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1. Create a New Requisition
Step A: Navigate to Add/ Update Requisitions page
Main Menu (1) Purchasing Folder (2) = Requisitions Folder (3) = Add/ Update Requisitions (4)

Main Menu ~ * Purchasing = »* Reguisitions - * Add/Update Requisitions

S*h Menu: 2_ I
Y4 @ _3_ # | Advanced !
1 ]
[ 3

3  Account@ayable /

(3  Purchasing . m—

= j 1 Requisitions e _ T _

(3  Suppliers - (1 Review REequisition Information  *
i) : . (3 Reguest for Quote __

3  Set UpFinancialsi _ (3 Repors 4 k
- : (1 Purchase Orders : o

(J  Reporting Tools Bi  Recsints =]  Add/Update Requisitions *——
(31 PeopleTools = P |-]  Purge Load Requests

B2 Banking (3 Return To Vendor _

- [0 CSU Req to Check Motificati *

B2 CSU Claims Proct — AR R

(3 CSU ProCard »

(3  Supplier Contracts r

(3  eProcurement g

(3 Semnices Procurement 4

=]

Wy Personalizations

Step B: Create a New Requisition
To create a new requisition, click on the “ADD” button
NOTE: Do NOT change the Requisition ID from NEXT

Requisitions

Find an Existing Value Add a New Value

Business Unit: spcyp Q
Requisition ID: yExT

add  ——

Find an Existing Value | Add a New Value
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Step C: Basic Information
1. You may name your requisition under the “Requisition Name” field (1). If you don’t name it, the
system will auto fill the requisition number into that field.
2. Enter your CFS ID (2). The number is 75 and your UIN. EX: 75900000132
3. Click on “Requisition Defaults” (3)

Maintain Requisitions
Requisition

Business Unit SFCMP 1

Requisition ID MNEXT l {
Copy From

Requisition Name Dell Computer for Steve Smith

= Header (¢

*Requester 75900000132 Q Guy_Louise * 2

*Requisition Date 06/23/2014 [ Requester Info
Origin QML @ Online Entry
*Currency CodelUSD— Daollar
Accounting Date |05/23/2014 5]

3 _.Requisition Defaults Add Comments
Requisition Activities
Step D: Requisition Defaults
1. Enter your Supplier (Vendor) ID (1)
2. Enter your Category Code (2). If you have multiple lines, choose the code that best describes your

overall order. Please use the SAME Category Code for all lines.
http://fiscaff.sfsu.edu/sites/sites7.sfsu.edu.fiscalaffairs/files/forms/pdf/category_codes 2014 0.pdf

Enter the UOM (3). ONLY use “EA” or “LOT”. DO NOT use any other UOM.

4. Click “Ok” (4)

*DO NOT select your own Buyer. Please reference to REQ Refresher Training Guide #1
http://fiscaff.sfsu.edu/sites/sites7.sfsu.edu.fiscalaffairs/files/forms/pdf/requisition_refresher_training 2014 _04 22 1 0 0.pdf
*DO NOT enter your chartfield in the Requisition Defaults. Enter your chartfield in the Schedule
Distribution (Reference to Step G, Page 5)

[98)

Requisition Defaults

Business Unit SFCMP Requisition Date 06/23/2014
Requisition ID MNEXT Status Open
Default Options
® Default If vou select this option. the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default walues already exist in the hierarchy. they are used
and the values on this page are not used

Override If you select this option. all default values entered on this page owerride the default values found in the default
hierarchy. only non-blank values are assigned
Line
Buyer |NEVER PUT IN THE BUYER ID e} 3 —b Unit of Measure a2, (<}
1 =i Supplier 0000004672 < DELL MARKETIMNG Supplier Location [MAIMN [<%
2 - Category 20400 @ Supplier Lookup
Schedule
Ship To REC_LOC @ Receiving Location *Distribute By | Quantity bl
Due Date [E21)
Ultimate Use Code [

Attention To

Distribution

SpeedChartl
Distributions Personalize | Find | View all |E2 | &
Detai Asset Information [=»
Dist Percent GL Unit Account Fund Dept Program Class Project Budget Date L
1 SFCMicy (<} [} (<} (s} Q S [06/23/2014 |FD
Ok Cancel Refresh
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Step E: Add Comments/ Header Comments — Enter end-user’s info, attach quote(s), notes to Buyer

*Please reference to REQ Refresher Training Guide #4, 5, and 6
http://fiscaff.sfsu.edu/sites/sites7.sfsu.edu.fiscalaffairs/files/forms/pdf/requisition_refresher training 2014 04 22 1 _0_0.pdf

Maintain Requisitions
Requisition

Business Unit SFCMP
Requisition ID NEXT

Requisition Name |Dell Computer for Steve Smith Copy From
* Header (2
“Requester 75900000132 @ Guy Louise
“Requisition Date 06/23/2014 [}l Requester Info
Origin [ONL @, Online Entry
*Currency CodelusD— Dollar
Accounting Date [06/23/2014 El
Requisition Defaults Add Comments

Requisition Activities

Add ltems From (2

Enter the end-user’s information (Name, Email, and Phone Number) (1)
. Attach quote, proposal, or contracts (2)
3. Click “Ok” (3)

Header Comments

1.
2

Business Unit SFCMP Requisition Date 06/23/2014
Requisition ID MEXT Status Cpen

*Sort Method | Comment Time Stamp v *Sort Sequence | Ascending v Sort

Comments Find | View All First (41 1 of 1 [ Last

Use Standard Comments Comment Status Active Inactivate

PLEASE COMTACT: STEVE SMITH B A

EMAIL: SCSMITH@SFSU.EDU
TELEPHOME: 415-338-3879

Send to Supplier Show at Receipt 2

Show at VVoucher
3 Associated Document :
Attachment Attach View Delet Email

5

From -> REQ SFCMP-NEXT

OK Cancel Refresh
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*To attach your file—Click on “Choose File” = select your file then click “open” = Click “Upload”

File Attachmgnt
r Help
Choose File | Mo file chosen
Upload Cancel
& Open
b » Test ~ | %9 ll Search Test Fe)
Organize + MNew folder =~ 1 @
3 Favorites ~  Name Date modified Type Size
Bl Desktop |®] pell Quote 123 6/23/2014 10:14 AM  Microsoft Word D... 13 KB|
& Downloads
%l Recent Places
#@ SkyDrive
= Libraries 1
[Z Documents
&' Music 2
[ Pictures
B Videos ,
File name: Dell Quote 123 - |All -
[ open [¢] [ Canca |
File Attachment
Help

Upload Cancel

Choose File | Dell Quote 123 .docx

S

Step F: Description, Quantity, and Unit Price

*Enter your item description (1), quantity (2) and unit price (3).
*For more information on Each vs LOT, please reference to Requisition Refresher Training Guide #7

Line (2 1 2
Details Ship To/Due Date J, Status Supplier Information / ftem Information Attributes
Line Description Quantity *UoM Category
1 [ [DELL comP 123 & B3 [1.oo00 EA Ja 20400 @

3 Personalize | Find | View All | &l | H

Cont ZL Sourcing Controls ==
Price Merchandise Status
Amount
920.00000 920.00 Open

Step G: Chartfield/ Schedule Distributions — Click on “Schedule” (the red icon)

Maintain Requisitions
Requisition

Business Unit SFCMP
Requisition ID NEXT

Requisition Name [Dell Computer for Steve Smith Copy From

~ Header iz

*Requester 75900000132 @ Guy.louise
“Requisition Date [05/23/2014 [ Requester Info
Origin [ONL & Online Entry
*Currency Codefuso Dollar
&

Accounting Date [06/23/2014

Requisition Defaults Edit Comments

Requisition Activities

Add ltems From (2
Catalog
Requester ltems

Purchasing Kit
Item Search

Status Open
Budget Status Net Chicd

=

=) Hold From Further Processing

Amount Summary (7

Total Amount 920 00 USD

Personalize | Find | View Al | 2 | B

Line (7
Details || Ship To/Due Date || Status || Supplier Information || Item Information || Attributes || Contract Sourcing Controls | [E529)
Line Description Quantity ~uom Category Price olchagies Status
1 [ [DELL coMP 123 P =] B2, [1.0000 EA |& [20400 @ 920.00000 920 00 Open > Bea
View Printable Version “Goto  More -
& Save | |=] Motify || 2 Refresh
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*From Schedule Page — Click on “Distributions” (icon with 3 little black arrows)

Maintain Requisitions

Schedule
Business Unit SFCMP Requisition Date 06/23/2014
Requisition 1D MNEXT

Status Open
Return to Main Page

Line Find | View All First 0 1 of 1 B | ast
1 Item DELL COMP 123 Quantity 1.0000 Each Merchandise Amt 920.00 USD
Schedule Personalize | Find | View Al |2 | B8 First [ 1 or 1 B Last
Details | [F=¥)
Sched *Ship To Quantity Price Merc:andlse Due Date Attention To &S(a(us
mount
1 B REC_Lde =) [1.0000 920.00000 920.00 [ [Guy.Louise s [R Active =

Add Ship To Comments

B Save ||[E] Notify o Refresh

E Add # Update/Display

Enter your requisition chartfield (Minimum requirement: Account Code (1), Fund Code (2), and Dept ID

(3)) & Click “Ok” (7)

*Your chartfield may have optional fields, such as Program (4), Class (5), and/or Project Code (6). You

may enter it before clicking “Ok” (7).

*Please reference to “Requisition Account Code Reference Guide” on Fiscal Affair’s Website

Maintain Requisitions

Distribution
Requisition ID NEXT Item DELL COMP 123
Line 1 Status Active
Schedule 1
Ship To REC_LOC Recenving Quantity 1.0000 EA
*Distribute By | Quantity v Open Quantity 1.0000
Merchandise Amt 920.00 USD
SpeedChart @ Multi-SpeedCharts
Distributions 1 2 Personalize | Find | View All |L‘;'g B First B 1 of 1 B8 | ast

Chartfields | Dstails Asset Information Budgst Information | [0 3 4 ] 6
7 T : -
Distrib  Status Percent Quantity x‘;r(::::‘nnlse GL Unit  Accoun Fund Dept Progra Class, Pmiec{‘

1 Open 100.0000 1.0000 92000 SFCMIQy 616802 Q. NGO01Qy 6075 Q

®
[

Q
OK Cancel Refresh

* Schedule Page — Click on “Return to Main Page”

Maintain Requisitions

Schedule

Business Unit SFCMP Requisition Date 06/23/2014

Requisition 1D NEXT Status Open

Return to Main Page *—-

Line Find | View All First M1 1 of 1 B Last
1 Item DELL COMP 123 Quantity 1.0000 Each Merchandise Amt 920.00 USD
Schedule

Personalize | Find | View All |E‘ | ] First 8 1 of 1 [ Last
Details | [

Sched *Ship To Quantity Price Mercgandlse Due Date Attention To Status
mount
1 B REC_LCg [ 1.0000 920.00000 920.00 B GuyLlouise T [ Active =

Add Ship To Comments

& Save ||[=] Notify || s Refresh

Es Add Update/Display
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Step H: Click “Save” (1) *CFS will assign the requsition number.
Maintain Requisitions

Requisition

*THE SYSTEM WILL GENERATE
Business Unit SFCIP A REQ NUMBER Status Open
Requisition ID 1201302206 Budget Status Not Chk'd g
Requisition Name Dell Computer for Steve Smith ~ Hold From Further Processing
~ Header (7
*Requester|[75900000132 Q. GuyLouise
“Requisition Date |06/23/2014 [3l  Requester Info
Origin|ONL Q. Online Entry
*Currency CodeIUSD Dallar
Accounting Date )5/23/2014 [5)
Requisition Defaults Edit Comments Amount Summary (2
Requisition Activities
Total Amount 920.00 USD
Add tems From (2
Purchasing Kit Catalog
Item Search Raquester ltems
Line i2 Persanalize | Find | View All | 2 |’E’iﬂ First M 1 of 1 B Las:
Details Ship To/Due Data Status Supplier Information Item Information Attributos Contract Sourcing Controls ="
E £ c c r c Merchandise
Line 1 Description Quantity Uom Catagory Price et Status
1 DELL COMP 123 A28 hoooo EA |& 20400 @ | 920.00000 92000 Open oOm B =
iewgPrintable Version *Goto __More__ L]
& Save | [Z] Notify || Refresh Es Acd || A
. o oo
2. Print a Copy of Your Requisition
. : [13 921 : : 2
Step A: Click on “View Printable Version
Maintain Requisitions
Requisition
Business Unit SFCMP Status Open
on ID 1201302206 Budget Status Mot Chid [
Requisition Name Dell Computer for Steve Smith ) Hold From Further Processing
= Header (2
“Requester 75900000132 @ Guy.Louise
*Requisition Date 06/23/2014 [ Requester Info
QOrigin ONL @ Online Entry
“Currency Code [USD R
Accounting Date [05/23/2014 5
Requisition Defaults Edit Comments Amount Summary (%
Requisition Activities
Total Amount 920.00 USD
Document Status
Add ltems From (2 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line o Te al Retrieve
Line % Personalize | Find | View Al | & | 5 First 8 1 of 1 I Last
Details || Ship To/Due Date || Status || Supplier Information || item Information || Attributes || Contract || Sourcing Controls | [F=3)
Line Description Quantity ~uom Category Price g";’;::‘“di“ Status
1 [ [DELL comP 123 AR g8 10000 EA | [20400 < | 92000000 920.00 Open O m B =
View Printable Version < s | g o
& Save || & Retumn to Search | |[=] Notify || @ Refresh E% Add

Step B: CFS Message will pop up. Click “Ok”

Message

“You do not have the permission required to run window option. (65,254)

You do not have the permission required to run window option. See your system administrator.

—P 0K |
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Step C: Navigate to Process Monitor
Main Menu (1)-> People Tools Folder (2) = Process Scheduler Folder (3) = Process Monitor (4)

Main Menu - * PeopleTools =» Process Scheduler - » Process Monitor

Searchmgenu:
@ 3 | Advanced S
1 s
3 Accounts Payable »
3  Purchasing 2
3  Suppliers
3  Set Up FinancigffSupply Chain
3 Reporting To 1
3 PeopleTools -
i ) 3 Process Schedule 1
[ Banking |Z]  Process Monitor
B CSU Claims Processing L& 8 . T TEVE U IETIE T
3 CSUProCard 4
O  Supplier Contracts k Persaonalize | Find
3  eProcurement L
- i o User Run Date/Time
O Semnices Procurement s
[Z] My Personalizations 110 75900000132 06/23/2014 11:30-12AM
EAE Dannm BAEANN 7EQNNNNNA 22 NRIF2IINAA 44-92-FRAM
Step D: Navigate to PDF
*Click on “Details” = “View Log/Trace” - “PDF” file
*CFS will open another tab from your browser
Process List Server List
View Process Request For
User ID[75900000132 [y Type | v |[Last | 1] [Days v Refresh
Server| v| HName [} Instance to
Run Status| v | Distribution Status ': v | # Save On Refresh
Process List Persanalize | Find | View Al | 2] | B8 First Ml 1.2 of 2 M | ast
Select Instance Seq. Process Type zgl’_nczss User Run Date/Time Run Status [Slizllr‘ilsu[ion Detalif
5691385 SQR Report PORQO10 75900000132 06/23/2014 11:30:12AM POT Success Posted Details
5691384 SQR Repart PORQ010 75900000132 06/23/2014 11:28-56AM POT Success Posted Details

& Save |[=] Notify

Process List | Server List

Process Detail

Process
Instance 5691385 Type SQR Report
Name PORQO10 Description Requisition Print SQR
Run Status Success Distribution Status Posted
Run Update Process

Run Control ID PS_REQ_SFCMP1201302206_2185990 Hold Request

Location Server Queue Request

Server PSUNX Cancel Request

Delete Request

Recurrence Restart Request
Date/Time Actions
Request Created On 06/23/2014 11:30:13AM PDT Parameters Transfer
Run Anytime After 06/23/2014 11:30:12AM PDT Message Log
Began Process At 06/23/2014 11:30:25AM PDT Batch Timings
Ended Process At 06/23/2014 11:30:39AM PDT View Log/Trace h
OK Cancel
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View Log/Trace

Report
Report ID: 51052 Process
Name: PORQO10 Process

Run Status: Success

Requisition Print SQR
Distribution Details

Distribution Node: FBCFSTRM

File List

Name
SQR_PORQ010_5691385.log
porg010_5691385.PDF
porg010_5691385.out

Distribute To

Distribution . ... .
ID Type Distribution 1D

User 75900000132

Return

Instance: 5691385

SQR Report

Message Log
Type:

Expiration Date: IUS!’U?.-’QU 14

File Size (bytes) Datetime Created

1,699 06/23/2014 11:30:39.996122AM PDT
4,853 06/23/2014 11:30:39.996122AM PDT
70 06/23/2014 11:30:39.996122AM PDT

ST T -

& & 8 hupsiia wB-reports.calstate.edu/psreports FECF N/51052/porg
= Apps Priet ] Impored Frf IE & Apple Bcommerce [7] Apple Order Status .. = AMDest [[] CSU

Contracts (=) Dell Premier T4 Dictionary [l Fscal AMfairs Imaging System SFSU Dicectary W Wikipedia [ vahoo! 3¢ Vels

/

Ship To:  Receiving Location
Corporation Yard
1600 Holloway Avenue

San Francisco CA 94132

3. Sending a Requisition for Approval

Requisition
San Francisco State University
ri

Business Wnit: SFCMP OPEN

Req ID Date Page
1201302206 0&/23/2014 1
Requester Telephone Entered By
Guy,Louise 415/338-2501  Guy.Louise

Requestors can copy and paste the requisition number onto an email and send it to your approver(s).
Example: REQ: 1234567890 is ready for review and approval.

4. Requisition Approval

Step A: Navigate to Add/ Update Requisition
Main Menu (1) = Purchasing Folder (2) = Requisition Folder (3) 2 Add/ Update Requisitions (4)

Main Menu - * Purchasing -

S ch Menu
[ T 2

Accounts Pa#

Furchasing

[y

Suppliers

Set Up Financials:
Reporting Tools
PeopleTools
Banking

CSU Claims Proct
CSU Sponsored Programs

PERODD

Supplier Contracts
eProcurement
Semvices Procurement

o o i O o W

My Personalizations

THE CALIFORNIA STATE UNIVERSITY: Bakersfield, Channel Island, Chico, Dominguez Hills, East Bay, Fresno, Fullerton, Humboldt, Long Beach, Los Angeles, Maritime Academy,

» Reqguisitions - » Add/Update Requisitions

Advanced £

B 3 2

Requisitions & . Ak )
= Review Requisition Information L

3 Repors 4
i_'] Add/Update Requisitions

Request for Quote
Purchase Orders

Receipts
Return To Yendor / Supplier k
CSU Req to Check Naotification  * 4

r ¥ v -

Monterey Bay, Northridge, Pomona, Sacramento, San Bernardino, San Diego, San Francisco, San Jose, San Luis Obispo, San Marcos, Sonoma, Stanislaus
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Step B: Search with the Requisition Number
Click on “Find an Existing Value” Tab (1) 2 Enter REQ ID (2) = Click “Search” (3)

Requisitions

Use the following search to look for an existing Requisition
Find an Existing Value Add a New Value

= Search ONjeria

Business Unit: 1 [= SFCMP Q
Requisition ID: | begins with ¥ |[1201302206 G— 7
Requisition Name: begins with v

Requisition Status: = v I v
Origin: ':be_gins with '_.Z Q
Requester: [begins with | Q
Requester Name: 3 begins with v-l’ a

Heold From Furthgf Processing
! Case Sengflive

Search ) Clear |Basic Search @ Save Search Criteria

Step C: Approve and Budget Check

*ALL approvers must review the requisition BEFORE approving it.

*Click “Approve” (1) *Green Check icon and click “Budget Check” (2) *Excel Spreadsheet with
magnifying glass icon

Maintain Requisitions

Requisition 1
Business Unit SFCMP Status Open \ 4 X
Requisition ID 1201302206 Budget Status Mot Chi'd [
Requisition Name |Dell Computer for Steve Smith Hold From Fuil r Processing
= Header (2 :
“Requester 75900000132 @ Guy.Louise 2
"Requisition Date 06/23/2014 [}l Requester Info
Origin oKL Q. Online Entry
»
Currency Code |Usp Dollar
Accounting Date 05/23/2014 [E)
Requisition Defaults Edit Comments Amount Summary (2
Requisition Activities
Total Amount 920.00 USD
Document Status
Add ltems From (7 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
ltem Search Reguester ltems Line a To a B
Line i2 Personalize | Find | View Al | &Y | B8 First M 1 of 1 [ Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls =¥
. i . . - Merchandise
Line Description Quantity uomMm Category Price Amount Status
1 B [DELL COMP 123 AZ 8 [1.0000 EA |@ o400 o | 920.00000 920.00 Open ¢ m @ =
View Printable Version *Go to . More._. v
B Save L. Return to Search = Motify % Refresh Er Add
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*Once you click “Approved” and “Budget Check”, the status will change to “Approved” (1) and “Valid” (2)
*Reminder: the Approver is NOT allowed to make any changes once the requisition is approved and budget
checked.

Maintain Requisitions

Requisition
Business Unit SFCMP Status  Approved *— 1 x
Requisition ID 1201302206 Budget Status Valid ‘—‘— 2

Requisition Name Dell Computer for Steve Smith Hold From Further Processing

< Header (2

5. Check the Status of Your Requisition
Step A: Navigate to Requisition Document Status
Main Menu (1) = Purchasing Folder (2) = Requisition Folder (3) = Review Requisition Information
Folder (4) > Document Status (5)

Main Menu - * Purchasing - * Reqguisitions - > Review Reqguisition Information - »* Document Status

Se Menu:
A 2 (:>:>) 4 # | Advanced Search [B] Last Search R
4 -

3
»

1 3 ”
Accounts Pay: L o
Purchasing

Requisitions

W\

=] Suppliers ol == Review Requisitior

o g 3 5] Reqguest for Quote 2 =8 Requisitions
=3 Set Up Financials: Reports .

_ == ] Purchase Orders = Accounting Entries
= | Reporting Tools Z i Addi/Update Regui -

sti = Receipts : = Workbench
=3 PeopleTools i |=s] Purge Load Reque ”

e Banking [ Return To Wendor i i [E3] Document Status ‘—— 5
- = CSU Reg to Check Motificati L - -
=] CSU Claims Procg I_l_ eq_o ec SHFESEN

| 22 CSU ProCard L (<}

)| B2 Supplier Contracts L
=] eProcurement 2

ta -
== Senices Procurement ¥

21 = My Personalizations [34

Step B: Search with the Requisition Number
Enter your requisition number in REQ ID field (1) then click “Search” (2)

Requisition Document Status

Enter any infarmation you have and click Search. Leave fields blank for a list of all v

Find an Existing Value

= Search Criteria

Business Unit: = r SFCMP Q
Requisition 1D: begins with ¥ | 1201302206 “‘—— 1
Requisition Status: | = v v
Requisition Date: |- v [

Origin: begins with Q
Requester: begins with ¥ Q
Description: begins with

Case Jensitive

G anrch Clear |Basic Search Save Search Criteria
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*Your requisition must be Approved (1) and Budget Check -Valid (2) before the Purchasing can act on it.

*1f the Purchase Order “Status” is DISPATCHED (3), that means your requisition was converted into a PO,
dispatched to the vendor, and your funds were encumbered.

*If you need to obtain a copy of the PO, copy the PO number (2201301348) (4) and search it in the Imaging

System
https://sfsu.documentportal.com/servlet/data

Document Status

Business Unit SFCMP Req ID 1201302206

Document Date 06/23/2014
Currency USD

Requester Guy Louise

Status Approved ‘_ 1

Document Type Requisition

Merchandise Amt 920.00

Budget Status Valid "—'—_ 2

Associated Document 4 3 Personalize | Find | View All | (2 | & First B 1 of 1 B8 Last
Documents | Related Info | [F=5¥)

Actions Business Unit E;Jl;::mem DOC ID Status Document Date Supplier ID Location

w Actions SFCMP Purchase Order 2201301348 Dispatched 06/23/2014 0000004672 MAIN =]

X Relumnto Search

6. Check the Encumbrance Balance on Your Purchase Order
Step A: Click on the Purchase Order Number “2201301348”

Document Status

Business Unit SFCMP Req ID 1201302206

Document Date 06/23/2014 Status Approved
Currency USD Document Type Requisition
Requester Guy, Louise Merchandise Amt 920.00

Budget Status Valid
First S 1 of 1 8 Last

ErsspudiediFlosuent Personalize | Find | View All | & | =il

Documents Related Info | |F=EH
Actions Business Unit ?:;‘zment DOC ID f Status Document Date Supplier ID Location
~ Actions SFCMP Purchase Order 2201301348 Dispatched 06/23/2014 0000004672 TAAIN =)

_4'-:‘\ Return to Search
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Step B: View Encumbrance Balance

*A new window will open. Make sure you allow CFS popups.
*The encumbrance balance will deduct when there is an invoice paid against it.

Purchase Order Inquiry
Purchase Order

Business Unit SFCMP
PO ID 2201301348

< Header
PO Date 06/23/2014
Supplier Name DELLMARK-001
Supplier ID 0000004672
Buyer Trinh,Nancy

PO Reference Online Src

From Req
1201302206
Header Details
AlIRTY
Matching
Lines
Line Item ID Item Description
1 EE‘, DELL COMP 123
£L Return to Search [=] Notify

7. Additional Information

a. Account Codes:

Supplier Details

Activity Summary

Header Comments...

Document Status
= Actions

Category

20400

PO Status Dispatched
Budget Status Valid

Backorder Status

Receipt Status

Amount Summary
Merchandise
Freight/ Tax/Misc.

Total
Encumbrance Balance

Personalize | Find | View All | = | =i

Merchandise

PO Qty UOM Amount

1.0000 EA

920.00 USD

Mot Backordered

Mot Recvd
Hold From Further Processing

920.00
80.50
1,000.50 USD

1,000.50 USD "—_

First B8 1 of 1 B8 Last

Status

Approved (2 X

5 Related Links

http://fiscaff.sfsu.edu/sites/sites7.sfsu.edu.fiscalaffairs/files/forms/pdf/AM_Account Number Decision Tree 2012.pdf

b. Category Codes:

http://fiscaff.sfsu.edu/sites/sites7.sfsu.edu.fiscalaffairs/files/forms/pdf/category_codes 2014 0.pdf

c. PO Change/ Finalization Form:

http://procurement.sfsu.edu/sites/default/files/documents/P.0.%20Cancellation_Change%20Request%20Form.pdf

d. Requisition Refresher Training Guide:
http://fiscaff.sfsu.edu/sites/sites7.sfsu.edu.fiscalaffairs/files/forms/

e. Icons and Meanings for CFS:
Please reference to page 14

f. SF State Imaging System:
Please reference to page 15

df/requisition_refresher_training_ 2014 04 22 1 0_0.pdf
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Icons and Meanings for CFS

L
1. = Search

=1

2. "= =Line Details and Schedule Detail (it depends on what page you’re on)
Line Details

Lines
r Tetails T Ship ToDue Date T Statu=ses T hem Information T Atdtributes T Contract T Receiving

Line | Description PO Gty *WoOM |Category Price Amount |Due Date

Wrnce Room 210 Seating.
ote Mo 1Z2LXB-125291-

. revised on 5/3/12.
odel#FFSEQ-G - Sequence

= Poly Seat & Back - G Arm. Ii l—
1 E Stri Seat Style. Straight 98.0000 EA 42500 2L |‘|44.UUUUU 1411200 |06/21/2012 (1

Beam Mounted Seats. "G~
Style Folding Plywood Tablet
Arm. Basic Style Base. Floor
Mounted/ Mo Slope.

Schedule Detail

Return to Main Page

Science Room 210 Seating. Kl guote Mo 121 XB-125281-B/C revised on 5/
Model#FSEQ-G - Sequence

Scheduleé

[ Detais T_ " Shipment | Matching | Receiving [  Freiont |

Sched | |_ 3 =Ship To | PO Oty Price Amount | 5t
1 % 062172012 REC_LOC 14, 112.00 Act

=' =Schedule
= Miscellaneous Charges

= Sales/Use Tax Information

6. = Distributions
7. [=1] = Add or Delete row(s) *“NEVER USE THE “-” (MINUS SIGN)*
8. E = Next row or page
9. E = previous row or page
vy
10. L = Approve
11. - finalize
L
12. = undo finalize

13. ﬂﬁ = Budget check
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San Francisco State University Imaging System

How to Print a Copy of Your PO in the Imaging System

1. Go to Imaging System’s website: https://sfsu.documentportal.com/servlet/data

2. Type in your User ID and Password then click on Login

SAN FRANCISCO

STATE UNIVERSITY

San Francisco State University - Fiscal Affairs

Please enter user ID and password for access:

User ID: |nan:','625 .‘,__
Password: |1-I-l-l-1-|-|-|-1-|-|- W—paggmr

™

" Login

3. Select BOTH “Contract” and “Purchase Order” (click on contract then hold onto CTRL and click
purchase order) *Make sure it the SEARCHING ON is “Contracts, Purchase Orders”*

Choose document type

Insurance Forms
Invoices

B-Card Applications
PCard Expense Report

(>

Purchase Crders

Searching on

Contracts, Purchase Orders

PO Number: | is v|| |
Vendor ID: | is ol |
Vendor Nama: | is ol |
Scan Date: | is v | | | =
Source: lis v|| v|

Reset all search fields

' Search
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4. Type in your PO number and click Search

Choose document type

Insurance Forms
Invoices

B-Card Applications
PCard Expense Report

[ [I!I |>

Purchase Orders

searchingon

Contracts, Purchase Orders

PO Number: | is w|[2201100310
Vendor ID: | is || |
Vendor Name: | is || |
Scan Date: | is v | | | &
Source: lis || v|

Reset all search fields

5. Click on “Purchase Orders” under the Document Type (a PDF should pop up, which will be your PO)

Al Document Type PO Number Vendor 1D Vendor Name Scan Date Source

D 1. Purchase DrdEENZULLDD3LD 15 FISHER SCIENTIFIC 08/14/2011 ELECTRONIC
Documents 1 to 1 of 1

New search
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