lookup tab, see
"Using the Vendor Lookup Tab" on page 71.

Remit To Select the appropriate address from the drop-down list.

Invoice Number Enter the number for the invoice.

1099 Select Yes if the invoice will be recorded as a 1099 and select No if
the invoice will not be recorded as a 1099.

TEAMS User Guide: Requisitions
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Invoice Amount Enter the amount for the invoice.

Can Combine Indicate whether the invoice can be combined.

Description Enter a short description for the invoice.

Invoice Date Enter the date the invoice was created, or click the [Z] icon to select

a date from the calendar.

Receipt Date Enter the receipt date for the invoice, or click the [Zl icon to select a
date from the calendar.

Print By Date Enter the date by which the invoice must be printed, or click the
icon to select a date from the calendar.

B‘?t’éne”t Due Enter the date the payment is due for the invoice, or click the [Efl icon

to select a date from the calendar.

5. Click the Ok button.

Note: An Existing Invoices box is displayed if the following fields match those of another
invoice: Invoice Number and Vendor, or Vendor, Invoice Date, and Invoice Amount.

6. The Maintain Purchase Order Invoice Details tab is displayed, as in the following illustration.

Maintain Purchase Order Invoice || Maintain Purchase Order Invaice Details | Validation|

Show Invoice PO Invoice Details Discount Freight
" Yes Mo 200,83 200,83 37.38 0.00
Accounts: Amount: Total: Subtotal: Subtotal:
. Lang Tat Stock Linit Unit Unit ) )
Line # T Ord | Previm| Mot Inv | Curr Iny ) ) Unit Tax Freight Total
Description Recvd | Number | Price | Discount | Install
Duncan |~ =
Invaice Line 1 Envisian 1.0 0.00 1.00 1.00 1.0/1300630- | §7.35 51.47
Glazes, - 785
Duncan | =
- Requisition Detail for Invoice Line 1 Envision 1.0 0.0 1.0 1 1.0(1300630- | 7.3 §1.47
Glazes, |= 785
Schaool -
Invoice Line 2 smart 12.0 0.00f 12.00 1200 12.0/084001- $5.12 $1.02
children's  ~ 876
School |~
--- Requisition Detail for Invoice Line 2 smart 12.0 0.0 120 12 12.0|085001- 512 §1.02
children's |+ a76
Duncan  *
Invoice Line 3 enyision 1.0 0.00 1.00 1.00 1.0/1300636- | §7.346 §1.47 -
4 »
Invoice Attachments hi
File
Return

Figure 64: Maintain Purchase Order Invoice Details tab

Note: The information on the Maintain Purchase Order Invoice Details tab is populated from
information already entered when the purchase order was created, but you can change this
information, if necessary.

Note: Click the Add New Invoice Line (W/0 Requisition) button to add a new invoice
line without having to create a requisition for it.
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7. Click the Ok button. If the Invoice Amount and PO Invoice Details amounts match, the
Display Batch of Invoices tab is displayed with the purchase order you entered displayed in
the Invoices panel, as in the following illustration.

J Display Batch uflrwultzs] - Eear:h] Results ]

Batch Summary

Invoice Status: | Entered =

Batch 1D 2851 Created On 11-30-2009 14:22

Mumber of Invaices: 1 Tatal Amount: 21.97

MNew invoice created
forthe PO [ Tnusices =
Sort | Clear  Sorted by: (default)
PO Tupe Status wendor L"u“r;"‘h‘:r Inucice Date Amount Failed Edits
457 PO Entered  Mardel Incorporated - 9886000 11-30-2009 21,97 101 lines)
record count: 1 of 1

o | o | [ oscbush | [ oo
[ other Batches - |
Sort | Clear  Sorted by: (default)
Batch Number Craated By Hot Posted Craared On Must Pay Mendor
2801 Peggy & Mary 1 11-23-2009 Yes -
2799 Felice A Lincaln 1 11-23-2009
2798 Felice A Lincaln 1 11-23-2009
2797 Felice A Lincaln 1 11-23-2009
2769 Felice A Lincaln 1 11-05-2009 Yes
2743 Felice & Lincaln 11-05-2009
2738 Felice & Lincaln 1 11-04-2009 res
2723 Peggy A Mary 1 10-29-2009
2722 Felice A Lincaln 1 10-29-2009
2710 Felice A Lincaln z 10-27-2009
2708 Felice A Lincaln z 10-27-2009 =
n0z Ealica & 1 insaln f 1n-22.20na

Edit Batch

Figure 65: Display Batch of Invoices tab with PO invoice added to the Invoices panel

How to Create an Invoice for a Payroll Disbursement

Information about how to create invoices for Payroll Disbursements will be covered in a future

edition of the documentation.

How to Create an Invoice for an AP Invoice Template

1. On the Add Invoice box, select AP Invoice Template from the Invoice Type drop-down

list.

2. Click the Ok button. The AP Invoice Template Search tab is displayed, as in the following

illustration.

J AP Inwoice Template Search] Results ]

Wendor |

——

Created Date Min:

Amount Min

Account Mumber

| Search

Template ID:
Created Date Man:

Amount Mas:

Figure 66: AP Invoice Template Search tab
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3. Enter information into any of the following fields to filter your search:

Vendor Enter the name of a Vendor, or click the icon to select one from
the Vendor Lookup tab.
Note: For more information about the Vendor Lookup tab, see
"Using the Vendor Lookup Tab" on page 71.

Template ID Enter the identification number of the template

Created Date Min  Enter the earliest date by which to search for when the request was
created, or click the icon to select that date from the calendar.

Created Date Max Enter the latest date by which to search for when the request was
created, or click the icon to select that date from the calendar.

Amount Min Enter the minimum amount of the check. Results will display checks
with amounts that are equal to or greater than the amount you
enter.

Amount Max Enter the maximum amount of the check. Results will display checks

with amounts that are equal to or less than the amount you enter.

Account Number Enter the account number.

4. Click the Search button. The Results tab is displayed, as in the following illustration.

AP Inusice Template Search" Resules ]

| Check Request Search Results -
Sort | Clear  Sorted by: fdefault)
Template ID Dascription Wendor Amount Accounts Created By Has Motes

o Beklemek Invaice Temp Beklemek F0.0 199.51,6319,00,001,99  Juarez, Juan A v
Furniture

record count: 1 of 1

| Select

Cancel

Figure 67: Results tab

5. Highlight to select the appropriate AP Invoice Template, and click the Select button. The
Maintain AP Invoice tab is displayed, as in the following illustration.

[ tsintain 4P twsice | Maintain AP Inusice Details | Walidation|

Inwoice Header =

Wendor: #  [Beklemek Furniture (2) Remit Ta: * [ 222 Victor Street; PFLUGERVILLE, T 78660 =]
Inuoice Mumber: 1099 * o  ves % o
Invoice Amount: # | 70.0 CanCombine: k{7 yes 5 o

Payment Terms: =]

& [Baklemek Invoice Temp

Description

Characters remaining: { 255 max)

Invoice Dates -

Invoice Date: $ EZE:-IN E3 ,7

Payment Due o Print by PRI

Date: Dates
Bewm

Figure 68: Maintain AP Invoice tab
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Note: The information in this tab was set up as a template in the Maintain AP Invoice
Template function, but you can change any of the editable information, if necessary.

Enter the Invoice Date, or click the icon to select one from the calendar.
Enter the Receipt Date, or click the icon to select one from the calendar.

Enter the Payment Due Date, or click the icon to select one from the calendar.

In the Print By Date field, enter the date by which the invoice must be printed, or click the
icon to select a date from the calendar.

Click the Ok button. The Display Batch of Invoices tab is displayed with the AP Invoice
Template you added displayed in the Invoices panel.

Note: An Existing Invoices box is displayed if you entered an Invoice Number that matches
an existing Invoice Number, or if the information you entered in the Vendor, Invoice Date,
and Invoice Amount fields match another invoice in the system.

How to Create an AP Invoice

58

Payment Terms: El

Crascription

1. On the Add Invoice box, select AP Invoice from the Invoice Type drop-down list.

2. Click the Ok button. The Maintain AP Invoice tab is displayed, as in the following illustration.
J Maintain AP Inuoice] Maintain AP Invoice Details\| l\.-'alit:lation]

Invoice Header -

“endor: # || Remit To: i E|

Invoice Mumber: 109%: #* " ves & No

Invoice Amount:  # Can Combine: #* ™ ves F No

=

Characters rermaining: {255 max)

Invoice Drates -

i . Receipt ’7
Invoice Date: ’7 Date:
Paymentoue k[ Print by [05-13-z008 |
Paym P 09-19-2009

3.

Figure 69: Maintain AP Invoice tab

Enter information into any of the following fields to filter your search:

Vendor Enter the name of a Vendor, or click the icon to select one from
the Vendor Lookup tab.
Note: For more information about the Vendor Lookup tab, see
"Using the Vendor Lookup Tab" on page 71.

Remit To Select an item from the drop-down list.

Invoice Number Enter the number for the invoice.
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5.

1099 Select Yes if the invoice will be recorded as a 1099 and select No
if the invoices will not be recorded as a 1099.

Invoice Amount Enter the amount for the invoice.

Can Combine Indicate whether the invoice can be combined.

Payment Terms Select the terms of payment for the invoice.

Description Enter a short description for the invoice.

Invoice Date Enter the date the invoice was created, or click the [Z] icon to select
a date from the calendar.

Receipt Date Enter the receipt date for the invoice, or click the icon to select
a date from the calendar.

Payment Due Enter the date the payment is due for the invoice, or click the

Date icon to select a date from the calendar.

Print By Date

icon to select a date from the calendar.

Enter the date by which the invoice must be printed, or click the

Click the Ok button.

Note: An Existing Invoices box is displayed if the following fields match those of another

invoice: Invoice Number and Vendor, or Vendor, Invoice Date, and Invoice Amount.

The Maintain AP Invoice Details tab is displayed, as in the following illustration.

Maintain &P Inwoice || Maintain &P Invoice Details] \.-'alidation\|

Invoice PO Invnice Detailz

26,2 u]
Amount: Total:

AP Invoice Details b

Description | Guantity Unit Price Total
4 »
Invaice Attachments hi
File

[Lok | [ Retum |

Figure 70: Maintain AP Invoice Details tab

6. Click the Add New Detail Line button. A new line item is added to the Template Details

panel, as in the following illustration.

TEAMS User Guide: Requisitions
December 2009

59



60

REQUISITIONS

Maintain AP Inusice || Maintain AP Invsice Details | Validation|

Invaice P& Invoice Details

26.2 0
Amaount: Total:
AP Invoice Details -
Description | Cluantity | Unit Price ‘ Total Price | Accal
Describe your new line iterm |1 a ‘D a |DD ||c|ickto adi af
1 3
Add New Detal Line
Inveoice Attachments i
File
[ Eeturn |

Figure 71: Maintain AP Invoice Details tab with new line item added

7. Click in the Description field, and enter a description of the item.

8. Click in the Quantity field, and enter a quantity.

9. Click in the Unit Price field, and enter a price per unit of the item(s).

10. Click in the Total Price field, and enter the total price for the item(s).

11. Click the (click to add an account) hyperlink to include an account from which to draw
funds to pay for the item(s). The Edit Accounts box is displayed, as shown in the following
illustration.

Edit Accounts - | X

Available
FUMD  FMC  OBJ SUBR ORG PI Year COwner Prct Budget Balance
[192 . [5t . [e323 . [oo0 | [214 |99 [zo0% [=]|914 [=][100 $11,144.732 = g
1007

| Ck || Cancel

12.

13.
14.
15.

16.

17.

Figure 72: Edit Accounts box

Enter the account number, or click the &= icon to select one from the Account Numbers tab.

Tip: Enter any amount of information into any of the boxes and click the icon to filter the

search.
Select the Year from the drop-down list.
Select the Owner from the drop-down list.

The Percent (Prct) field is 100 by default. If you are adding one account numbe
in the Prct field. Enter another percent if you are adding two or more accounts.

r, leave 100

Optional. Click the + icon to add another account number for the requisition. Repeat steps
11 through 15, and ensure that the Percentage fields for all accounts equals 100.

Click the Ok button. The account is added into the Accounts column in the Line ltems tab.
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18. In the Invoice Attachments panel, click the + icon to add an attachment to the template. The

tab is redisplayed with the File field displayed, as shown in the following illustration.

Inwoice Attachrments

File
| | Browse. @

Figure 73: Invoice Attachments panel expanded

19. Click the Browse button to navigate to the file location.
Note: Click the + icon to add another attachment and click the @ icon to delete an
attachment.

20. Click the Save button. The Display Batch of Invoices tab is displayed with the AP Invoice
Template added to the Invoices panel.
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Once you add an invoice, it is housed in a batch. A batch can be one or more invoices. When you
edit a batch, you can edit its invoices, route its invoices to another approver, post the batch, or

delete its invoices.

On the Display Batch of Invoices tab, highlight to select an item from the Other Invoices list, and
click the Edit Batch button. The tab is redisplayed to show the invoice(s) in that batch, as in the

following illustration.

J Display Batch uf[nunites] [r— Sear(h] Results ]

Failed Edits column

Batch Surnmary

Edit Batch

Invoice Status: =
Batch ID: 2024 Created On: 10-07-2003 10:25
Mumber of Inuoices: 2 Tatal Amount: 1,703.74
| 1nusices -
Sort | Clear  Sorted by: (default)
PO Type Status Wendar e Invoice Date Amaunt Failed Edits
1954 ro wilidation S H I Government Salutions Incorporated - 333EZ 09-24-2003 197.88 101 lines)
In Pragress 101343
2500 PO Walidation Sargent Welch LL & - 67060000 39700734 09-30-2009 218,96 1 (5 lines)
In Progress
3184 PO Wslidation Tape Online Texas L P - 11433000 INV406196 09-30-2009 289.07 1 (6 lines)
In Pragress
560 Po walidation Time Magazine - 1679 £60-092409 09-24-2009 2210 101 lines)
In Pragress
672 PO Validation Time Magazine - 1679 672-092409 09-24-2009 81,3 101 lines)
In Pragress
Ta PO walidation  Time Magazine - 1673 779-092409 09-24-2009 141.44 101 lines)
In Pragress
L] PO Wslidation Southwest International Trucks - 13144000 155986 09-22-2009 75.97 101 lines)
In Progress
992 ro wilidation  Southwest International Trucks - 13144000 155933 09-04-2003 47812 101 lines)
In Pragress
racord count: 8 of &
[ add | [ Edit | [ Boute | [ PostBatch | [ Delete
| other Batches -
Sort | Clear  Sorted by: (default)
Batch Mumber Created By Mot Posted Created On Must Pay Yendor
2801 Peagy & Mary 1 11-23-2003 Wes Py
27339 Felice & Lincoln 1 11-23-2009
2798 Felice & Lincoln 1 11-23-2003
2797 Felice & Lincoln 1 11-23-2009
2765 Falice & Linceln 1 11-05-2003 Ves
2743 Falice & Linceoln 11-05-2008
2738 Falice & Linceln 1 11-04-2003 Ves
2723 Paggy & Mary 1 10-29-2003
2722 Felice A Linceln 1 10-29-200%
2710 Felice A Lincoln 2 10-27-2008
2708 Felice & Linceln 2 10-27-200% =
503 Calion A 1 imanin A 1n.az_snna

Boseal

Figure 74: Display Batch of Invoices tab with a batch of invoices Displayed for editing

Note: The Failed Edits column shows the number of edits, and the number displayed in the
parentheses displays the number of lines that are affected by the failed edit(s).

With a batch selected for editing, you have the following button options:

- Edit
= Route
e Post Batch

e Delete

Information about each button is described in the following sections.
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How to Edit a Batch of Invoices

1. Highlight to select an invoice, and click the Edit button. The tab that is related to the type
of invoice you are editing is displayed. For instance, if you are editing a PO, then the Maintain
Purchase Order Invoice tab is displayed.

Note: For more information about these tabs, see the appropriate subsection in the section
that covers "How to Create an Invoice" on page 53.

How to Use the Validation tab

When you are editing batches, you can use the Validation tab to check if the invoices violate any
of the validation rules set up by your district.

1. Click the Validation tab to bring it forward. The Validation tab is displayed, as in the
following illustration.

Maintain Purchase Order Inupice | Maintain Purchase Grder Invaice Details | alidstion|

Invoice Validations -
Display: [l Failed Validations [=]

ort | Clear  Sorted by: (default)

Walidation

Cade

10 Thiz inucice line item erceads the outstanding relaased x 2,31, 4 x Paggy A Mary
amount on the requisition

14 An inveice description is required

23 The gty invoiced is greater than the PO gty outstanding

39 Invoice is a duplicate

Walidation Description Passed? Failed Lines Cwerridden? Ment Approvers

Hdr
2541
Hdr

Felice A Lincoln
Felice A Lincoln
Peggy R Mary

XK K
KKK

record count: 4 of 4

Override | [ Deny | [ Qveride All | [ Deny All

Figure 75: Validation tab

Note: If you do not have any failed edits, nothing will be displayed in the Invoice Validations
list.

2. Highlight to select the validation rule that failed. You have the following options:
= Override: Allows the requisition to be approved despite the failed edit.
Note: Use the Override All button to override all of the items in the Invoice Validations list.
= Deny: Requires the requisition to be edited before being submitted again for approval.

Note: Use the Deny All button to override all of the items in the Invoice Validations list.

How to Route Invoices to Another Approver

1. Highlight to select the invoice, and click the Route button. The Route Invoice tab is
displayed, as in the following illustration.

Route Invoice

Search By: # O Rola O Role Type { Organization T Position  Security Rele © Locatien © Employas

Raole: [ = Search
[ Route To -
Sort | Clear  Seorted by: (default)
TEAMS Role Mame PCH Crganization Mame Locations Employee [D Employes Mame
record countz 0 of O
Route Cancel

Figure 76: Route Invoice tab
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2. Use the following table to search for the approver:

Role Select to search by the name of the approver’'s role. Enter criteria in the
Role Name field.

Role Type Select to search by the approver's type of role. Select a filter from the
Role Type drop-down list.

Organization Select to search by the approver's organization. Select a filter from the
Organization drop-down list.

Position Select to search by the approver's position. Select a filter from the PCN
drop-down list.

Security Role Select to search by the approver's security role. Select either Y or N in
the Master Schedule field.

Location Select to search by the approver's location. Select a filter from the
Location drop-down list.

Employee Select to search by the approver's last name. Enter the last name in the
Last Name field, and choose whether to search for part of the name, or
the exact name.

Click the Search button. The results of your search are displayed on the tab.

4. Highlight to select the approver to whom you want to route the invoice and click the Route
button. The Display Batch of Invoices tab is displayed with a message which tells you that
the invoice has been routed to the approver whom you selected.

How to Post a Batch of Invoices

With the batch selected for editing, click the Post Batch button. If there are no failed edits, then
a message is displayed which tells you that the batch was successfully posted.

How to Delete a Batch of Invoices

Highlight to select the invoice, and click the Delete button. A message is displayed which tells
you that the invoice was successfully deleted.
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Creating and Printing the Check

Once the Check Request has been created and approved, and once the invoice for that check
request has been created and approved, the check run needs to be created. After the check run
has been created, the check can be printed. Use the following sections to create and print a check
run.

How to Create a Check Run

1. Navigate to the TEAMS Home page and locate the AP / Cash Disbursement menu.

Note: The exact name of the menu you use to access this function depends on how your
district has configured its TEAMS Home page.

2. Select the Create Check Run on Demand link. The Create Check Run on Demand tab is
displayed, as in the following illustration.

J Greate Chack Run On Gemand | Resules |

| Schedule Check Run

Check Source: @ Inveice © Payrell © Check Reissues

Financial Institution: * = Account: * =

Fizcal Vesr « [zota = Vendor: [

Invoice ID:

Payable Account FUND FHNC OBl SUB ORG FRG ED PDT

e P P P e Y s O P P

Employes Check Payroll )

Reimbursement W Request Vv Purchase 2 o v Dishurseme ¥ Rrocuramen [

arder Tnuoices: Invaices: d
Invoices: Invaices: Invaices:
Statement:

| Create

Figure 77: Create Check Run On Demand tab

You can create check runs for an Invoices, for Payroll, or for Check Reissues.

Note: Creating check runs for Check Reissues will be covered in a future edition of the
documentation.

Use the following sections to create each type of check run.

How to Create a Check Run for an Invoice
1. In the Check Source field, Invoice is the default selection. Leave Invoice selected.
Select the Financial Institution from which to draw the funds from the drop-down list.

Select the Account number from which to draw the funds from the drop-down list.

P @0 N

The default selection in the Fiscal Year field is the current fiscal year, but you can change
this, if necessary.

5. Enter the name of a Vendor, or click the icon to select one from the Vendor Lookup tab.

Note: For more information about the Vendor Lookup tab, see "Using the Vendor Lookup
Tab" on page 71.

6. If you want to pay an individual invoice, enter the Invoice ID of that invoice.

7. Enter the Payable Account Number.
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8. Checkmark the types of invoices you want to create with this check run.

9. Click the Create button. The Results tab is displayed.

Proceed to "How to Print the Check™ on page 67.

How to Create a Check Run for Payroll

1. Inthe Check Source field, select Payroll. The tab is redisplayed, as shown in the following

illustration.
Create Cherk Run &n Demand | Results |
| 5chedule check Run
Check Source: " Invoice ™ Payroll T Check Reissues
Financial Institution: * [=] Account #* =
Payment Type: = Paycheck Profile Td:

[P

Figure 78: Create Check Run On Demand tab with Payroll option selected

Select the Financial Institution from which to draw the funds from the drop-down list.
Select the Account number from which to draw the funds from the drop-down list.
Select the Payment Type from the drop-down list.

Enter the Paycheck Profile 1d.

@ @ M W N

Click the Create button. The Results tab is displayed.

Proceed to "How to Print the Check™ on page 67.

How to Create Check Reissues

Creating Check Reissues will be implemented in a future release of the TEAMS system.
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How to Print the Check

After you click the Create button on the Create Check Run On Demand tab, the Results tab is
displayed, as in the following illustration.

Create Check Run Cn Demand | Results

Refresh Rater 3k

10 seconds  [=]

Eefrech Mow

| Submitte

d Tasks -
Sort | Clear  Sorted by: (default)
Mame Request Date Status Status Message PQouseigieon E‘I'\Iila'li _I?_irroniessmg
Check Run 02-05-20058 11:42 Requested 2 0 zec, 0 zec. “
heck Run 08-05-2008 11133 Complete  Created 1 checks: considered 4 possible MNP Z zec, 0 zec,
SO0UFCeE ..,
heack Run 0g-05-2008 10:33 Complete Created 1 checks; conzidered 1 pozsible Mi& 4 zac, 0 zec,
source ..,
heck Run 0g-04-2008 16:10 Complete  Created 1 checks; considered 1 possible [RFE 3 sec, 0 sec,
ource ..
heck Run 02-04-2002 11:42 Complete  Created 1 checks; considered 2 possible RIS 3 zec. 0 sec.
heck Run 05-04-2008 11:41 Complete  Created 1 checks: considered 2 possible MNP 3 zec, 0 zec,
SO0UFCeE ..,
heack Run 02-04-2008 11:34 Complete Created 1 checks; conzidered 2 pozsible Mi& 0 zec, 0 zec,
source ..,
heck Run 0g-03-2008 12:21 Complete  Created O checks; considered O possible [RFE 0 sec, 0 sec,
ource ..
heck Run 05-03-2008 12112 Caomplete  Created O checks: considered O possible REL 1 zec, 0 sec,
source ..,
heck Run 02-02-2008 16:25 Camplete Created 0 checks; considered O possible M A 0 sac, 0 sac.
source ..,
heck Run 05-02-20058 16114 Complete  Created 4 checks; considered 4 possible Mi& 1 sec. 0 sec.
Tource ..,
heck Run 0g-02-2008 15:40 Complete Created 0 checks; considered O possible & 3 zerc, 0 sec,
source ..,
heck Run 08-02-2008 15:34 Complete  Created 2 checks; considered 2 possible RIS 1 sec, 0 sec,
SOUFCeE .., -
{ B Y . L R B T T T B B Eal R TR e Pueesmed A dbcaliar accaidaned A o aaibla R

" “becord counti 63 of 63

Figure 79: Results tab

1. Locate the check run you created, and click the Check Run hyperlink under the Name
column. The Results tab is displayed, as in the following illustration.

Figure 80: Results tab

Check Search | Results

| Check Request Search Results

Sort | Clear

Sorted by: (default)

Check Mumber Status Iszue Date Armaunt Financial Institution
21 Issued 02-04-2008 333.33 Bank Of Austin
I Wiew I | Moid | | Reissue | | Print | | Print All | | Create ACH for Selected | | Create ACH for All

Financial
Institution
Account
111000025
record count: 1 of 1

2. Highlight to select the check(s) you want to print.

3. Click the Print or Print All button. The Submitted Tasks tab is displayed, as in the following
illustration.
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| = ==
Submitted Tasks

Refresh Rate:  k Etopped El

Reftesh Mow
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| Submitted Tazks

Sort | Clear  Sorted by: (default)

Marme Request Date

Check Printing 08-05-20028 11146
Check Run 08-05-2008 11:43
Check Run 08-05-2008 11:43
Check Run 02-05-2008 11:42
Check Run 08-05-2008 11:33
Check Run 05-05-2008 10:33
Check Run 08-04-2008 16:10
Check Printing 08-04-2008 11142
Check Run 058-04-2008 11:41
Check Run 058-04-2008 11:34
Check Run 058-03-2008 12:21
Check Run 08-03-2008 12112
Check Run 05-02-2008 1&6:25
PR AR AA AAAn 4

Status

Failed
Complete

Camplete
Complete
Complate
Camplete
Complete

Failed
Complete

Camplete
Camplete
Complate

Camplete

LR P

Status Mezzage

Dueue
Fozition

corm.prologic.teams.cornmon batchrunner.schedul /A

Created O checks; considered 2 possible
source ..
Created 0 checks; considered 2 possible
ource ..
Created 0 checks: considered 2 possible
source ..
Created 1 checks: considered 4 possible
ource ..
Created 1 checks; considered 1 possible
source ..
Created 1 checks; considered 1 possible
source ..

Ni&
MrA
MfA
NiA
Hr&

M7

cor,prologic.teams.cornmon batchrunner.schedul /A

Created 1 checks; considered 2 possible
source ..
Created 1 checks; considered 2 possible
Tource ..
Created 0 checks; considered O possible
source ..
Created O checks; considerad O possible
ource ..
Created 0 checks; considered 0 possible
source ..

T Y N OO I | N

M7
Mid
MiA
MF

M7 &

hidm

Wait
Time

1
3

1

4

Secd,
seC,

Processing
Tirne

0 sec, -
0 zec,
0 zec,
0 szec,
0 zec,
0 sec,

0O zec,

0 zec,
0O zec,

0 zec,
0 sec,
0 zec,

0 sec,

-

vecord counts 66 of 68

Figure 81: Submitted Tasks tab

4. In the Submitted Tasks panel of the Results tab, locate the check run you created. If the
check run has a status of Complete, click the Check Run hyperlink under the Name
column. The Results tab is displayed, as in the following illustration.

Note: You can also void, reissue, or create Automated Clearinghouse checks from this tab.
Information about these processes will be available in a future edition of the documentation.

68
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Appendix: Requisitions

This appendix provides supplementary information for requisition-related functions, such as how

to use the Notes tab and various Lookup tabs.

Using the Employee Lookup Tab

The Employee Lookup tab is accessed by clicking the icon. The Employee Lookup tab is

displayed.

‘ (@) Plesse pravide afilter criteria

[ Emplayes Lookus |

Filter By # @ ID  Mame { g5M
Emplayee ID [ Filter
| Employess -
Sort | Clear  Sorted by: (default)
Employee . . .
e $SN Last Mame First Mame Current Hire Type |Active Drganizations
record count: O of O
Select Cance|

Figure 82: Employee Lookup tab

1. You have the following options:

= ID: Enter the employee's Employee Identification Number.

< Name: Enter the employee's Last Name, Middle Name, or First name.

= SSN: Enter the employee's Social Security Number.

2. Click the Filter button. The results are displayed on the Employees list.

3. Highlight to select the employee, and click the Select button. The tab in which you were
previously working is displayed with your selection.

Using the Notes Tab

The Notes tab is accessed by clicking the Notes button.
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Motes

Motes

=
Muote:

Characters remaining: | 500 500 max)

Private: B  ves 8 No
Internal Only: #* @ yes O Mo
Communication Method: | El

| Motes

Sort | Clear  Sorted by: (default)

e Mote |Added By

Internal
Added On |Modiﬁed

only

Private Mote Operation

Dealete

recard count: 0 of O

Figure 83: Notes tab

How to Add Notes

1. In the Notes field, enter any free-text comments, up to 500 characters.

2. In the Private field, select Yes to indicate that this note is private; select No if the note is

not private. No is the system default.

Note: If a note is designated as Private, then only the person entering the note has access

to it. No information about the note is displayed for other users.

3. Inthe Internal Only field, select Yes to indicate that this note is for internal use only; select

No if the note is not only for internal use. Yes is the system default.

Note: Selecting Yes in the Internal Only field indicates that only district employees have
access to the note.

4. Select the Communication Method by which you received the information.
Click the Add button. The note is added to the Notes list.

6. Click the Return button to return to the tab on which you were working.

How to Edit an Existing Note

Highlight it in the Notes list and click the Edit button. Make any changes, and click the Save
button.

How to Delete a Note

Highlight it in the notes list and click the Delete button. The system displays a message asking

you to confirm the deletion action. Click Yes to delete the note.
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Using the Lookup Stock Number Tab

The Lookup Stock Number tab is accessed by clicking the icon next to the Stock Number
field. The Lookup Stock Number tab is displayed.

Lookup Stock Mumber

: Filt:
Company: Grant Office Supply Description Contains || Lilter
| Stock Mumbers hd |

Sort | Clear  Sorted by: (default)
Company Stock Mumber Crescription

record count: 0 of O

Select Cancel

Figure 84: Lookup Stock Number tab

1. To filter the items in the Stock Numbers list, enter at least one character in the Description
Contains field. The list is filtered by the Description of the item.

2. Highlight to select the appropriate item in the Stock Numbers list.
3. Click the Select button.

4. You are taken back to the appropriate tab, and the stock number you selected is populated
next to the Stock Number label.

Using the Vendor Lookup Tab

The Vendor Lookup tab is accessed by clicking the icon. The Lookup Vendor tab is displayed.

T R e 8
Wendor Lookup

Filtar By: H * Mame 1D
“endor Mame: |
| “endors hi
Sort | Clear  Sorted by: (default)
Eampany e }.l'sndor Vendor Official Mame E::ndeor Known &z Tax ID _I(an;ea?flories az of _I(Eoogta:r:cts as of
recaord count: O of O
‘ Selact Cancel

Figure 85: Vendor Lookup tab

1. In the Filter By field, select one of the following options:
« ID: The Vendor ID field is displayed.
= Name: The Vendor Name field is displayed.

Tip: If you are unsure of the spelling of the company name, enter at least one letter, and
click the Filter button. For example, if you enter Ed, your search results could return
companies containing the word United, as well as those containing the word Red.

2. Ifyou selected the ID button, enter the vendor's identification number in the Vendor ID field.
If you selected the Name button, enter the vendor's name in the Vendor Name field.
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Click the Filter button. The search results are displayed.
Select the appropriate Company.

Click the Select button. The tab in which you were previously working is displayed with the
Vendor's information populated in the appropriate field.
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