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Disclaimer

Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. makes no warranties about the
contents of the manual and specifically disclaims any implied warranties of merchantability or fithess for any
particular purpose. Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. further
reserves the right to make changes to the specifications of the program and contents of the manual without
obligation to notify any person or organization of such changes.

Copyright Notice

This software package and manual are copyrighted 2018. All rights reserved worldwide. No part of this
publication may be reproduced, transmitted, transcribed, stored in any retrieval system or translated into any
language by any means without the express written permission of Fleet-Net ® Corporation, wholly owned
subsidiary of Avail Technologies, Inc., 9183 W. Flamingo Rd., Suite 110, Las Vegas, Nevada 89147.

License Agreement

The software described in this manual is furnished under a license agreement and may be used or copied only
in accordance with the terms of the agreement. Failure to sign this agreement and still use the software is
illegal.

Trademark Acknowledgment

Fleet-Net® is the Registered Trademark of Fleet-Net ® Corporation, wholly owned subsidiary of Avail
Technologies, Inc. Microsoft®, Access®, Windows®, the Windows® Logo, and other Microsoft® Office
Products are either registered trademarks or trademarks of Microsoft® Corporation in the United States
and/or other countries. The names of actual companies and products mentioned herein may be the
trademarks of their respective owners.
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Product Description

Fleet-Net’'s Requisition (RQ) module can help facilitate a company’s process for managing their
purchasing activities. The Requisition module is the prelude to the Purchase Order module. The RQ
module interfaces with the Purchase Order, General Ledger, Inventory, Vehicle Maintenance, Asset
Management, Contract Management, Work Order and the Accounts Payable modules.

Our integrated requisition system helps improve communication between the user (requisitioner), buyers
and suppliers; between the various departments within a company who are responsible for handling
either a full requisition and purchasing process, or parts of that process. Email alerts keep all parties
informed as to the status of the requisition.

The online Requisition is the document that defines the need for goods and/or services. A Requisition is a
document generated internally by the transit agency to notify the purchasing department of items it needs
to order, their quantity, and the time frame desired. The requisition is an internal electronic document that
can be printed; it does not constitute a contractual relationship with any external party; it also documents
the bidding process (Quotes), when necessary.

Purchase requests can be tracked against both internal departmental budgets as well as general
ledger (GL) categories.

Requests for the purchase of goods and services are documented and routed for approval within the
organization. Requisitioners, Authorizers and Buyers are setup with specific dollar range criteria and
assigned to departments for which they will have control or permissions.

The online Requisition module generates a unique humber for each requisition which once finalized will
become a Purchase Order (PO) which will have a separate and unique number.

The RQ module can be used to procure stock (inventory items) or non-stock items as well as services.
Typically, it contains a description and quantity of the goods or services to be purchased, preferred make,
a required delivery date, account number and the amount of money that the department is authorized to
spend for the goods or services. Often, the vendor # of suggested supply sources are also included.
Based on your agency'’s internal procedures, the requisitioner or purchasing department can choose to
use the suggested vendor or shop the item for a more competitive price or better quality item.

The requisitioner/buyers have the ability to track their quote/bid offers via the module and attach the
vendors’ documents with their stated prices and length of time for which the offer is good.

Aside from quotes/bids, the RQ module allows for the sharing of documents with co-workers for easy
collaboration with the ability to attach various types of documents such as the scanned original contracts,
item or service specifications etc.

Requisitions can be printed at any point during the creation process. The user has control as to what data
elements are to appear on the hard copy: full line detail, line item notes, the name of the documents
attached, approvals with electronic signatures, price quote information (not the actual attachment) and
funding information.

The important thing to remember when implementing the requisitions module is that the focus or the
primary source of input for the purchasing department shifts from the purchasing (PO) module to the
requisitions (RQ) module. The bulk of their duties will now be carried out via the RQ module with the final
step of the requisition module being the creation of the purchase order which can then be accessed via
the PO module but no longer modified.

If you can’t find an answer to your question(s) please call our Support Hotline at (800) 258-2762.

Requisitions Implementation

It is understood that the Systems Administration Guide had been followed completely and that all other
modules are working prior to the Requisitions module installation.

As with all Fleet-Net for Windows modules, the module must first be installed as directed in the System
Administration Guide.
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About This Guide

This guide contains standard cycles and checklists for operation and a description of each feature released
with the module. The module description provides the intended application or use of the module and any
comments that relate to this specific module.

As with all Fleet-Net® for Windows modules, the module must first be installed as directed in the System
Administrator Guide.
Below are features that are used throughout the FNW applications.

© 2022 myAvail

When using this button to search the following sample
form will open up. Use any of the search item criteria to
find your item select it and it will populate at the bottom
of this form. To populate the previous form with the
selected item simply hover over the item # and double
click it. Close the search form. **When the binoculars
search function is not available, or a drop down list
provided, select ‘Ctrl F’ as a search tool.

Throughout Fleet-Net® modules, there will be Green
Checkmarks that will appear next to specific fields.
The Green Checkmark when selected will open a
menu that allows the user to setup the necessary
codes and their value for the associated field.

The clock button allows for changing the time entry.

The question mark button opens the search option.

The Stop button cancels the current selection process.

The calendar button allows for quick selection of a
specific data via a calendar.

The calculator button allows for quick simple
calculations. It opens up your systems calculator.

To exit a form, click on the myAvail Icon
always located in the upper right of every
form.
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Requisition

From the Product suite drop-down choose Finance

T

This suite includes functionality such as
Accounts Payable, Accounts Receivable, Fixed
Asssts, General Ledger, Projects and Grants,
Procurement, and Contract Management.

Finance

You have not added any favorite: 17ansit Assets
Human Resources
Planning & Scheduling
Operations
Compliance

Payroll

System Administration

Click the Procurement Card

™

Procurement

Agency policy, vendors, RFP/IFBs, requisitions,
purchase orders, receipts and contracts.

Requisition Setup
Click the Setup
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Finance

1

“
Department Setup (RQ)

FNRQ_DepartmentSetupForm

=z
Department Authorization Setup

FNPO_AuthorizationSetupForm

“
Control Record (PO)

FNPO_ControlForm

Employee Authorization Setup (RQ)

FNRO_EmplayeeAuthorizationSetupForm

=
Employee Authorization Setup

FNPO_EmployeeAuthorizationSetupForm

“
Setup Bill To / Ship To Addresses

FMPO_AddressSetupForm

24
Misc Codes (RQ)

FNRQ_EditMiscCodesFarm

&
Security Activation

FNPO_SecurityActivationForm

“
Misc Codes (PO)

FNPO_EditMiscCodesForm

ADMIN ~

Transaction Control (RQ)

FNRQ_TranControlRecordForm

“

Order From Address Setup

FNPO_OrderFromAddressForm

“

Edit PO Disclaimer

FNPO_EditDisclai

Form

4 24

Purge Purchase Order

FNPO_PurgePOForm

Purchase Order Document Files &
Templates Setup

FNPO_TemplateSetupFarm

Department Setup (RQ)

A

Department Setup (RQ)

FNRQ_DepartmentSetupForm

Department Authorization Setup

Department # || | | Setup Roles |«

Limits

Aszign Roles

Delete

The Department Setup option identifies all of the departments that will be creating requisitions. Set up
department code and description by clicking the green check mark to bring up the Department table.

Note: Do not delete Codes from this table as other users may have created RQ’s with these numbers.
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|M0dify { Add Misc List Codes

Module: W
Type: |Department v
Close Form
Code Yalue Print
o1 Maintenance
0z tanagement Information
03 Operations
04 Market Development
05 llingiz Terminal
06 Gia
4l

Dollar amount ranges and the number of authorizers for each dollar range must be set up for each
department. The screen shot below illustrates that, when a requisition is created for Department 01 and
the total dollar amount is equal to or less than $3,000, it will require 1 authorization to finalize the
requisition. Requisitions for more than $10,000 will require 2 authorizations to review and finalize, etc.

Department Authorization Setup

Department # 01 « | [of| |Maintenance Setup Roles &

Amount #
Range From Amount Thru Amount Required Limits
1 $0.00 $30,000.00 [1 et T
2 $3.000.01 $10,000.00 |7
3 $10,000.00 $10000000 | | Lelele
3 | r
Field Max Field . .
Name Size Field Type Description
Department 5 Alpha/Numeric | Select the Department from the drop down list. New
departments can be added by clicking the Green Checkmark.
Department Alpha/Numeric | Auto-populates based on the Department selected.
Description
Amount 1 Number Enter a one digit sequential number that identifies each dollar
Range amount range.
From Currency Enter the beginning dollar amount for the specified range. The
Amount first range should start with $0.00 as shown above.
Thru Amount Currency Enter the ending dollar amount for the specified range.
# Required 1 Number Enter the number of authorizers required to approve a
requisition for each range.

The next step is to setup/identify the various roles for each range. Click the green check mark to access
Setup Roles. The example below illustrates one option as to how roles can be set up. Other options are
also possible depending on transit rules. These roles will be assigned to various people throughout the
requisition process.

© 2022 myAvail Page 8 of 73



myAuvail Requisitions User Guide

Setup Roles |

Modify { Add Misc List Codes
Module: ’W
Type: |AuthorizationFole v
Close Form
Code VYalue Print
Dept Department Manager
Exec Executive Director
Grants Grants
Lewvel1 Level 1
Lewel 2 Level 2
Lewvel 3 Level 3
Lewvel 4 Level 4
Mar Manager
Feq Fequizsitioner
O
. Max Field . oL
Field Name Size Field Type Description
Enter a user-defined code to assign to Roles to each
Code 10 Alpha/Numeric Department
Value 30 Alpha/Numeric Enter a definition of the Role created

Once Roles are defined, they must be assigned to each Department and Amount Range. Click Assign
Roles; the following form displays.

Department Authorization Setup
Department # |01 | o Maintenance Setup Roles « .‘.T my
Amount Authorization Role # o
Range From Amount Thiu Amount Role Description Allowed Limits
4 v $0.00 $30,000.00 |Level 1 | [Level 1 1
! = [ ki [ ki v Assign Roles I
1]y $0.00 $30,000.00 [Level 2 | |LevelZ [T
Assign authorizati oles to a department
1w $0.00 $30,000.00 |Level 3 | |Level3 [T
2y $3,000.01 $10,000.00 [Level 2 | |Level2 [T
2y $3.000.01 $10,000.00 |Level 3 | |Level 3 [1
LE ( vl [

The # Allowed field on this form must match the number designated on the # required field from the Limits
form.

Amount Range 2 requires two authorizations so the type and number of authorizers must be defined. In
the example above, two authorizations are required, the requisition cab be authorized either by one
Executive Director and one Department Manager, or it can be authorized by two Department Managers.
Please note that the Executive Director is usually going to be authorizing over $5,000 but has to be set up
in all ranges.

Refer to the Employee Authorization Setup section of this the manual for instructions for assigning roles
to specific employees.
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Click Delete to delete a department.

Employee Authorization Setup (RQ)

Employee Authorization
Setup (RQ)

FNRQ_EmployeeAuthorizationSetupForm

Employee Authorization Setup

Authorizer Id: v

Employee
Departments

Roles

Adding a New Employee

If an employee needs RQ authorization permission, the parameters for this permission will be setup here
using the RQ Employee Authorization Setup screen.

Select the employee’s ID in the Authorization ID dropdown in the RQ screen. [f the employee is not in
the dropdown, then the RQ access checkbox needs to be checked for this employee in the User Settings
in their Personnel card. New employees must be added by Human Resources.

2) USER SETTINGS

¥

Required

Password

[ Purchase Order Access Requisitions Access

Email Password

Click Employee

The following form displays. Enter in all information. Pin setup is disabled because employees set up
their own Pin Number via their profile.
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Employee Authorization Setup

Authorizer Id: 1234

~ | Danlyn Figenbaum

Job Tite: |Avail Support

Path to Signature: |

Mame: |Donlyn Figenbaurn

Email: |dfigenbaumi@avaitec. com

Available For Authorizing

Auto Signature Amount:

[] Allow Full Detail Line Entry
[[] Auto Print Signature On PO Employee
Departments

Roles

Default Department #: |01

Default Location: 1

~ ‘Mamtenance

w |Maintenance

o
——
—
Max
Field Name Field | Field Type Description
Size
Name 40 Alpha/Numeric | Enter the employee name.
Available for Yes/No Check this box. If yes, then the person will show up in Menu
Authorizing Item 2, Authorizer Availability.
All Full Detail Yes/No Check this box.
Line Entry
Job Title 50 Alpha/Numeric | Enter the employee’s job title.
Auto Print Yes/No Click this box, if you want the Employee’s Signature to print
Signature on PO on each PO created through Requisitions. (See next box for
more information).
Auto Signature Alpha/Numeric | If this person’s signature needs to be on every PO issued,
Amount click the previous box and put 0.00 in this box. If the
signature only needs to appear on purchase orders over
$25,000.00, for example, put that in the box. {Note: if the
employee authorizes an RQ, and these boxes are populated,
their name will appear on the final Purchase Order twice.}
Email 50 Alpha/Numeric | Enter the employee’s email address.
Path to 100 | Alpha/Numeric | Enter the path to the location where the employee’s
Signature electronic signature is stored so it will print on the RQ.
Include the document name containing the employee’s
electronic signature. This is optional.
Default Select the department that will default when the selected
Department employee accesses requisitions. The department can be
changed once the employee signs in to the RQ screen to look
at RQs in other departments they are authorized for.
Default Location Select the location that will default when the selected
employee accesses requisitions. The location can be
changed when creating or authorizing a requisition to any
location that the employee is assigned to.
PIN Expiration 3 Number Disabled
Interval (Days)
PIN Expiration Date Disabled
Date
Enter PIN 8 Alpha/Numeric | Employees will set up their own Pin Number via their profile.
Re-Enter PIN 8 Alpha/Numeric | Disabled
Reset PIN Disabled

© 2022 myAvail
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Click Departments to assign Departments and Limits to the selected employee.

Employee Authorizalion Setup
Authorizer Id: 1234

+ | |Donlyn Figenbaum

Authorization Requisition Buyer
Dept # Description Authori: A t Requisitioner Amount Buyer Amount
F[on | [Maintenance $100,000.00 [ #topooooood O | Employee
* | - | O ’7 O ‘ O | Depaltmenlsi
Roles

Field Name Field Type Description

Dept. # Select the Department(s) being assigned to the employee from the
drop down list.

Description Auto-populates based on the Department selected.

Authorizer Yes/No Check the box if the selected employee is an authorizer for the
Department.

Authorization Currency Enter the maximum amount the selected employee is allowed to

Amount authorize for the Department.

Requisitioner Yes/No Check the box if the selected employee is a Requisitioner for the
Department.

Requisition Currency Enter the maximum amount the selected employee is allowed to

Amount requisition for the Department.

Buyer Yes/No Check the box if the selected employee is a buyer for the Department.

Buyer Currency Enter the maximum amount the selected employee is allowed to

Amount purchase for the Department.

Roles is used to assign authorizer roles to the employee. Click Roles. The following form displays

Employee Authorization Setup
Authorizer Id: 1234

~ | |Donlyn Figenbaum

Department Authorization Role
Dept # Description FRole Description
‘D‘I " |Maintenance |Dept " |DapartmentManager Employee
» [ | [ | Departments
Roles }
Field Name Description
Dept. # Select all the Departments being assigned to the employee from the drop
down list

Description Auto-populates based on the Department selected
Authorization Role Select the authorization role from the drop down list

Role Description Auto-populates based on the authorization role selected

If the employee is not an authorizer for any Department, this step is not necessary.

© 2022 myAvail
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For the authorizations received during the RQ process to print on the PO in the Purchase order module
the same authorizers set up in RQ must be set up PO.

The Delete button is disabled. To delete an authorizer/requisitioner, this needs to be done from the
Human Resources personnel card in the Human Resources Product Suite.

Signatures

Avail can add signatures to Requisitions and Purchase Orders. The signature needs to be saved to a
location and that path entered on the Employee Setup as shown below.

Employee Authorization Setup

Authorizer Id: [1234 « | |Donlyn Figenbaum

Name: Donlyn Figenbaum Available For Authorizing  [./] Allow Full Detail Line Entry
Job Title: |Avail Support [~]Awuto Print Signature On PO : Employee
Email: |dfigenbaumi@avaitec. com Auto Signature Amount: IW Departments
Path to Signature: \\availsqllv014SharedD ata\TechSupparth@4,_ENWZZl ogosSignatures Roles
Default Department i |D1 ~ |Maintenance
Default Location: 1 ~ |Maintenance
I_D
,7
,7

The system can add the approval with the signature to the printed PO by setting up the miscellaneous
codes as follows.

From the Misc Codes (PO) Card

Z

Misc Codes (P0O)

FNPO_EditMiscCodesForm

Use Requisition for Authorization need to be True

Modify | Add Misc List Codes
Module: [P0
Type: ControlRecord v
Code Yalue Print

AllowDistributionCodeE ntry Te
JoumalSource AP
PathT oCompanyLoga

U zeRequisitionBuyer Tiue
Ll zeR equizsitionF orduthorization Tiue

» I
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Approvals

ob Mecham -'

Cats Authorized: E/6/2073

If only the authorization is desired, but not the signature, change the authorizations as follows.

Employee Authorization Setup

Authorizer Id: 1234 -« |Donlyn Figenbaum

Name: [onlyn Figenbaum Available For Authorizing  [./] Allow Full Detail Line Entry

Job Title: [A:vail Support

Bob Mecham

[] Auto Print Signature On PO Employee
Email: |dfigenbaumni@availtec. com Auto Signature Amount: Departments
Path to Signature: Roles
Default Department #: |D1 ~ |Maintenance
Default Location: 1 ~ |Maintenance
0
Modify | Add Misc List Codes
Module: | FO
Type: ContolRecord v
Code Value Print
AllowDistributionCodeE ntry True
JoumnalS ource AP
PathToCompanyLogo
UszeR equisitionB uyer True
UszeR equizsitionF orduthorization False
4l
Approvals

Date suthorzed: &7/2013

© 2022 myAvail

Page 14 of 73




myAuvail Requisitions User Guide
Miscellaneous Codes (RQ)

Click Miscellaneous Codes (RQ) Card to define all codes used throughout the Requisition module.

FNRQ_EditMiscCodesForm

Each Avail application includes a list of miscellaneous codes that are used within the system. Some of
these codes are preset by Avail (Specific) while others are user defined.

Field Description
Type Select from the drop down options.
Code Code used to identify the type of code
Value Definition of code

The Print button will print a listing of all Miscellaneous Codes. The report will display the TYPE, CODE
and VALUE.

AuthorizationRole: (User Defined)

Modify f Add Misc List Codes
Module: 'ﬁ
Type: AuthorizationFolz v
Code Yalue Print
Dept Diepartment Manager
Exec Erecutive Director
Grants Grants
Level 1 Level 1
Level 2 Level 2
Level 3 Lewvel 3
Level 4 Level 4
Magr tdanager
Req Requisitionsr
i

CancellationCode: (User Defined)

Modify { Add Misc List Codes
Module: ’ﬁ
Type: CancellationCode [
Code Value Print
1 Request Declined
2 Mot enough infarmation
3 Mo such item
Obsolete Obsolete
4l
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EmailOptions: (Specific)

Designate the path to the location where the requisitions will be exported and saved.

Most users will have ReportType pdf.

Print

Modify { Add Misc List Codes
Module: |RQ
Type: |Emal0ptions v
Code VYalue
FeportE xportPath C:AzerstjrohrbaughOneDrive - Avail Technologies InchDocumentsh,
FeportType pdf
»

HowQuoteObtained: (User Defined)

Print

Modify } Add Misc List Codes
Module: ’ﬁ
Type: |HowGuoteObtained v
Code Yalue
ADY Advertizements or store shelf prices
Email Email
Fax Fax
FHM Fhone call
Phone Fhone
POC Price obtained from current price ar catalog
FRF Frice on recent purchase
RER Fiegulated rate [utility or public agency]
5TP State purchasing agreement
W Werbal o written quote
‘wieb Page ‘web Page
M

Location: (User Defined-In Purchase Orders)

Print

Modify | Add Misc List Codes
Module: ’ﬁ
Type: |Location v
Code VYalue
1 Main Garage
2 Crowntawn
3 OffRoad
G Garage
] I air
T Transit Center
4l

© 2022 myAvail
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ReqgStatus: (Specific)

Modify | Add Misc List Codes
Module: ’ﬁ

Type: ReqStatus v

Code VYalue

AuthorizationPending

Print

Buyer

Cancelled

Feady to create PO

Mew

ol = || S| =] =

Purchase Order

RequisitionPurpose: (User Defined)

Modify | Add Misc List Codes
Module: ’ﬁ
Type: RequisitionPurpose v
Code Yalue Print
100 Bus Parts
200 Other Items
300 Cortract
BUILDING REP&IRS
BUSPARTS PARTS FOR REPAIRING THE BUSES
CONS COMSUMABLES
OFFICE OFFICE SUPPLIES
UNIFORMS UNIFORMS
4l

ShipVia: (User Defined)

Modify / Add Misc List Codes
Module: ’ﬁ
Type: |Shipvia ~
Code VYalue Print

Bestiway Best wWay

Fedex Federal Express

Truck Truck

upPs upPs

4l
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Transaction Control (RQ)

From the Transaction Control (RQ) Card

4

Transaction Control (RQ)

FNRQ_TranControlRecordForm

The Transaction Control Record Setup form is used to assign locations to departments and assign the
value for the sequential numbering of requisitions created for each department/location combination. This
is a required step as location displays when user logs into the Requisition Entry screen. If the transit does
not have various locations, 1 can be used for all departments for simplicity. The Value shows the last RQ
created. In the example below, the next RQ created for department 01 will be 10008463.

Control Record Setup Form
Department Location Yalue Maximum Yalue Max Digits  Add Leading Zeros
4 [i] v W] 1T W 10008462 | 99353399 [ 8 U
[0z o W] [2 ToT W] | 20000001 | 93353353 [ 8 O
[z v W] 1T W 30000000 | 99335939 [ 8 O
] o W] [T Te] W] 40000000 | CELTEEET R O
o5 o W) [T Tl & 50000000 | 99335939 [ 8 O
il S mmicil | — O
Max
Field Name Field Field Type Description
Size
Department Select the applicable department from the drop down list.
Location Select the location to be assigned to the selected
department (**SEE BELOW).
Value 12 Alpha/Numeric | Enter the last requisition number for each
department/location combination. In the example above,
the next requisition number for IT Department — Location 1
would be 20001.
Maximum 12 Alpha/Numeric | Enter the maximum value for auto-numbering requisitions.
Value
Max Digits 2 Number Enter the maximum number of characters to be used
when generating Requisition numbers. In the example
above, the Requisition numbers cannot exceed 5 digits.

**The character entered as the location will be the first character of the Purchase Order number. This allows
for different locations or departments in the agency to have a unique Purchase Order number range, if
desired.
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Requisitions Full Entry

Requisition Entry - Full

FNRQ_FullRequisitionForm

There are three options for creating Requisitions: Full Entry or Quick Entry.
For ease of explanation, this manual will use the following scenario:

The requisitioner fills out the form and emails it out for authorization.
The required number of authorizations are obtained.

The form goes to the buying department to be made into a PO.

The buyer will then send the PO to the vendor.

Select Requisition Full Entry. The following form displays. User will key in their number and then their

PIN.

Requisition En"Y Buyer/Requisitioner/Authorizer:
Fiscal Year: 2012 [, | Department #: | ™ I

[T] All Departments
[] All Locations

Location: P |

Status: | I Requisition #:

v | 7 |[=] Buper [u]Requisitioner [a] Authorizer

Then the user will see this screen.

Req uisition E ntry Buyer/Requisitioner/Authorizer:

Fiscal Year: .| Department #: | = | [] All Departments
Location: W | [] All Locations
Status: | = I Requisition #- « | [7| @] Buyer @R

Master

Brief Line
Full Line:
Documents
DOther GL

Contract /
Project

5end Email
Transfer
Cancel
Validate
Authorize

Display
Authorizations

Purchase
Order

Clone
Print

Reset Pin #

© 2022 myAvail
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Field Name

Max
Field
Size

Field Type

Description

Buyer/
Requisitioner/
Authorizer

8

Alpha/Numeric

Enter the Buyer/Requisitioner/Authorizer number
assigned in employee setup.

Description

40

Alpha/Numeric

Auto-populates with the employee name for the
Buyer/Requisitioner/Authorizer number selected.

Pin #

Alpha/Numeric

Enter the Buyer/Requisitioner/Authorizer’'s PIN number.

Fiscal Year

If the current fiscal year does not auto-populate, user
will need to choose it from the dropdown.

Department

Alpha/Numeric

Auto-populates with the default department assigned to
the Buyer/Requisitioner/Authorizer. Alternate
departments (or ALL) can be selected.

Location

Alpha/Numeric

Auto-populates with the default location assigned to the
Buyer/Requisitioner/Authorizer. Alternate locations (or
ALL) can be selected.

Status

(Specific, not
user Defined)

If left blank, all requisitions will be listed and available for
selection. Selecting a specific status filters the list by
status.

A — Authorization Pending: Requisitions pending
approval

B — Buyer Pending: Requisitions ready to be submitted
to Procurement

C — Cancelled: A requisition is cancelled when the
cancel button has been selected on either an authorized
or unauthorized requisition. The Cancel button is a
toggle switch that will switch a cancelled requisition back
to new status if clicked again.

F — Ready for Buyer to Create a Purchase Order:
Requisition has been shopped and approved and is
ready to be locked down into Purchase Order status.

N — New: A requisition is in New status when first
created and remains so until it is finalized and submitted
to the Buyer

P — Purchase Order Issued: Requisition that was
finalized and turned into an authorized Purchase Order

Requisition #

12

Alpha/Numeric

Select the applicable Requisition from the drop down
list. The Requisition number, creation date, Purpose
and Status will display in the drop down list. Only
requisitions for the departments assigned to the user will
be available for selection.

Buyer

Yes/No

If the user was designated as a Buyer for the
department and location selected, this box will be
checked

Requisitioner

Yes/No

If the user was designated as a Requisitioner for the
department and location selected, this box will be
checked

Authorizer

Yes/No

If the user was designated as a Authorizer for the
department and location selected, this box will be
checked
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New

Click New to create a new Requisition. The following confirmation message displays.

Requisilion Enlry Buyer/Requisitioner/Authorizer: == |Lan_l,l Hoak
Fiscal Year: 201 || Department #: |07 W |Maintenance [] All Departments
Location: 1 w |Maintenance [] All Locations
Status: ’_Vl Requizition i w | ? |[[] Buper Requisitioner Authorizer
Microsoft Access
New
| Master
0 Create new requisition? Brief Line
Full Line
| Documents
Xes : Other GL
Contract /

If Yes is selected, the following confirmation message displays.

Requisilion Enlry Buyer/Requisitioner/Authorizer: = Larry Hook
Fiscal Year: 2016 [,,| Department #: [01 W |Maintenance [] All Departments
Location: 1 W |Maintenance ["] All Locations
Status: ’_V| Requisition #: 00000043 v | ? |[] Buyer [4]Requisitioner [ Authorizer
Microsoft Access
Master
o MNew Requistion # 00000043 created. Brief Line
Full Line
Documents
Other GL
Contract /

Click OK; the following form displays:

Hequisilion Enlry Buyer/Requisitioner/Authorizer: |~ Danlyn Figenbaum
Fiscal Year: 2021 || Department #: |D1 w |Maintenanca [] All Departments
Location: |1 s |Maintenanc:e [] All Locations
Status: | .. |AII Requisition #: 10003463 | [? Buyer Requisitioner Authorizer
Requisition D ate: 3/1/2021 6:25:20 P Date Wanted: |3/30/2021 @ Status: |New PO #: | New
Purpose: [100 | | [Bus Parts Contract #: | Master
Order From: ]2 Comment Brief Line
(@) Order From Name: Full Line
() Ship To Addlessf Documents
) Bill To Address:
City/StatefZip: o Other GL
Pay T -
C Pay To Attention: Contract 7
Phone #1/Ext: — Project
Phone #2/Ext: [ ) 1 =
Fax #: [] Taxable Freight Gross: $0.00 Send Email
E-Mail Address: Taxable Gross: $0.00 Transfer
Vendor #: | | Sales Tax Percent: Cancel
Ship Via: | | Temms: | FOB: | Sales Tax Amount: $0.00 Validate
Buyer: | Requisitioner: |Lisa Jimenez Freight: Authorize
Retainage Percent: Retainage Amount: Deposit: Display
Authorizations
Net Due: $0.00 et
Created: [I; F. v urchase
reate mmenez | 941./2021 B:25:20 PM |FNF!G_HequlstltlonEntryForm Order
Updated: |ir0hrbaugh | 94372021 72848 PM |FNF|Q_HequiswtionEntryFolm o
one
Print
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Field Name

Max
Field
Size

Field Type

Description

Requisition Date

N/A

Auto-populates with the current system date and time.

Date Wanted

Date format
mm/dd/yyyy

Enter a date wanted or select a date from the calendar
This is a required field. The date entered cannot be
earlier than the current date.

Status

N/A

Auto-populates with ‘New’ when first created.

PO #

This field will remain blank until the Requisition is
turned into a Purchase Order.

Purpose

Alpha/Numeric

Select the purpose for the Requisition. If an applicable
purpose is not included in the list, click the green check
mark to add new purpose. Assigning a purpose makes
the Requisition easier to identify when selecting. This is
required.

Contract #

N/A

If the Contract Module is in place, user will assign a
contract (via the Contract/Project button). This field will
then auto-populate with the contract number. This will
carry over to the PO.

Order From

Alpha/Numeric

The Order From addresses are setup in the Accounts
Payable Vendor Master. If it is shopped by purchasing,
leave this field blank. If the user creating the RQ knows
which Vendor will be used for the purchase, select the
Vendor Number from the drop down list.

Name

40

Alpha/Numeric

If a Vendor was selected, the Vendor name will auto-
populate this field.

Address 1 & 2

40

Alpha/Numeric

If a Vendor was selected, the Vendor address will auto-
populate this field.

City/State/Zip

If a Vendor was selected, the Vendor City/State and Zip
will auto-populate this field.

Attention

40

Alpha/Numeric

If a Vendor was selected, the Vendor Attention field will
auto-populate this field.

Phone 1 & 2

14

If a Vendor was selected, the Vendor phone numbers
will auto-populate this field.

Fax #

14

If a Vendor was selected, the Vendor fax number will
auto-populate this field.

Email Address

50

If a Vendor was selected, the Vendor email address will
auto-populate this field.

Vendor #

Alpha/Numeric

If a Vendor was selected, the Vendor number and
name will auto-populate these field.

Ship To

The ‘Ship To’ address that was assigned to the
selected Department/Location (in the Purchase Order
module) will auto-populate these fields.

Bill To

The ‘Bill To’ address that was assigned to the selected
Department/Location (in the Purchase Order module)
will auto-populate these fields.

Pay To

If a Vendor was selected, the ‘Pay To’ address will
auto-populate these fields with the address from the
Vendor Master File.
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Max
Field Name Field Field Type Description
Size

Ship Via 15 Alpha/Numeric If a Vendor was selected, and the Shipping instructions
were defined for the vendor, this field will auto-
populate. This field can be edited.

Terms 15 Alpha/Numeric | If a Vendor was selected, terms that were defined in
the Vendor Master File will auto-populate this field. This
field can be edited.

FOB 15 Alpha/Numeric If a Vendor was selected, and the FOB was defined in
the Vendor Master File will auto-populate. This field
can be edited.

Buyer N/A Once a buyer is assigned to this Requisition, this field
will auto-populate. This field cannot be edited.

Requisitioner N/A This field auto-populates with the name of the user who
created the Requisition. This field cannot be edited.

Retainage Percent 4 Number Enter the retainage percentage, if applicable. This is
an information field only; it will not carry forward to
invoices.

Retainage Amount Currency Enter the retainage amount, if applicable. This is an
information field only; it will not carry forward to
invoices.

Comment 255 Alpha/Numeric | Enter comments. It is a Best Practice to key in the RQ
number here and the Requisitioner name and phone
number. That way, this data will print on the purchase
order.

Taxable Freight Yes/No Check this box if the purchase will be subject to sales
tax on freight charges

Gross Currency The Gross is the total of the line items. This field
cannot be edited.

Taxable Gross Currency The Taxable Gross is the total of taxable line items and
taxable freight. This field cannot be edited.

Sales Tax 4 Number If a Vendor was selected, the Sales Tax Percentage

Percentage that was defined in the Vendor Master File auto-
populates this field. This field can be edited.

Sales Tax Amount Currency This is a calculated field. This field can be edited.

Freight Currency Enter freight amount. This field can be edited.

Deposit Currency Enter a deposit, if applicable. Amounts entered will be
subtracted from Net Due.

Net Due Currency Net Due is a calculated field. It is the sum of Gross plus

the Sales Tax Amount, Freight and less the Deposit.

**If a Vendor is selected from the ‘Order From’ drop down list, the following prompt displays.

© 2022 myAvail
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If Yes is selected when line items are entered, the vendor selected on this form will auto-populate every
line item.

Master

Click Master to return to the master form after other button options have been selected.

Brief Line

All requisitioners will have access to the Brief Line option which has a limited number of fields that are
visible, unlike the Full Line option. Both the Brief Line and Full Line options will allow the requisitioner to
create line items to designate items they wish to purchase. Items can be stock or non-stock. This is most
often used when the requisitioner is not the person who will shop the item and get prices.

Click to enter line items in the abbreviated format. The following form displays.

Hequisilion Enlry Buyer/Requisitioner/Authorizer: == |Larr_\.l Hook.
Fiscal Year: 2018 [, | Department #: |01 v |Maintenance ["] All Departments
Location: |1 w |Maintenance [] All Locations
Status: I_V|AII Requisition #: 00000043 v ||? |[|Buyer [¥]Requisitioner [&/] Authorizer

Line Stk Internal Item # Description U/M  Quantity Unit Price Tax Total Price - Hew

1 O [MS ? ‘ v History | Notes Master
Vendor #: [A4123456 2 |AA Auto Parts Brief Line

Vendor Part #: | 2 Date Wanted: [3/31/2018 |@ Full Line
- ‘ M| 0.00] 0.000000 ] | $0.00 m——
2 [103 2 ||Test Part #1 EAlw History | Notes Other GL
Contract /

Vendor #: | 2 Date . Project
endor Part i ate Wanted: |3/31/2018 @ =
Vendor Part | ! ‘ vl | 0.00] 0.000000 ] | $0.00 send Emai
Transfer

4 O | ? ‘ Y] History || Hotes Cancel
Vendor #: | 2] Validate
Vendor Part #: | 2 ‘| ~ el Vet B Authorize

v = | | O | Display

Authorizations
Max
Field Name Field Field Type Description
Size

Line 3 Number This field will auto-populate with a sequential number.

Stk Yes/No Check the checkbox if the line item is an inventory item.
Leave the box unchecked if it is not.

Internal ltem # 20 Alpha/Numeric | If the Stk box was not checked, this field defaults to NS
(Non-Stock). If the Stk box was checked, enter the
inventory item number or search for it by clicking the
red question mark

Description 50 Alpha/Numeric | If the Stk box was not checked, enter a description of
the item. If the Stk box was checked, the description
auto-populates based on the inventory item number.

U/M 2 Alpha/Numeric | Select Unit of Measure from the drop down list.

Vendor # 8 Alpha/Numeric | If an existing vendor will be used, enter the vendor
number or click the red question mark to search by
Vendor #, Vendor Name or Search Name. If a vendor
number was assigned on the requisition master and the
user indicated Yes to update all subsequent lines
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automatically, the vendor # will auto fill for every new
line created.

Vendor
Description

The vendor description will auto populate for a stock
item, previously ordered from the vendor. User can fill
out the vendor description for non-stock items, if they
have the information.

Vendor Part # 30 Alpha/Numeric | If the particular stock item has been purchased in the
past from the vendor specified the vendor part # will
automatically fill in. If it has never been purchased from
this vendor, enter the vendor’s part #.

Vendor Part # 50 Alpha/Numeric | If the item was purchased before, it will auto populate.

Description Otherwise enter the vendor’s description for this item.

Date Wanted Date Format | Will auto populate from the Master screen.

U/M 2 Enter the Vendor’s unit of measure. This may be

different then the internal item’s unit of measure.

Quantity Numeric Enter in the quantity desired.

Unit Price Enter in the unit cost for the item being requested. This
field can initially be left blank so that the procurement
department can shop it. Before the requisition is turned
into a PO, costs must be assigned.

Tax Yes/No User must put a check mark in this field if the item
being requested is subject to sales tax.

Total Price The system will calculate the Total Price by multiplying

the Quantity times the unit cost. This field cannot be
modified.

Additional buttons

History This option allows the user to search the entire requisitions history database by a
description for similar items requested. The search includes both stock and non-
stock items. See more detailed description of this option below.

Notes This option allows the user to create notes pertaining to the specific line being
created. See more detailed description of this option below.

Totals Click Totals to re-calculate the line totals for a grand total of all lines.

Vendor #

Click the 2| next to the vendor number to search the item’s vendor history. These records returned
include all vendors from whom this part has been purchased. Record are listed in order of date last

purchased.

The information provided is shown below.

Note: The Unit Cost comes from the last PO from that vendor.

Note: Bid Date & Bid Item (If Bid Item is checked, a contract with this vendor may have been established
and already determined that they provide the best cost. Check with the procurement department.)

Double clicking in the vendor # field will populate the line record with the vendor #, description, vendor

part #, vendor’s description and unit of measure.
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Zgl
Item #: 103 Description: |Test Part #1
Last Last Last Qty
Yendor #f Yendor Mame usM Unit Cost Purchased Received LastPO# Rev Received
Ab123456 |ﬁ-‘«.f-\ Auto Parts | Ea | $50.000000 | 1043042017 | 10000237 | 000 |
Yendor Part #: 100 Part Desc: 100 Bid Date: [] Bid Item
| BOO16 |Fayette Parts Service, Inc. | E& | $50.000000 |1D£2E£2D‘I? | 11/8/2017 | 10000222 | 0o | E.00
Yendor Part #: 1234 Part Desc: |test Bid Date: [] Bid Item
| BOO44 |Hadio Shack | Ea& | $25.000000 | 8l2z2/2017 | | 20000001 | oo0 |
Yendor Part #: 111 Part Desc: 111 Bid Date: O Bid Item
| Booovy |I:Ialk Auto Equipment | Ea& | $50.000000 | | 10000238 | 00 |
Vendor Part #: [10 Part Desc: |Test Part #1 Bid Date: [] Bid Item

If the Vendor Part # is revised to something other than what is in the vendor part history the following
prompt will appear. This may be necessary if a vendor part # has been superseded (changed by the
vendor).

5

™% This part % is new for the vendor # selected or invalid.
{ ! & new vendor part £ will be created during PO Receipts update.
= Do you wish to create a new vendor part # during PO Receipts
update?

The vendor part number may have been entered in error, therefore, the system is alerting the user and
the No option should then be clicked. If the number is correct for this vendor, click yes to proceed.

When the requisition is turned into a PO and goes through the receiving cycle, it will update the vendor
part history record with the updated vendor part number.

History Button
History allows the user to search the entire requisitions database by item description. It will search both
the internal part # description and the vendors’ description. The History search feature works for both stock

and non-stock items.

Enter the item description in the Search by Item Description field and then click Search.

=] FNRC_RequisitionLineltemSearchSubForm

Search By Item Description: || Search

In the example below, the search is for the last item with a description including the word Test Part #1.
Multiple requisitions have been identified as having “Test Part #1” on one of the lines.
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& FNRQ_ReguisitionLineltemSearchSubForm n
Search By ltem Description: |Te$t Part #1
Department Loc  Requizition # Heq Date 5tz Quantity Unit Cost Stk UsM -
|EI1 1 |EIEIEIDDD3EI | 10A16/2017 | P | 1.00 | 20.00
Internal Item #: 103 | Test Part #1 | E&
Vendor Item #: [1234 |test | E&
Vendor #: |BEIEI‘| g |Fayette Partz Service, Inc. Requisition Save
|EI'I 1 |DDDDD|335 | 10482017 | B | 0.00 | 0.00
Internal Item #: 103 | Test Part #1 | E4
Vendor Item #: | | |
Yendor #: | | Requisition Save
|E|3 2 |EIEIEIDDDES | 8222017 | M | 300 25.00
Internal Item #: 103 | Test Part #1 | E&
Vendor Item #: [111 [111 | E&
Yendor #: [B0044 |Radio Shack Requisition Save
|EI3 2 |EIEIEIDDI352 | Q2227 P | 2.00 25.00
Internal Item #: 103 | Test Part #1 | E&
Vendor ltem #: [111 [111 | E&
Vendor #: |BEIEI44 |F|adio Shack Requisition Save
|EI'I 1 |DDDDD|324 | TAB20T | P | 10.00 50.00 -
Record: I<- 1 o-f 7 i;__bl 1 Se_archm -
To view a Requisition from the list above, click Requisition.
=] FNRQ_RequisitionLineltemSearchSubForm
Search By Item Descnption: |Test Fart #1
Department Loc  Requisition # Req Date 5tz Quantity Unit Cost Stk UsM -
|EI1 | 1 |DDDDDDBS | 1016207 | P | 1.00 | 20,00
Internal ltem #: [103 | Test Part #1 | E4
Vendor Item #: 1234 |test | E&
Vendor #: [E0016 |Fapette Parts Service, Inc. Requisition [‘;} Save
Department #: i} Location: ’1_ Requisition #: | on00n033 Master Brief Line | Full Line | Documents |Approvals Print
Requisition Date: | 10/16/2017 5:45:44 Ahd Date Wanted: | 10/17/2017 Status: | Purchage Order |esued PO #:| 10000214 Qoo
Purpose: [100 |Eus Farts Contract #: |
< Order F Pay To: [BO0T6 Bt
{1 AR (PO Name: [Fapatte Parts Service, Ihe.
(") Ship To Address: PO Box 645174
() Bill To e =
: City/State/Zip: |Fittsburgh P& 152645174
() Pay To Attention:
Phone 1 /Ext: |[314) 234-6272
Phone #2/Ext:
Fax #- [] Taxable Freight Gross: $20.00
E-Mail Address: Taxable Gross: $0.00
Yendor #: |BDD‘IE |Fayette Partz Service, Inc. Sales Tax Percent:
Ship Via: [Fadex Terms: |Sttm- 15th FOB: | Sales Tax Amount: $0.00
Buyer: |Donlyn Requisitioner: [sample Freight:
Retainage Percent: Retainage Amount: Deposit:
Created: |hallzn [10416/2017 9:45:44 AM [FNRG_R equistitionE ntryFarm Net Due: $20.00
Updated: |ballen |1D.-"1 B/2017 35342 A |FNHQ_HequistitionEntryForm
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When it is detemined that a line item from a previous requisition should be entered on the current

requisition, click Save. The line item from the selected historical requistion is inserted into the current

requisition. Edits can be made if necessary.

=5 FNRQ_RequisitionlineltemSearchSubForm “
Search By Item Description: |Test Part #1 Search
Department Loc  Hequisition # Req Date Sts  Quantity Unit Cost Stk UsM -
|EI1 1 |DDDDDDES | 1016207 | P | 1.00 | 20,00
Internal Item 3: [103 [Test Part 1 EA
Vendor ltem #: [1234 [test EA
Vendor #: |BDD‘I 3 |Fa_l,Jette Parts Service, Inc. Requisition savet
Notes

Notes will allow the user to create notes that are specific to the line that was selected.

Requisilion Enlry Buper/RequisitionerfAuthorizer: [+ |Lan_l,l Hook
Fiscal Year: 201G || Department #: |01 v | [Maintenance [[] All Departments
Location: [1 v ||Maintenance [] All Locations
Status: [ [ ][al Requisition #: (00000043 v |2 |[] Buyer Requisitioner Authorizer
Line Stk Internal Item # Description U/M  Quantity Unit Price Tax Total Price - New
1 O |N5 ? ‘ EAlw History || Notes Master
Yendor #: |AA1 23456 7 |AA Auto Parts Brief Line
Vendor Part #: | 2 ‘ Date Wanted: [3/31/2015 | Full Line
M| 20| 20.000000 [ | $40.00 Documents
4 2 [103 27 || Test Part #1 EAly History || Notes Other GL
Contract /
Yendor #: |BUD1B ? |Fayette Parts Service, Inc. Project
Date Wanted: ]
Vendor Part #: [1234 7 | |test ate Wanted: [3/31/2015 & Send Email
E&Tw] | 20| 20.000000 [ | $40.00
pm — Transfer
= FNRQ_RequisitionLineltemMNoteSubForm Cancel
> Line Comment Validate
Vendd | 2 |TestMates Authorize
Dizplay
Authorizations
- — Purchase
Created: |df|genhaum |1 A31/201812:40:06 Phd |FNF\Q_FU\IF| equisitionForm Order
Updated: [dfigenbaum [1/31/201812:40:06 PM [FNRG_FulRequisitionForm T
one
Print

Max
Field Field Field Type Description
Size
Line The line will auto populate and will correspond to the line
item selected.
Comment Alpha/Numeric | This is a memo type field which allows for almost unlimited
text.
Print on Yes/No Check the box if the note should appear on the printed PO
PO/Req and requisition.
Created This system created field will list the user, time and date
and form which created the notes record.
Updated The system will automatically populate with the last user to
revise the notes record and also list the time and date and
the form which revised it.
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Full Line
The Full Line option

is accessible to those users that have been given rights to it via the Allow Full Line

Detail Entry button within the Employee Authorization Setup form. Full Line works the same way as

Brief Line with the e

xception that it has more fields and two additional buttons to choose from.

Both the Brief Line and Full Line allow the requisitioner to create line items to designate items they wish
to purchase. Items can be stock or non-stock. Below are the additional fields available in Full Line entry

Field Description

Work Order# Manually enter a WO # or use the 2 feature to search a work order by WO #, Open
Date or Asset #. (See below for more detail on this feature.) Once a WO # has been
entered, it will populate the adjoining Asset Type and Asset # fields that were
assigned to the work order. It may be helpful to fill in the WO number if a bus is down
and this particular work order is waiting on the part about to be ordered.

Asset Type If a Work Order # was selected, this field and the Asset # are automatically
populated. If no WO# is entered, the Asset Type field is used in conjunction with the
adjoining Asset # field. Use the drop down option to select an Asset Type. The Asset
type selected will determine which assets will be seen in the adjoining Asset # field.
Example: by selecting Asset Type V will bring up all of the agencies vehicles, C will
bring up all components etc.

Asset# Enter an Asset # or use the - feature to search. The Asset Type selected wil
determine which search criteria prompts will appear. (See below for more detail on
this feature.)

Budget Using the drop down listing, select the Budget Division and Account number, that

Div/Account should be debited for this item’s purchase.

Budget Mon/Year | The current Budget Month and Year will be system generated.

Posting Using the drop down option, select the Posting Division and Account number to incur

Div/Account The cost of the item being ordered. This field defaults to the account number set up
in product class for inventory items.

Reason The reason can be used for other things but its main use is to give more detail as to
the reason for the cancellation of the specific line.

Cancelled Place a check mark in this field if the line is not approved and should be cancelled.

Cancellation Code

Use the drop down option to pick a cancellation code. The codes are setup via the
Edit Miscellaneous Codes form.

Quotes

In Full Entry, Quote information can be entered. See below for field descriptions.

Double click the | ?

to search for the Work Order #

=] FNRQ_GeneralSearchsubForm
Wwork Order #
W
Open Date
W
Asset #
W
Cancel

Enter data into the search fields or use the drop down options to select. Once selected click Update and
the system will populate the Asset # field with the data entered. Click Cancel to abort.

Double click the ?
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The code entered into Asset Type will determine which search window will appear. The form below will
appear if the Asset Type entered was a “V” for vehicle or any letter used within the Asset Management

form to categorize asset types.

== FNRQO_GeneralSearchSubForm n
Yehicle #
b
Make Model
'

Cancel

Enter data into the search fields or use the drop down options to select. Once selected click Update and
the system will populate the Asset # field with the data entered. Click Cancel to abort.

The form below will appear if the Asset Type entered was an “I” for Inventory. You can search the form for
the Internal Item # field (to locate the item number for a stock part in the Fleet-Net inventory).

=2 FNRQ_General5earchSubForm
Internal Item #
W
Dezcrption
W

Update

Enter data into the search fields or use the drop down options to select. Once selected, click Update and
the system will populate the Internal Iltem # field with the data entered. Click Cancel to abort.

Additional buttons

Line Stk Internal Item # Descrnption U/M  Quantity Unit Price Tax Total Price -
4 | 1 [ NS 2 | |&nnual Service Contract [EA|w History | Motes || Quotes
Vendor §i: |D‘I ao1o 2 |.t'3.-file Extinguisher Service Date Wanted: |2/28/2017 @
Vendor Part #: |CDNT2D1?‘ 2 ||2017 Service Contract
|EA v | 1.00 | 2,400.000000 [ | $2.400.00
Work Order #: ’7 Aszzet Type: ’_V Aszset #: 7 Quotes Obtained [ | Fized Asset
Div Account Mon  Year Div Account []Cancelled Cancellation Code: | [,]
Budget: > w2 |l |2m7 Posting > v | Reason: |
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History This option allows the user to search the entire requisitions history database by a description
for similar items requested. The search includes both stock and non- stock items. See more
detailed description of this option below.

Notes This option allows the requisitioner to create notes pertaining to the specific line being
created. See more detailed description of this option below.

Quotes Here the requisitioner enters all the details on the quotes obtained for this item. See more
detailed description of this option below.

History

This feature allows the user to find other similar items that have been ordered through the Requisitions
module in the past. Part will be displayed with vendor and pricing information. The user can click Save to
add the item onto their Requisition. They can click on Requisition to see the original RQ.

4 2 103 2 ||Test Part #1 [Ea]w History | Motes || Quotes
Yendor i |BDD‘IE ? |Fa_l,lette Parts Service. Inc. Date Wanted: |3/21/2018 |@
Vendor Part #: |‘I234 27 | |test
|EA W | 2.00 | 20,000000 ] | $40.00
Work Order #: 2 | Aszet Type: w | Azset i | 2 | [] Quotes Obtained || Fixed Asset
Div Account Mon  Year Div Account [[]Cancelled Cancellation Code: v
Budget: v " " Posting |200 ., 1030150100 |. Heazon: |
=
k[ O EE FNRQ_RequisitionLineltemSearchSubFarm
Search By Item Descnption: |Test Part
Department Loc  HRequisition # Req Date Stz Quantity Unit Cost Stk u/M - il -
ecord 14407 ol |01 1 |00000039 | 10Me2017 | P 1.00 | 20,00
Internal Item i [103 [ Test Part #1 E4
Vendor Item #: [1234 [tesst Ea
Vendor #: [E0016 |Fayette Parts Service, Inc. Requisition Save

Notes

This feature allows the requisitioner to create unique information specifically about this item. Click on Note
and this form will display. The Line number corresponds to the line number in the Requisition. Click the box
at the right and the note will print on the purchase order.

| 2 [103 ? || Test Part #1 [Ea History || Motes | Quotes
Vendor #: |BDD1B 7 |Fa_l,lette Parts Service, Inc. Date Wanted: [3/21/2012 @&
Vendor Part #: |1234 7 | test
3| 2.00| 20000000 [ | $40.00
Work Order #: ’7 7 Asset Type: ’_V Asset #: 2 | [] Quotes Obtained [ | Fixed Asset
Diy Account Mon  Year Div Account [] Cancelled Cancellation Code: liv
Budget: v v v Posting 200 || 1030150100 || Reason: |
= FNRQ_RequisitionLineltemNoteSubForm = =
Line Comment
4 IT Test Notes A Print On PO/Req
cord: 4 4 |2
v
Created: |dfigenbaunn 143172018 12:40:06 PM |[FNRE_FullRequisitionForm
Updated: |dfigenbaum |1H31H2U18 12:42:40 PM |FNHQ_FuIIHequisitionForm
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Requisition
Departmant £ 01 Location: 1 Requsition #: 00000043 Requistion Date: 1/31/2018 11:20:14 AR
Raquisifion Status: Mew Date Wanked: 3/31/2018 Requisitonsr: 0100 Lamy Hook
Vandor: Buyer Id:
ShipVia: ups Tarms: FOB: test [ erice Quctss Obtainad PO £:
Purpose Coda: 100 Purpose Description: Bus Pans Contract £

Projsct #:

Comment: These are Me spechl hstnuctlons In e Order Fom box on the Vendar Master Fomm

Gross: 34000
NatDus: 540.00
Lina §tk intarnal tem £ Description WM Ruantiy Unit Prica Tax Total Prics
[ 3 103 TestPan #1 £
vind Part #: 1234 test E Z.00 20.000000 7] 34000
Vendor#: 0016 Vendor Name: Fayelte Pafs Senviee, nc
Viork Ordar £ Assat Typs: Asgat#:
[ cancslisd Cancaliafion Cods: Resason:
Div sccount Mon Year Div &ccount
Budget: Posting: 200 1030150100
Created: dfigenbaum 1512018 11:4 2582 AWM FNRQ_FullRequisRbnFom
Upidated: dfigenoaum 1512018 11:4 252 AWM FNRQ_FullRequisRbnForm
Comment Test Noks Print On Rag/Po
Tokl: 34000
Quotes

The requisitioner can enter all the information about the quotes that were obtained using this button. Fill out
the information as completely as possible. Later, those asked to authorize this RQ can examine this
documentation, but not make any changes to it.

Price Quotes LineNo:[ 1
Date Walid Qty Price Extended
i Yendor # Vendor Hame Quoted Thru Date Quoted Quoted Price
| 1 |DDDDD2 w!|? |SDLITH DIVISION MAIMT. |‘|2,.-"| F2016 B |‘Ir’15a’2D‘I? & | 1.00 | 1.400.000000 | $1.400.00
Yendor Address: |1SDD FTH AvEMUE NORTH Price Determination: | | o
Contact Name: | Phone/E xt: | |
DBE Code: A w o |ﬂsian-Pacific Aumencan Attached Document
Comment: | Thiz vendor has a three day turn around. Document: Iib
Test
Created: |pdodd | 12/3/2016 3:50:54 P |FNHQ_FUIIHequisitionFolm Contractdocx
Updated: |pdcu:|d | 12/9/2016 3:55:29 PM |FNHQ_FullFlequisitionForm
I_E|DDSDSB w!||? |A. RakDY'S ELECTRIC IMC. |12£2H2D1E ] |1H2H2D‘I? & | ‘I.DD| 1,200.000000 | $1.200.00
Yendor Address: |458 tain Street Price Determination: | W | o
Contact Name: | Phone/E xt: | |
DBE Code: w ||| [] Attached Document
Comment: | Thiz vendor charges $149 for shipping and has a 2 week turnaround. Document:
Created: |pdcu:|d | 12/9/2006 3:51:26 PM |FNHQ_FullFlequisitionForm
Updated: |pdodd | 12/9/2016 3:54:10 PM |FNHD_FuIIHequisitionFolm
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Field Description
# Auto populated when a Vendor # is entered.
Vendor # Select or enter the vendor # that issued the quote. Use the question mark to search

for vendor numbers set up in Order From addresses.

Vendor Name
Vendor Address

These fields are auto populated from Order From setup. If the vendor is not a
current vendor, the Name and address can be entered without a vendor number.

Contact Name

Enter the name of the sales rep from which the quote was obtained.

Phone

Enter the Contact’s phone number.

Date Quoted

Enter the date the quote was obtained.

Valid Thru Date

Enter the date the price quoted will be honored.

Qty Quoted

Enter the quantity quoted.

Price Quoted

Enter the cost for the item based on the quantity quoted.

Extended Price

Extended cost will be calculated.

Price
Determination

Select the method for choosing one quote over another. Additional methods can be
added at the green checkmark.

Document Right Click to insert the quote document that is saved on your network. The
document is linked and displays as an icon. The document attachment can be
deleted.

Attached Once the document is attached, this flag will be checked.

Document

If quotes have been entered into Fleet-Net for this item, there will be a check mark on the Line item.

Line Stk

Internal Item #

Description U/M  Quantity Unit Price Tax Total Price

1

000046243

? | |90 DEG. MALE ELBOW , |EA w History Motes

Vendor #: |DDDD1 0

7 |[& & M SUPPLY Date Wanted: [1/71/72017 @

Div
Budget: v

Vendor Part #: |‘II323

Work Order #: 2 Asset Type: | Aszet #:

Account Mon Year Div

7 | |Elbow, Male, 30 Degree

[Ealw | 0.00 EEMI $0.00
Quotes Obtained [ | Fixed Asset

[[]Cancelled Cancellation Code: ¥

Posting > | Reason: |

Account

w |12 W | 2016

DOCUMENTS

This form allows for entry of additional information pertaining to the requisition. Select Document Code
to identify what kind of note is being added. For example, the user can insert a photo, diagram, or
description, a copy of a contract or warranty, or just user notes about the requisition that may need to be
referenced in the future.

Enter a Reference to uniquely identify this document/note addition. It can be a number, a date reference
or the name of the person making the note. The Comment field will date and time stamp any note entries
to help in future research. An attachment may be added and can be in the form of a photo or text
document and simply copied and pasted in the Attachment space. A Hyperlink may also be entered to
access a specific web page or to access a file on your computer or Fleet-Net Server.
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Flequisilion Enlry Buyer/Requisitioner/Authorizer: = Lary Hook
Fiscal Year: 2015 [.,| Department #: [01 W |Maintenance [] All Departments
Location: |1 w |Maintenance [] All Locations
Status: | |, |AII Requisition #: 00000043 v | |7 |[] Buyer Requisitioner Authorizer
Document Code: | [k o New
Motes Motes Master
Phatao Phata
F’.‘equisilion Enlry Buyer/Requisitioner/Authorizer: === |Larr_l,l Hook
Fiscal Year: 2015 [,,| Department #: [01 v |Maintenance ["] All Departments
Location: |1 w |Maintenance [] All Locations .
Status: | |, |AII Requisition #: 00000043 v | ? |[] Buyer Requisitioner Authorizer
Document Code: |Photo w || pew
Mast
#| Reference: [123 aster
Comment: Attachment: Attached Document Brief Line
dfigerbaurn 1/31/2018 1:47:10 Ph: Py Full Line
Documents
Other GL
::_ Contract /
X X Project
Bus 100.jpg (Command Line)
Send Email
Transfer
W Cancel
Hyperlink: | ["] Print on Requisition/PD VYalidate
Created: |dfigenbaum | 143142018 1:47:02 PM |FNF|Q_FuIIHequisitionForm Authorize
Updated: | [ [ Display
Authorizations
Record: M 1of1 LI Search
Purchase
Order
Clone
Print

Field Name

Description

Document Code

Select the applicable type from the drop down list or add a new type by clicking the
green check mark. This is a required field.

Reference Enter a reference specific to this comment/attachment (i.e. document name, date,
sequential number etc.) This is a required field.

Comment Enter any applicable comment. Entries are time date and user stamped.

Attachment Right click in this field to activate the attachment process.

Attached Document

Check box will be checked when some sort of document has been attached.

Hyperlink

Enter a valid internet address. Once entered the address can be clicked and it will direct
the user to the internet and the specific web site indicated.

Print On Requisition /
PO

Place a check mark if the comments and attachment icon should print on the requisition
and the PO.
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Other GL

This option allows the user to enter GL posting account numbers for Tax, Freight and Deposit amounts.
Unlike the Full Line button option, no GL accounts are automatically populated.

Line ?ax ?mal Price
[ 900 [SALES Tax O] ssss
Work Order #: ,7 2 | Asset Type: w | Assetd 2
Div Account Mon Year Diwv Account
Budget: £ v ([T |w]2015 Posting w v
[ 801 [FREIGHT T
Work Order ,7 2 | Asset Type: v | Assetd: 2
Diwv Account Mon Year Diwv Account
Budget: W w1 |w|201b Posting w W
Field Description

Line If no tax, freight or deposit has been assigned to the requisition via either the
Master or Line item buttons, when the Other GL is selected, a blank grey
screen will appear. Once data has been populated for these items, the line
records will appear. Line 900 is reserved for Sales Tax, Line 901 for Freight
and line 902 for Deposit.

Tax This field will automatically be checked if tax was marked as applicable to the
particular line item within the Master or the Line button options. It is not
possible to revise this setting from this field.

Total Price This field cannot be revised and is calculated based on data entered via the

Master and Line button options.

Work Order#

Manually enter a WO # or use the ﬂ feature to search a work order by WO #,
Open Date or Asset #. (See below for more detail on this feature.) Once a
WO# has been entered it will automatically populate the adjoining Asset Type
and Asset # fields that were assigned to the work order. It may be helpful to fill
in the WO # if a bus is down and waiting on the part from this particular work
order.

Asset Type

If a Work Order # was selected, this field and the Asset # are automatically
populated. If no WO# is entered then the Asset Type field is used in
conjunction with the adjoining Asset # field. Use the drop down option to select
an Asset Type. The Asset type selected will determine which assets will be
seen in the adjoining Asset # field. Example: by selecting Asset Type V will
bring up all of the agencies vehicles, C will bring up all components etc.

Asset #

Enter an Asset # or use the ﬂ feature to search. Depending on what Asset
Type was selected will determine which search criteria prompts will appear.
(See below for more detail on this feature.)

Budget Div/Account

Using the drop down listing, select the Budget Division and Account number,
that should be debited for this item’s purchase.

Budget Mon/Year

The current Budget Month and Year will be system generated.

Posting Div/Account

Using the drop down option, select the Posting Division and Account number
to incur the cost of the item being ordered. This field defaults to the account #
setup in product class for Inventory items.

Contract/Project

This option allows a Contract and or Project to be assigned to the Requisition. For transits using GM, PT
and CT, it is important to assign the correct contracts and projects to Requisitions for tracking purposes.

Contracts and Projects must be set up in Contract Maintenance and Project Tracking modules prior to
assigning them to a Requisition. The vendor assigned to the requisition must have been assigned to the

Contract.

Select Contract #.

Click the red question mark to search for Contract # by number, Description, or Vendor Name. If no
vendor is assigned to the requisition, all contracts are available.
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= FNRQO_GeneralSearchSubForm “
Contract #
W
Description
W

Yendor Name

Update

Once a Contract is selected, all fields are populated from the Contract Maintenance data

Select a Project # from the dropdown. If a Contract # is selected, only projects that have been assigned to
the Contract are available. If no contract is required, then all active projects are available.

Once the project is assigned, the Project Funding displays and the Requisition Amount is required.
Click Totals to calculate the Total Distribution.

Contract #: [A-15-MT-002 7 | [Sofware Contract Type: [ Annual
Yendor & ‘6400 ‘FLEET*NET CORPORATION
Contract Start Date: ’W Contract End Date: ’w Contract Amount: ’w
Actual Start Date: ’W Actual End Date: ’w Purchased To Date: ’755000
Date Board Approved: ’W Date Contract Signed: ’W Amount Remaining: ’m
Project # ‘11235 v ‘Sof'hn\rare Requisition Amount: ’W
Funding Line Line ltem Requisition
Source Grant # ltem Grant Amount Used Remaining Amount
F 112345 |01.01.01 $50,000.00 $22,858.80 $27,141.20 | $266.00

Total Distribution: $268.00
Distribution Remaining: $0.00

Record: W 1of1 Ll Mo Filter Search
Send Email
Requisilion Enlry Buyer/Requisitioner/Authorizer: =+ Dianlyn Figenbaum
Fiscal Year: 2015 || Department #: [01 W |Maintenance [T] All Departments
Location: 1 w |Maintenance [] All Locations
Status: | |, |AII Requisition #: 00000025 wl|? Buyer Requisitioner ] Authorizer
["] Motify Authorizers [ | Motify Buyers [ | Notify Requisitioner | Get Email List Send Email e
Email Comments: Master
Brief Line
New Status: | [, [ Full Line
Print Options [] Print Full Detail [T] Print Documents [] Print Price Quotes Documents
[] Print Line Item Notes [] Print Approvals [C] Print Funding
Other GL

This option is used to send emails back and forth regarding this Requisition. The Requisistioner fills out
the RQ and emails it out to get authorizations. Authorizers can send emails, forwarding the RQ on to the
buying department or back to the original Requisitioner with comments or a denial. The user will select
any or all of the options: Notify Authorizers, Notify Buyers and/or Notify Requisitioner. Click Get Email
List; the list displayed will be all persons that are assigned the options selected. Select the person or
persons who will receive the email.
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Requisilion Enlry Buyer/Requisitioner/Authorizer: [ Donlyn Figenbaum
Fiscal Year: 2015 [,| Department #: |01 v | [Maintenance [] All Departments
Location: |1 v | [Maintenance [[] All Locations
Status: I_V|AII Requisition #: 00000025 w|l? Buyer Requisitioner [ | Authorizer
Motify Authorizers [ | Motify Buyers [ | Motify Requisitioner | Get Email List Send Email e
Email Comments: Blazter
Brief Line
New Status: [ Ty ] Full Line
Print Options Print Full Detail ["] Print Documents [T] Print Price Quotes Documents
[] Print Line Item Notes [] Print Approvals ["] Print Funding T L
Email Name / Title Email Address Contract /
MO |Joe Smith |irohrbaugh@fleet-net.com Hinieck
|Direct0r of Maintenance Send Email
] |Sall_l,l Smith |irohrbaugh@fleet-net.com Transfer
|Buyer Cancel
O |FIeet-Net Tech |pd0dd@f|eet-net.com Yalidate
|FIeet-Net Tech Authorize

Select the New Status from the drop down list. The status will change for the selected Requisition to the
status selected from the drop down list when email is sent.

New Status options are: Authorization Pending, Buyer Pending or Ready for Buyer to create PO

Caution — don’t select the new status until you are certain that all required fields are completed for
that status.

The Print Options allow the sender to tailor how the RQ will look for the recipient.
Click Send Email to send the requisition as an attachment.

The email recipient can view the requisition as a pdf attachment

FILE MESSAGE Mchfee E-mail Scan

i i — T =
k k ) - Donlyn E3 To Manager Q‘ == Rules ~
lG< Ignore x —] f— | [~ [Eg Meeting d 2 9
Le Le Lé E Team Email v Done _,m}l OneMote
. U ¢ U i 7 " ~ _ W -
aig Junk - Delete  Reply P;ﬁ':’ Forward B More - 2 Reply & Delete ¥ Create New = Mf s [P Actions -
Delete Respond Quick Steps ™ IMowve

Tue 815/2017 3:57 PM

Donlyn Figenbaum
**REQUISITION STATUS CHANGE* Department: 01 Location: 1 Requisiton #: 00000025

To Donlyn Figenbaum

FOF I

Requisition_01_1...

Department: 01 Location: 1 Reguisiton #: 00000025
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Transfer
The Transfer allows the user to transfer lines from one requisition to another.
Requisilion Enlry Buyer/Requisitioner/Authorizer; == |Larry Hook
Fiscal Year: 2018 |, | Department #: |U‘| v |Maintenance [] ANl Departments
Location: |1 w |Maintenance [] All Locations
Status: | |, |AII Requisition #: 00000043 v | 7 |[] Buyer Requizitioner Authori.
Transfer to Requisition My
Department #: | vl Master
Location: vl Brief Line
Requisition #: v Select All Unselect All Update Full Line
Sel Line Internal Item # Description U/M  Quantity Unit Price Total Price Documents
O 2 |103 Test Part #1 E& | 2.00 20.000000 $40.00 Other GL
Contract /
Project
Send Email
Transfer

This is necessary because the initiating requisitioner may have entered multiple line items on one
requisition that will need to be shopped to determine who has the best price, etc. Since each requisition
can only have one Order From vendor assigned before it is turned into a PO, some line items will need to
be transferred to new requisitions that have been created for different vendors.

At many transit agencies, it is the procurement department that is responsible for shopping the items for
best cost, quality and lead time. A requisitioner submits a requisition with two line items. After shopping
the items, it is determined that they will be purchased from two different vendors. The user will then
assign the vendor part #'s and descriptions to the line items. Line 1 will include the item pertinent to the
first vendor and Line 2 will include the item pertinent to the second vendor.

The user will create a new requisition that has an Order From with information for the second vendor..
The buyer will open the original requisition, click Transfer, select the Department and Location and the
Requisition created for the second vendor. The Selection field will be checked for Line 2 and when
Update is clicked, the item on Line 2 on the original requisition will be moved to the requisition for the
second vendor. The original requisition will now only have Line 1.

Cancel

Cancel serves as a toggle button to cancel and then if necessary, reinstate the requisition. The status of
the requisition will become “Cancelled”. No changes are permitted to the requisition once it's been
cancelled.

Once cancelled, if Cancel is selected again, it will reinstate the requisition and change the status from
Cancelled back to New.

Requisilion Enlry Buyer/Requisitioner/Authorizer: = Larmy Hook
| Fiscal Year: 2018 [, | Department #: |01 v |Maintenance [] All Departments
Location: 1 w |Maintenance [] All Locations
Status: | |, |AII Requisition #: 00000043 w12 |[] Buyer Requisitioner Authorizer
New
icrosoft Access Master
Brief Line
Requisition can be reinstated at a future time, Full Line
Do you wish to cancel the requisition? et
Other GL
Contract /
Send Email
Transfer
Cancel
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Click YES to continue with the cancellation process and the following message will display. Click OK.

Microsoft Access

o Requisition is now cancelled.
oK

To reinstate a cancelled requisition, click Cancel. The following prompt displays. Once completed, the
status will change from Cancelled back to New.

Requisilion Entry Buyer/Requisitioner/Authorizer: | |Larry Hook.
Fiscal Year: 2015 || Department #: [01 W |Maintenance [] All Departments
Location: |1 v |Maintenance [] All Locations
Status: I_V|AII Requisition #: 00000043 w7 |[] Buyer Requisitioner Authorizer
New
......................................... - - — Master
Microsoft Access Brief Line
Full Line
Requisition status is cancelled. Documents
Do you wish to reinstate the requisition? DiherGL
| Contract /
| Froject
Ves ' Send Email
Transfer
Cancel

Click NO to cancel. Click yes and you will receive the message below, click ok.

Microsoft Access

o Requisition was cancelled and is now reinstated.

VALIDATE

Validate checks the integrity of the data entered on the requisition. Some of the issues reported by the
validate option include:

Invalid Date Wanted
Purpose Missing

Buyer Id Missing

Pay To Vendor # Missing
GL Div / Account Missing
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The validate option should be executed before the requisition is sent out for authorization to ensure it is
complete.

Flequisilion Enlry Buyer/Requisitioner/Authorizer: == Larry Hook
Fiscal Year: 2015 [,,| Department #: |07 W |Maintenance [T] All Departments
Location: |1 v |[Maintenance [] All Locations
Status: I_V|A" Requisition #: 00000043 v|l? |:| Buyer Hequisilionm Aulholizet
New
Master
Brief Line
Microsoft Access Full Line
Documents
9 Validate Requisition? Other GL
Contract /
Project
Send Email
i Transfer
Cancel
Yalidate

Click yes to proceed and the following message will display.

Microsoft Access Lo |

o Yalidation Complete.

When the Requisition has been filled out and validated, the user will send emails are sent to the
authorizers. The sender can choose New Status of Authorization Pending in the Send Email Process.

Authorize

Requisitions must be authorized before a purchase order can be generated. The form will display the
number of authorizers required. Each authorizer will sign into Fleet-Net and into Requisitions, review the
RQ, and click Authorize to approve the requisition. Once the number of Authorizations required equals
the number of Authorizations Found, the RQ is ready to be turned into a Purchase Order.

Important Note:
The user should always select Validate before sending the RQ out for authorizations. Validate will review
the requisition for missing or incorrect data so that it can be corrected before it is emailed.
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Authorizations Required: |_1

Amount to be Authorized:

$265.00 Authorizations Found: [ 0

Authorization Role Authorizations  Authorizations
Role Description Required Found
|Dept |Depar‘cmentrv1anager |T r
|Leve|1 |Maintenanu:e Manager |T r
Record: M 1of2 L Mo Filker Search
Authorization Date Comment Role

Authorize

Unauthorize

Field

Description

Authorizations Required

Automatically populated with the number of authorizers needed to
approve the requisition based on the total dollar amount and the
department assigned. This is based on the data in the Department
Setup form.

Amount to be Authorized

Automatically populated with the grand total dollar amount of the
requisition.

Authorizations Found

Indicates the total number of users that have already authorized
this requisition. Once the “Authorizations Required” field equals the
“Authorizations Found”, it can be finalized.

Authorization Role

Lists the authorizers’ role and description of those who can
authorize this RQ. Field cannot be revised.

Authorization Date

Will auto fill once Authorize is selected and will list the date and
time the user authorized the requisition.

Comment

Allows the authorizer to enter comments.

Role

Populated with the authorizers’ role. Field cannot be revised.

Once a user selects Authorize, the following prompt displays confirming the authorization and the
Authorizations Found field will increase by one. The Authorization Date and Role fields will also become

populated.

Microsoft Access

Authorization completed,
Requisition 5tatus can now be finalized.
Mo further authorizations will be required.

oK

Click OK.
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Once a requisition is authorized, emails are sent the buyer(s) to generate a Purchase Order. The status
can be changed to Ready for Buyer to create PO.

If a user attempts to authorize a requisition that exceeds his limits for that department, this prompt will

display.
x|

Click OK.

Unauthorize

If the user authorized a requisition and wishes to retract the approval, click Unauthorize. This prompt

displays.
X

Click NO if you do NOT wish to go forward with the un-authorization process or click YES to proceed.

The following prompt confirms removal and the number of Authorizations Found is reduced by one.

x

Click OK.
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Display Authorizations

Select to view all Authorizations that have been obtained for this RQ.

Requisilion Entry Buyer/Requisitioner/Authorizer: === |Lany Hook .
Fiscal Year: 2018 [, | Department #: [01 + | [Maintenance [[] All Departments ij
Location: |1 w | [Maintenance [] All Locations o .
Status: [Ny, [ [New Requisition #: 000000000017 w| 2 |[] Buyer Requisitioner Authorizer
Authorizations Required: ’_‘I Amount to be Authorized: | $500.00 Authorizati Found: ’T New
Authorizer Hame Authorizer Title / Role Authorization Date Master
|Joe Smith |Director of Maintenance | 51642017 3:46:05 P Brief Line
|Department Manager Full Line
Documents
Other GL
Contract /
Project
Send Email
Transfer
Cancel
¥alidate
Authorize

Purchase Order

When the Requisition has been completed, has its required quotes, has been shopped, and has its
required number of authorizations, the buyer can generate a Purchase Order.

All changes must be in place before the requisition is turned into a purchase order. Once the PO has
been created, there can be no further changes.

Purchase Order will create a new purchase order based on the information entered into the requisition.
The system will display a prompt listing the new PO number created.

Microsoft Access

g Create Purchase Order?

Click yes to continue to create a new PO and no if you wish to go back
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Microsoft Access “

Purchase Order Created.

10000167-000

At this point, the new purchase order can be accessed via the Purchase Order Entry form. When viewed
via the PO module the user will see that the status of the PO is “Purchase Order.” Again, this means no
further changes can be made to the PO.

The status of the RQ is changed to Purchase Order Issued.

Requisniﬂn Enlw Buyer/Requisitioner/Authorizer: == Pat D'odd
Fizcal Year: 2017 || Department #: |22 " |SunLine Maint Mechanics [] All Departments
Location: 1 w |Garage [] All Locations
Status: ’W|New Requisition #: 00000315 w Buyer Requisitioner Authorizer

T —

e
Requizsition Date: | 12M15/2015 35310 PM  Date Wanted: [12/22/2016 tabus: |Purchase Order lzsued PO #:| 10015392 000

Purpose: [100 = |Buz Farts Tact #: |

Clone

The Clone option will duplicate a requisition. The user must be a buyer or requisitioner for the
department.

Microsoft Access

9 Create new requisition?

The confirmation message displays with the next requisition number.

Microsoft Access E

o Mew Requistion # 00000044 created.

Click OK.

The Requisition Master form displays; the cloned Requisition will be in a ‘New’ status and all fields are
available for editing if needed.
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Print

This option allows for the printing of requisitions regardless of status. The print button options can be
selected in any combination. Clicking Print and not selecting any of the check boxes will result in a print
out of the requisition with information found on the master button and only the fields as seen via the Brief

Line option.

Requisition Entry

Buyer/Requisitioner/Authorizer: |

Donlyn Figenbaum

Fiscal Year: 2018 [, | Department #: |01

Location: |1

W |Maintenance [T] All Departments

[] All Locations

W |Maintenance

Status: N[, | [New

Requisition #: 00000027 v | ? |[¢/] Buyer []Requisitioner [ | Authorizer

New
Print Options e
aster
Print Full Detail T
Print Line Item Notes nel tine
Print Documents Full Line
Print Approvals Documents
Print Price Quotes Other GL
Print Funding Save Options Contract /
= Project
Print
Send Email
Transfer
Cancel
VYalidate
Authorize

Diszplay
Authorizations

Purchase
Order

Clone

Print

Field

Description

Print Full Detail

Check box to print fields as seen via the Full Line option which include: WO #, Asset
Type, Asset #, Project #, Cancellation information, GL budget and posting accounts
and created and updated by fields. The standard fields that print when this box is
not checked will also appear such as item #, description, vendor #, quantity, unit
cost, tax, total price etc.

Print Line Item Notes

Check box to print notes that were entered via Notes found in both Brief[JLine and
Full Line options, even if you do not check Print on PO/Req in the Note section.

Print Documents

This option prints the information entered via Documents. Note: Any attachments
added via the Documents button appear as either an icon or a small image of the
document depending on whether the Display As Icon field was checked.

Print Approvals

Electronic signatures will appear if they were setup via the Employee Authorization
Setup form on the Path To Signature field

Print Price Quotes

Price quotes will print if any were created via either the Brief Line or Full Line
options and Quotes was selected.

Print Funding

Funding data will print if any were created via the Full Line option and Funding was
selected.

Print button

Click Print to proceed with printing the requisition with the desired options selected.
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Save Options

Microsoft Access

o Print cptions saved.

Click Print. This prompt displays.

OK

9 Print requisition?

Microsoft Access

Yes

Reset Pin #

This button is deactivated as users can reset their own pin numbers from their My Profile in the Setting Tab.

Requisition Ently Buyer/Requisitioner/Authorizer: ||

Fiscal Year: ... Department #: |

|

[] All Departments

Location: = |

Status: | | |

[] All Locations

Requisition #: | |7 |[m] Buyer [m]Requisitioner [m] Authorizer

New

Master

Brief Line

Documents
Other GL

Contract /
Project

Send Email
Transfer
Cancel
Validate
Authorize

Display
Authorizations

Purchase
Order

Clone

Print
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Go to My Profile

.

A ADMIN w 3
>

MY PROFILE “

PRODUCT INFO

5] LoGour

From the Settings Tab, the user will change their Pin. Enter New Pin, Repeat Pin and click the Reset Pin
button.

User Profile

MATION SETTINGS

Change Password

0ld Password Password Requirements

New Password

Repeat password

Update Security Question

Question

Answer

Change PIN

New PIN

RESET PIN
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Authorizer Availability

Finance/Procurement/Requisitions/Authorizer Availability

FNRQ_AuthorizerAvailabilityForm

The Authorizer Availability form displays which authorizers are currently available to authorize requisitions
and also allows the authorizer to change their availability status.

Authorizers Available

Department i#:

Available Authorizers Only

Role: | w!| [+] All Roles
Authorizers
Update
Field Description
See the availability of authorizers by entering a department from the
Department drop down list. This is a required field.

Available Authorizers Only

The check box allows the user filter for authorizers that are available
or not.

Pick a specific role from the drop down to filter for those authorizers who have

Role been assigned that role. Leave blank to display all roles.
If a role has been selected in the previous field, the system will
automatically uncheck this box. Leave the check box to display
All Roles authorizers from all roles.

Authorizers

Once the search criteria has been

selected, click Authorizers. This form displays.

Authorizers Available

Department #: 11 v | Maintenance

Available Authorizers Dnly

Rale: |Exec “ |Executive Directar []&ll Roles =
Authorizer Mame Title PIM Expires Email Amount Avail Role
4 |D0nlyn |Exec: Dir | |dfigenbaum@fleet-net.com | $595.933.00 |Exed Autharizers
|Sall_l,l Srith |Buyer | |ir0hrbaugh@fleet-net.c:om | $100,000.00 |EHEC Update
Update

Update allows the requisitioners to designate their availability for the purpose of alerting others whether

they will be available to authorizer

© 2022 myAvail
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Authorizers Available
Department #: 01 w | [Maintenance [] Awailable Authorizers Only
Role: |Exec W |Executive Directar []All Roles
Requisitioner/Authorizer: 0100 |Lany Hook Authorizers
Update
Field Description
Requisitioner/Authorizer The requisitioner must enter their Requisitioner ID
Pin # The user must enter their PIN
Uncheck or check the box to designate whether the requisitioner is available
Available For Authorizing for authorizing requisitions.

Requisition Status Inquiry

Finance/Procurement/Requisitions/Requisition Status Inquiry

Requisition Status Inquiry

FNRQ_RequisitionStatusinquiryForm

The Requisition Status Inquiry form allows the user to search the entire requisitions database by multiple
criteria options.

The various criteria allow the user to filter the data in order to find certain requisitions. More than one

search criteria may be entered in at one time. The more criteria that is entered the smaller the pool of
requisitions to select from.

Once the criteria has been entered into the following fields: Requisitioner, Department, Location or Status
then Search Req’s can be selected or the Requisition # drop option can also be selected. The
Requisition # drop down option will NOT reflect the selection criteria for Search by Item Description,
Vendor #, Vendor Name or Search Name. For these options use Search Items.

Requisition Status Inquiry figquiziionel; |
5 h By Item D phi |
Department #: | wl| Vendor i vl
Location: v | Yendor Mame: w
Status: | |, Requisition #: v Search Name: w
Search ltems
Field Description
Requisitioner To filter for all requisitions created by a certain Requisitioner, enter the requisitioner

id. To see all requisitions, regardless of who created it, leave the field blank. Once
entered, select the Requisition # drop down field or Search Req’s to view the search
results.
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Department Enter a department to narrow down all requisitions assigned to the department
entered or leave blank for all. Once entered, select the Requisition # drop down field
or Search Req’s to view the search results.

Location Enter a location to narrow down all requisitions assigned to the location entered or
leave blank for all. Once entered, select the Requisition # drop down field or Search
Req’s to view the search results.

Status Enter a status to narrow down all requisitions with the particular status entered. For
Example, to see all requisitions that have been cancelled, enter a “C”, then use the
Requisition # drop down or Search Req’s. Only cancelled requisitions will appear.

Requisition # Once the search criteria options have been selected, click the drop down option to
see which requisitions met the criteria selected. To select one, double click the
requisition number to display the master form. Brief Line, Full Line, Documents,
Approvals and Print buttons allow the user to see details of the requisition

Search By Item The following four fields will search the line item database. Enter an item description
Description to search for. For example, if looking for all requisitions used to procure a desk type
“desk”. The word desk can appear anywhere on the line description such as Desk,
Oak Desk or Executive Desk Mahogany. Once entered, you must click Search
Iltems.

Vendor # Enter the vendor number to search for. Then click Search Req’s to search for this
vendor, if located on the Master button within Requisition Entry or click Search
Items to find the vendor on any of the line items.

Vendor Name Enter in the vendor name and press enter. The system will populate the Vendor #
field above to conduct the search. See search instructions for vendor #.

Search Name Enter in the vendor search ex: Smith, Joe Parts. The system will populate the
Vendor # field above to conduct the search.

Search Req’s

Click Search Req’s after selection criteria has been entered into the following fields: Requisitioner,
Department, Location or Status. The list of requisitions will display that meet the criteria selected.

Requisition Status Inquiry iequistioner: |
Search By Item Descrption |
Department #: |07 w |Maintenance Vendor #: w |
Location: v | Yendor Mame: w
Status: ’_vli Requisition #: w Search Name: w
Req -
Dept# Loc Requisition # Status Date Amount Purchase Order # Contract #
| ij] I‘I_ |DDDDDDDDDDD1 |Purchase Order [zsued | BH1?£2D1B| $5,000.00 | 10003038 IW| T
|Bus Parts
| ij] I‘I_ 000000000002~ [Purchase Order Issued | B/21/2016 | $1.000.00 | 10009033 W|
|Bus Parts
[ ot |1 000000000003 [Purchase Orderlssued | B/22/2016 | $1.00000 | 10003040 | 000 |
|Bus Parts

Search Items

Click Search Items after selection criteria has been entered into the following fields: Search by
Description, Vendor #, Vendor Name, Search Name. The list of requisitions will display that meet the
criteria selected.
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Requisition Status Inquiry Hequiitioner.
S h By Item D phi |
Department #: (01 v | [Maintenance Vendor #: 54123455, || A Auto Parts
Location: v | Vendor Name: v
Status:[ [y [[ Requisition #: w7 Search Name: =
Req
Dept # Loc Requisition # Status Date Amount Purchase Order # Contract # Search Req's
| o ’1_ |UDUUUU24 |Pulchase Order lssued | FARL2MT | $500.00 | 10000227 ’W |
|Bus Parts
| o ’1_ |UDUUUU3B |Pulchase Order lssued | 1041152017 | $750.00 | 10000205 ’W |
|Bus Parts
| o ’1_ |UDUUUU3? |Pulchase Order lssued | 1041152017 | $250.00 | 10000208 ’W |
|Bus Parts

Hover over the Requisition # field; the prompt displays
to bring up the following form.

. “Double-Click to see more details”. Double click

Requisitioner:

Requisition Status Inquiry

c

h By Item D phi |

Department #: | X | Vendor #: 44123456 ., | Ad Auto Parts
Location: w | Yendor Mame: w
Status: | |, Requisition #: w Search Mame: w
Req 5
Dept # Loc Requisition # Status Date Amount Purchase Order # Contract # Search Req's
| ] ,‘I— |DDDDDD24 |Purchase Order lssued | 7AE/2007 | $500.00 | 10000227 [} |
Double-Click to see more details

For more details pertaining to each of the fields for the following options, refer to the Requisition

Entry portion of the manual. None of the data displ
Master

Shows the heading portion of the requisition.

ayed in the following options can be revised.

Department #: | 01 Location: ’1_ Requisition #: | 00000041 M aster Brief Line | FullLine  Documentz | Approvals | Print
Requigition Date: 114372017 9:27.00 AM Date Wanted: | 1/31/2012 Status: | Mew PO #:
Purpose: [100 |Bus Parts Contract #: |
- Comment: |These are the special instructions in the Order From
Pay To: |AA123456 i
(@) Order From :lpam‘;: B filo Barts b an the Yendar Master Farm
() Ship To Address: PO EBox 123
Address: South
Citp/State/Zip: LAS WEGAS MY 89117-
Attention: |Bob 'ilzon
Phone #1/Ext: [702) 1234567 123
Phone #2/E xt:
Fax #: [702] 9576543 [] Taxable Freight Gross: $545.80
E-Mail Address: |aaauto@gmail com Taxable Gross: $0.00
Vendor #: [44123455 |4 Auto Parts Sales Taz Percent:
Ship ¥ia: |ups Terms: | FOB: |hest Sales Tax Amount: $0.00
Buyer: | Requisitioner: |FIeet-Net Tech Freight:
Retainage Percent: Retainage Amount: Deposit:
Created: [pdadd | 117372017 3:27:00 AM [FNRE_RequistitionE ntryForm Net Due: 345,50
Updated: |dfigenbaum | TAFR20E8 122233 PM |FNHG_HequisitionEntryFolm
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Brief Line
Shows the line item detail that was entered via Requisition Entry.
Department #: o Location: |1_ Requisition #: 0000a041 Master Full Line || Documents || Approvals || Print
Line Stk Internal Item # Descrphlion U/M  Quanhty Unit Price Tax Total Price
1 |999-111 ‘TUHNEUCKLE |EA Motes
Vendor #: 44123456 |M Auto Parts Date Wanted: |11/15/2017
Vendor Part #: [ddd ddd
[Ea | 10.00 | 84.550000 [ | $245 50
Notes can also be selected to view notes pertaining to a line.
Department #: | 01 Location: | 1 Requisition $: | 00000041 Master || Brief Line | Full Line | Documents || Approvals | Print
Line Stk Internal Item # Description U/M  Quantity Unit Price Tax Total Price
1 |999-111 ‘TUHNBUCKLE |EA Hotes
Vendor #: [44123455 |M Avta Parts Date Wanted: |11/15/2017
Vendor Part #: [ddd ddd
|EA | 10.00 | 84.550000 [ $845.50
& FNRQ_RequisitionInguiryLineltemNoteSubForm = =
Line Comment

1 [These are for the new vang ariiving nest week| ~ Print On PO/Req

Created: |pdodd | 114342017 9.28:58 AM |FNF| (_FulRequisiionForm

Updated: |pdodd | 114342017 3:29:09 AM |FNF| (_FullRequisitionForm

Full Line

Shows the line item detail that was entered via Requisition Entry.

Department #: ol Location: ,1_ Requisition #: 00000041

Master Brief Line

Documents || Approvals Print

Line Stk Internal Item # Description U/M  Quantity Unit Price Tax Total Price
[ 1 [333-111 ‘TUHNBUCKLE [E& Notes Quotes [}
Vendor #: |AA1 23456 |AA Auto Parts Date Wanted: |11/15/2017 Price Quotes

Yendor Part #: |ddd ddd
[Ea | 10.00 | 84.550000 [ | $845.50

Work Drder #: ’7 Aszet Type: l— Aszset #: Quotes Dbtained [ ] Fixed Asset

Div Account Mon Year Div Account [[]Cancelled Cancellation Code: ’—
Budget: " 207

Posting 200 1030150100 Reason: |

Notes and Quotes can also be selected to view data pertaining to a line.
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Department #: | [i]] Location: ’1_ Requisition #: | 00000041 Master Brief Line | Full Line | Documents  Approvals | Print
Line Stk Internal Item # Deszcription U/ Quantity Unit Price Tax Taotal Price
1 |999-111 ‘TUHNBUEKLE |EA Notes Quotes
Yendor #: [42123456 |8 Auto Parts Date Wanted: [11/15/2017
Vendor Part #: |ddd ddd
|EA | 10.00 | 84550000 [ | $845.50
Work Order #: Asset Type: | Asset #: | Quotes Obtained [ | Fixed Asset
Div Account Mon  Year Div Account [[] Cancelled Cancellation Code:
Budget: 1 2my Posting |200 1030150100 Reason: |
=] FMNRQ_RequisitioninquiryLinettemQuoteSubForm - 0o x
Price Quotes  Line No: | 1 <
Date Walid Oty Price Extended
# Yendor # Yendor Name Quoted Thru Date  Quoted Quoted Price
1 |AA1 23456 |AA Auta Parts |11£1 EnE |‘I1£30£2D1? | 5.00 | 24550000 | $422.75
VYendor Address: |F'D Box 123 Price Determination: | o ‘
Contact Name: |Bob Wilsor| Phone/Ext: |[702) 123-4567
Comment: ["] Attached Document
— Document: —
DBE Code: - |
Re Created: |pdodd | 11372017 3:30:29 AM |FNHQ_FuIIHequisitionForm
Updated: |pdodd | 11/3/2017 9:30:51 AM |FNHQ_FuIIFlequisitionForm -
[ | | Record: M 1of2 L Search
I T
Documents
Shows the documents/attachments section of the requisition as entered via Requisition Entry.
Department #: m Location: ’1_ Requisition #: 00000043 Master Brief Line | Full Line Approvals | Print
Document Code: |Phato Reference: |‘|23
Comment: Attachment: Attached Document
dfigenbaurm 1/31 /2018 14710 Ph:
=

Bus 100.jpg (Command Line)

Hyperlink: |

[] Print on Requisition/PO

Created: |dfigenbaum [

143172018 1:47:02 PM |FNHQ_FuIIH equisitionF orm

Updated: |dfigenbaum [

1/31/2018 1:51:01 P |FNFEE!_FuIIFEequisitionFolm

Approvals

Displays the users that have authorized the requisition.

Department i | [Tl

Location: ,1_ Requizition #: |

00000024 Master Brief Line || Full Line | Documents

Print

Authorizer HName

Authorizations Required: l_‘l Amount to be Authorized: $500.00

Authorizations Found: l_‘l

Authorizer Title 7 Role Authorization Date

|Flest-Het Tech |

| 1043072017 11:27:02 &M

|F|equistionel
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Print

Allows the user to print the requisition from this form based on which options were checked.

Department 3: I m Location: |1_ Requisition #: I 00000024 Master Brief Line || Full Line | Documents | Approvals

Frint Options
[] Print Full Detail
[] Print Line ltem Notes
[] Print Documents
[] Print Approwvals
[] Print Price Quotes
[] Print Funding Save Options

Print

Quick Requisition Entry

Finance/Procurement/Requisitions/Quick Requisition Form

4

Quick Requisition Form

FNRQ_QuickReqEntryForm

Quick Entry is generally used when the user will not be shopping the item, contacting vendor for prices
and lead times, etc. The user fills out this form and forwards it on to purchasing. This form allows
requisitioners to enter Line Items and attach Documents. The buyer will use this same RQ but use the
Full Entry option to complete this requisition. There they can add item numbers, prices, vendors, and
guotes, as needed.

The Master form has fields to enter the Date Wanted, Purpose, and Comments.

Quick Requisition Entry Requisitioner: | [
Department #: | v I
Location: = I

Requisition #: v

New

Master
Line Items
Documents

Buyer

Cancel

Print
Reset Pin #
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LINE ITEMS

The requisitioner will fill out as much of the data as they know, but, ultimately a Quick Entry goes to a buyer
to be shopped.

Quick Requisilion Enlly Requisitioner: =+ |Larr_l,l Hook
Department #: [01 v | [Maintenance
Location: 1 w |Maintenance
Requisition #: 00000044 W
Line Part # Description U/M | Quantity Unit Price Total Price r—
[ 3 21234 test E& 2.00 20000000 $40.00
v Hotes Master
* v Motes
Documents
Buyer
Cancel
Print
The user can enter a part #, description, Unit of Measure, Quantity and Cost
Notes can be added to each line item.
Once all line items are entered the buyer(s) are notified via email
Quick Flequisition Entry Requisitioner: == |Larr_l,l Hook,
Department #: |01 w | [Maintenance
Location: |1 w |Maintenance
Requisition #: 00000044 w
Line Part # Description U/M | Quantity Unit Price Total Price New
» 21234 test E& 2.00 20.000000 $40.00 N
~ oles Master
* W Hotes Line Items
Documents
=| FNRQ_QuickReqLineltemNotesSubForm Buyer
Line Comment
> Cancel
2 |Test Noteq A Frint On PO/Req Print
Reset Pin #
v
Created: [dfigenbaum [ 143172018 3:08:09 PM [FNRO_FullRequisitionForm
Updated: |dfigenbaum | 143172018 3:08:09 PM |FNHQ_FUIIHequwsitionForm
BUYER
Click Buyer to notify the buyer(s) to shop the requested items
Quuick Requisition Entry Requisitioner: [+ [Lany Hack
Department #: |DT v |Maintenance
Location: [1 w | [Maintenance
Requisition #: 00000044 )
Microsoft Access
Mew
Master
This option will netify the departmental buyers =
that the requisition is ready to be shopped. bitvee (s
X Documents
Continue?
Buyer
Cancel
Yes No Print
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This Requisition has now been sent to the two buyers assinged to this department.

Quick Requisilion Enlry Requizsitioner: = |Larr_l,l Haok.
Department #: |D1 W |Maintenance
Location: |1 v | [Maintenance
Requisition #: 00000044 W
Microsoft Access New
Master
o 4 Email notification(s) have been sent. Line Items
Documents
Cancel
Print

Thu 2/1/2018 2:01 AM
Donlyn Figenbaum
**REQUISITION STATUS CHANGE*™ Department: 01 Location: 1 Requisiton #: 00000044

To Donlyn Figenbaum

Department: 01 Location: 1 Requisiton #: 00000044

Requisition_01_1...

**Requisitioner is done and buyer needs to shop items™*

CANCEL

A requisition can be cancelled and reinstated if necessary. Click Cancel.

Quick Requisilion Enlry Requisitioner: [==* |Lan_l,l Haok,
Department #: |D1 W |Maintenance
Location: |1 v | [Maintenance
Requisition #: 00000043 W

Microsoft Access

Master

Requisition can be reinstated at a future time. -
Line ltems

Do you wish to cancel the requisition? Documents

Buyer

Print

To reinstate this request at a later date, the user will pull up the RQ number in the system and click
Cancel again.
PRINT

Select Print to generate a hard copy of the requisition

Print line Item Notes and Print Documents are options.
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Quick Requisilion Entry Requisitioner: = |Lan_l,l Hook

Department i#: |D1 w |Maintenance

Location: |1 + | [Maintenance
Requisition #: 00000043 W
New
Print Options LR
[] Print Line Item Notes Line ltems
[T] Print Documents Documents
Buyer
= Cancel
Save Options
Print

Requisition Entry

It is recommended that FULL ENTRY is used, as it offers more options than this process.

Requisition Entry functions in a similar fashion as Requisition Full Entry. The difference is that rather than
allowing the user to choose who to send emails to at each stage of the requisitions process, email
notifications are sent automatically to the buyers and authorizers assigned to the particular department.
Note the button says Notify Buyer instead of Send Email.

Flequisilion Enlry Buyer/Requisitioner/Authorizer: == Lary Hook.

Fiscal Year: 2012 |.,| Department #: |D1 " |Maintenance

[] All Departments

Location: |1 w |Maintenance [] All Locations
Status: W |AII Requisition #: 00000043 v | [| Buyer Requisitioner Authorizer
Requisition Date: | 1/31/201811:20:14 AWM~ Date Wanted: |3/31/2018 || Status: |New PO #: | [ e
Purpose: [100 v | |[Bus Paits Contract #: | Master
Order From: | Comment: |These are the special instructions in the Order From Brief Line
(@) Drder From Name: biox o the Vendor Master Form Full Line
Address: D :
Address: b
City/StatefZip: w Other GL
Attention: Contract 7
Phone #1/Ext: Project
Phone #2/E xt: -
Fax #: [] Taxable Freight Gross: $40.00 Notify Buyer
E-Mail Address: Taxable Gross: $0.00 Transfer
Vendor #: | [ Sales Tax Percent: Cancel
Ship Via: [ups v | | Terms: | FOB: |best Sales Tax Amount: $0.00 Validate
Buyer: | Requisitioner: |Lan_n,| Hoak Freight: Authorize
Retainage Percent: Retainage Amount: Deposit: Display
Authorizations
Met Due: $40.00
Created: [digerbaum 173172018 11:20:14 &M [FHAE_FrequisttionE nigForm Fucchase
Updated: |dfigenbaum | 143/2018 216:51 PM |FNHQ_FuIIHequisitionForm &
one
Print

NOTIFY BUYER

Requisitioner will create the RQ and fill it in as completely as possible. In this scenario, the requisitioner
does the quotes and enters them on each line item as necessary. Once completely filled out, the
requisitioner will click Notify Buyer. This will email the requisition to all available buyers assigned to the
Department. The following confirmation message displays.
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Requisilion Enlry Buyer/Requisitioner/Authorizer: === Larmy Hook
Fiscal Year: 2015 [, | Department #: |01 W |Maintenance [C] All Departments
Location: |1 v |Maintenance ["] All Locations
Status: W |AII Requisition #: 00000043 v | [| Buyer Requisitioner Authorizer
Microsoft Access New
Master
This option will notify the departmental buyers Brief Line
that the requisition is ready to be shopped. Full Line
Continue? Documents
Other GL

Contract /
Yes Mo Project

Motify Buyer

Transfer
Cancel
VYalidate
Authorize

Dizplay
Authorizations

Purchase
Order

Clone

Print

Click yes to continue or no to go back

Flequisilion Enlry Buyer/Requisitioner/Authorizer: === Larry Hook
Fiscal Year: 2015 |, | Department #: [01 W |Maintenance [C] All Departments
Location: 1 v |Maintenance [C] All Locations
Status: [ [, ][a0 Requisition #: 00000043 v | [ Buyer Requisiti Authori
Microsoft Access flew
Master
Brief Line
0 4 Email notification(s) have been sent. .
Full Line
Documents
Other GL
Contract /
Project

Motify Buyer

If the Requisitioner is also a buyer, no emails are sent. The buyer will receive an email with a PDF of the
Requisition and this this message.

Thu 2/1/2018 8:13 &M
Donlyn Figenbaum
**REQUISITION STATUS CHANGE** Department: 01 Location: 1 Requisiton #: 00000043

To Donlyn Figenbaum

Department: 01 Location: 1 Requisiton #: 00000043

Requisition_01_1...

**Requisitioner is done and buyer needs to shop items™**

After the email is sent to the buyer(s), the Requsition Status changes to Buyer Pending.
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The next step is for a buyer to go into the Requisition and and review it. Once they are satisfied with the
vendors, prices, etc, they will click Validate. This automatically sends emails to available authorizers and
a copy back to the requisitioner.

Requisitiﬂn Entry Buyer/Requisitioner/Authorizer: == Joe Smith
Fiscal Year: 2016 [,,| Department #: |01 v [Maintenance [] All Departments
Location: |1 v | [Maintenance [[] All Locations
Status: I_V|AII Requisition #: 00000043 v | [v] Buyer []Requisitioner Authori
New
Master
e Brief Line
Microsoft Access Full Line
Documents
e Validate Requisition? Other GL
Contract /
FProject
T Motify Buyer
Transfer
: Cancel
Validate

Microsoft Access

9 Validation Complete,

Do you wish to lock down this requisition
so that authorizations can be completed?

Both recipients (buyer and requisitioner) receive this email. After the email is sent to the authorizers, the
Requisition Status changes to Authorization Pending.

Department: 18 Location: 1 Requisiton #: 2224

Buyer: Lawrence Tennial
Buyer Email: visbooks10@yahoo.com

Requisition_12_1...

**Buyer has finished shopping items and authorization is required**

Now the authorizer can log onto this RQ and authorize it. Since this requisition has been validated, no
further changes can be made to it.
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Requisilion Enlry Buyer/Requisitioner/Authorizer: | Joe Smith
Fiscal Year: 2015 [, | Department #: |01 W |Maintenance [T] All Departments
Location: 1 w |Maintenance [] All Locations
Status: | |, |AII Requisition #: 00000044 W Buyer [ | Requisitioner Authorizer
Authorizations Required: [ 1 A t to be Authorized: $100.00  Authorizations Found: [ 0 New
Mast
Authorization Role Authorizati Authori - astet
Role Description Required Found Brief Line
|Dept |Department M anager |‘I— |— Full Line
|Exec |Executive Directar |‘I— |— Documents
|F|eq |F|equisti0ner |‘I— |— Other GL
- Contract /
Record: W 1aof3 b Search Project
Motify Buyer
Authorization Date Comment Role Transfer
= Cancel
v
VYalidate
Authorize Unauthorize
h Authorize

Once all the required authorizations are obtained, this message will display. After the required number of
authorizions are obtained, the Requisition Status changes to Ready for Buyer to create PO. This

message will display.
Microsoft Access “

Authorization completed.
R5tatus can now be finalized.

Mo further authorizations will be required.

OK

This will generate another email back to the buyer(s).

Department: 18 Location: 1 Requisiton #: 2224

**Authorization is complete and buyer can now create a Purchase Order**

The next step is for the buyer to pull up this requisition and click on Purchase Order. The following
message will display.
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Requisition Enlry Buyer/Requisitioner/Authorizer: |~ Joe Smith
Fiscal Year: | 2012 |, | Department #: |D1 W IMaintenance
Location: |1 W IMaintenance
Slalus:' = |AII Requisition #: 00000044

[] All Departments
[C] All Locations

W Buyer [ | Requisitioner [V Authorizer

Microsoft Access

e Create Purchase Order?

An email goes out to the requisitioner, letting them know the RQ is now a PO.

New

Master
Brief Line
Full Line

Documents
Other GL

Contract /
Project

Hotify Buper
Transfer
Cancel
VYalidate
Authorize

Dizplay
Authorizations

Purchase
Order

Clone

Print

Requisition_18_1...

**Requisition is now a Purchase Order®*

Department: 12 Location: 1 Reqguisiton #: 2224

™

The following messages display.

o 1 Email notification(s) have been sent.

The PO number will now display at the top of the RQ.

© 2022 myAvail
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Flequisition Enlry Buyer/Requisitioner/Authorizer: | LN ]
Fiscal Year: (2017 || Department tt: |18 = ISafety and Training [[] All Departments
Location: 1 W |Main Garage [] All Locations
Status:l W |AII Requisition #: 2224 \ Buyer [ |Requisitioner [ | Autho
Requisition D ate: | 202772017 124052 P Date ‘Wanted: |3#1 5/2017 @ Status: IPurchase Order [ssued PO #:| 10000270 | 000

This Purchase Order will be completed through the Purchase Order module

Creating a Requisition

The requisitioner will find the vendors and prices; get quotes, etc. When this requisition goes out to be
authorized and turned into a PO, all needed data should already been included.

1. Select the Requisition Full Entry Card

Z

Requisition Entry - Full

FNRQ_FullRequisitionForm

e Buyer/ Requisitioner/ Authorizer
= Enter Requisitioner #.
= Enter PIN #.
= Fiscal Year
= Department/Location will auto-populate. If user is assigned multiple departments,
he or she can switch departments here.
2. Select the New button to create a requisition. The following will display

.
Microsoft Access ——

| Create new requisition?

Yes | [ No |

Note: Selecting the Yes button will display the new Requisition #.

i Y
Microsoft Access M

:I Mew Requistion # 3008 created.

Select OK and the following will display.
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Requisilion Enlry Buyer/Requisitioner/Authorizer: == Ginger S Letellier
Fiscal Year: 2015 [| Department #: [FINAN : ‘Finance All Departments
Location: |1 [FsTA All Locations
Status: |_EI|A\I Requisition #: 3029 E' /| Buyer |J|Requisitioner /| Authorizer
Hequisition Date: 4/30/2015 33858 PM - Date Wanted: |§| Status: ‘New PO #: |
Purpose: =l |7|| Contract #: | L
Order From: [=] |ﬂ Comment: __Blief Line
D GED Name: Full Line
Ship To Address:
Bill To Address:
B City/State/Zip: [=] Dther GL
ay io Attention: Contract 7
Phone #1/Ext: Project
Phone H2/Ext: -
Fax #: Taxable Freight Gross: 40.00 Send Email
E-Mail Address: Taxable Gross: $0.00
Vendor #: | [ Sales Tax Percent:
Ship Via: - |7‘ Temms: | FOB: | Sales Tax Amount: $0.00
Buyer: | Requisitioner: |Caro\ Swift Freight:
Retainage Percent: Retainage Amount: Deposit: Display
Authorizations
MNet Due: $0.00
Created: [cowit [ 4730/2075 3. 38:58 PM [FNRO_RequistiiorE ntryFom P"ﬁfn:fe
Updated: |cswift | 473072015 3:38:58 PM |FNF|Q_F|equist\t\onEntryForm
ione
Print

Enter in the following information.

e Date Wanted

e Purpose (User can add a new code via the Green Checkmark here).

e Order From -- Select vendor from drop down list or use Red Question Mark to search.
Note: There will be prompt to use selected vendor for all line items, select list Yes
or No if there will be a different vendor for each line item. However, if there are
several vendors, the items should be entered on separate requisitions, one per
vendor.

e Ship Via, Terms, Net Due, etc. (This will populate automatically if the information was
entered on the Vendor Master form).

Best practice:
Type the Requisition number and the requisitioner name and telephone number into the
comment box. That way it will print on the purchase order in case questions arise further
down the process.
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Requisition Entry  Buyei/Requisitioner/Authorizer: = Ginger 5 Letelier
Fiscal Year: 2015 [, | Department #: [FINAN || |Finance ] &ll Departments
Location: 1 [ |[F5TA e ANLocations 5
Status: [ [][an Requisition #: 3028 [+] [V]Buyer [V Requisitioner  [] Authorizer
Requisition Date: 4/730/201531729PM  Date Wanted: 5/6/2015 Status: |Puchasel]rdetlswad PO #:| 10023637 | 00D New
Pupose:[100 [ [/ | [Office Supplies Contract #: | Mot
. Brief Line
Order From: 001421 [o] 7 Comment: | Brief Line |
© Order From Name: (OFFICE DEPOT Ll 00
Ship To Address: 1503 U S. HIGHWAY 301 N. M
BaTe Address: SUITE 100 [ Documents |
City/State/Zip: TAMPA FL [=]33445 Other GL
Howlllo Attention: JULLA LEVY, REP, ACCT. NO. 22475435 BContactam]
Phone #17Ext: [727) 7988741  cel Project
Phone H2/Ext: (900) 3860225 | custsy _ _ =
Fax #: (313)621-1245 "] Taxable Freight Gross: $1280 Send Email
E-Mail Address: pdia levp@officedepot com Taxable Gross: lim Transfer
Vendor #: [001421 [OFFICE DEPOT Sales Tax Percent: [ Cancel
Ship Via: |BESTWAY = Temms: | FOB: |DES‘I']NA'I'ION Sales Tax Amount: $0.00 Validate
Buyer: [Ginger S Letelier Requisitioner: [Ginger 5 Letelier Freight: Authorize
Retail Percent: Retail Amount: Deposit: Displ
etanage etainage nk: epo: II i
Net Due: $1280 ———————
Created: [flesinetadmin 473072015 3:17:23 PM [FHRO_RequistiionEnlryFom ""i']d“;::"
Updated: [fleetnetadmin 4/30/2015 3:37-37 PM |FNRO_RequistiionE nliyForm
Print
Select Full Line and the following will display.
Line 5tk Internal Item # Descnption U/M  Quantity  UnitPrice  Tax Total Price
4 | U | ? | W History | Motes | Quotes
Vendor #: | 2| Date Wanted: ]
Vendor Part #: | )
| ]l | Ol
Work Order #: 7 | Asset Type: | Asset it | 7 | [[] Quotes Obtained [u] Fixed Asset
Div Account Mon  Year Div Account [a]Cancelled Cancellation Code: W
Budget: ” v " Posting v v Reason: |
Max
Field Name Field Field Type Description
Size
Line 3 Number This field will auto-populate.
Stk Yes/No Check the checkbox if the line item is an inventory item. Leave the box

unchecked if it is not.

Internal Item # 20 Alpha/Numeric | If the Stk box was not checked, this field defaults to NS (Non-Stock). If
the Stk box was checked, enter the inventory item number or search
for it by clicking the red question mark.

Description 50 Alpha/Numeric | If the Stk box was not checked, enter a description of the item. If the
Stk box was checked, selecting an inventory item will cause the
description to auto-populate this field.

UM 2 Alpha/Numeric | Select the Unit of Measure from the drop down list.

Vendor # 8 Alpha/Numeric | If an existing vendor will be used, enter the vendor number or click on
the red question mark to search by Vendor #, Vendor Name or Search
Name. If a vendor number was assigned to the Requisition Master and
the user indicated Yes to update all subsequent lines automatically,
then the vendor # will auto-fill all lines.

Vendor The vendor description will auto-populate.
Description
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Vendor Part # 30 Alpha/Numeric | If the particular stock item has been ordered from the vendor before,
the part # will automatically fill in. If it has never been purchased from
this vendor, enter the vendor’s part #.

Vendor Part # 50 Alpha/Numeric | If purchased in the past, the description will auto-populate, otherwise

Description enter the vendor’s description for this item.

Date Wanted Date Format | Will auto-populate if Date Wanted on the Master button has been filled

mm/dd/yyyy in, otherwise manually enter date.

UM 2 Enter the Vendor's unit of measure. This may be different from the
internal item’s unit of measure. Conversion must be set up if so.

Quantity Numeric Enter in the quantity desired.

Unit Price Enter in the unit cost for the item being requested. Before the
requisition is turned into a PO, costs must be assigned.

Tax Yes/No User must put a check mark in this field if the item being requested is
subject to sales tax.

Total Price The system will calculate the Total Price by multiplying the Quantity

times the unit cost. This field cannot be modified.

Budget and Posting DIV and AMOUNT fields are the same information.
If needed for a specific asset, the user can enter Work Order #, Asset Type or Asset #.

History Button

This option allows the user to search the entire requisitions history database by a description for
similar items requested. The search includes both stock and non- stock items. See detailed
description below.

Notes Button

This option allows the user to create notes pertaining to the specific line being created. See detailed
description below.

Totals Button

Click the Totals button to add up the line totals for a grand total of all of all lines.

**History

User can search through past Requisitions to see which vendor(s) a part was ordered from in the past. If
desired, they can click Requisition and add the item to the RQ they are working on.

**Notes can be entered by selecting the Notes button, with an option to print on the requisition.

Line

~|

Created:

fleetnetadmin

Updated: (flectnetadmin

1 | |Planning to needs 2 Mesh office chairs with armz and if nat too costly lunbar suppart,

Comment

Al O Print On PD/Req

8/26/2014 10:19:55 AM| FNRO_FullR equizsitionForm
/26,2014 3:00:23 PM| |FNRG_FullR equisitionFarm
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**Quotes can be entered by selecting Quotes. Complete as much information as you can. This
information can be examined by the authorizers when they receive this RQ for approval.

Price Quotes Line No: | 1

Date Yalid Aty Price Extended
i Yendor # Yendor Hame GQuoted Thru Date Quoted GQuoted Price
1 w |7 | |School Outfitters 8/26/2014 | @ 972602014 | @ 2.00 89.930000 $179.98
Yendor Address: N/A Price Determination: || w | |5 || Internet
Contact Name: |N/& Phone/Ext:
DBE Code: v || Attached Document
Comment: Online ordering - this is for 2 chairs Document: "__a_“
Created: flestnetadmin 87262014 1:42:42 PM| FNRQ_FullRequisitionFarm
Updated: |flestnetadmin /2642014 24722 PM| | FNRO_FullR equisitionFarm
2 w | 7 \ULINE Office Chair Quote 8/26/2014 | @ 9552014 | @ 2.00 199.000000 $398.00
Yendor Address: |N/A Price Determination: w ||
Contact Name: NE/& Phone/Ext:
DBE Code: v || Attached Document
Comment: Online ordering - this is for 2 chairs Document:
Created: flestnetadmin 872672014 1.50:55 PM| FNRQ_FullRequisitionFarm
Updated: |flestnetadmin 8/26/2014 24557 PM| | FNRO_FullRequisitionFarm
3 w || 7| |Sealing Zone 8/26/2014 | @ 94452015 | @ 200 199.930000 $399.95
Yendor Address: |N/A Price Determination: || w | |of | [Internet
Contact Mame: |N/& Phone/Ext:
DBE Code: v | Attached Document
Comment: Online ordering - this is for 2 chairs Document: | * VE =
\ 2
Created: flestnetadmin 872672014 1.58:26 PM| FNRQ_FullRequisitionFarm ';:_
Updated: |flestnetadmin /2642014 24621 PM| | FNRO_FullR equisitionFarm

Documents like quotes, photos, spec sheets can be attached in the document field on the right.

Once all line item(s) have been entered, the Requisitioner should click Validate. This verifies the integrity
of the data entered on the RQ. The user will see the following message.

N

Microsoft Access

9 Walidate Requisition?

If is chosen, the following screen will display.

Microsoft Access

0 Validatiocn Complete,

3. An email needs to be sent, notifying authorizers that this RQ needs approvals. This will usually be
the Department Manager and Director of Procurement (if under $25,000). If over that amount, it
will need additional authorizations, per transit policy.

4. Select|Send Email jand the following displays.
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Motify Authorizers [ | Motify Buyers [| Motify Requisitioner = Get Email List Send Email

Email Comments: We are down to our last 5 reams of paper. Board reports need to be printed ~

Mew Status: "

e Select Notify Authorizers.

e An email comment can be entered but is not necessary.
¢ New Status should be changed to Authorization Pending.
e Select Get Email List.

5. From the display list, select Department Manager and Procurement, whoever needs to approve this
requisition so it can go on to Procurement. Select Send Email.

Email Mame / Title Email Address

HEMBY (AU T-LIEMA8 dgrayzonizibjcta.org

6. Those with authorization ability will approve (or deny) this Requisition. They will receive an email
with a PDF copy of the Requisition. They will need to go into Fleet-Net to approve the RQ. Once
all authorizations are in place, the requisition will be emailed to the buyer. This person will turn
the Requisition into a Purchase Order with a touch of a button and then can send the PO on to a
vendor.
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Additional Features

TRANSFER

Requisition must still be in NEW status. Let us say an RQ was created with two items on it. While shopping
for prices, the Requisitioner realizes he will need to order one of the two parts from a different vendor.

Simply create a new RQ with the new vendor. Open the original RQ and click on . The following
screen will display. Fill in Department #, Location, and select the new RQ number from the dropdown. Click
in the Sel box at the far left, those items you want to transfer to a different RQ. Click Update.

Transfer to Requisition
Depaitment i | ||
Location: wl| m
Requizsition #i: = Select AN Unzelect A Update
[ Sel| Line Internal ltem B Desenption UM Wuanhty nit Pnce otal Price
LI 1 [monoooooe [/CROD END 3/4 MALE LH [Ea | 100 21390000 | $21.39
O zws | [ | 000 0.000000 | $0.00

You will see the following message.

Microsoft Access

From: 041 1 0030016
To: 041 1 0030018

Continue?

Click Yes to move the chosen items from the first RQ to the new RQ.

CANCEL

Cancel is atoggle button. An RQ can be cancelled and later reinstated. Once an RQ is cancelled, no further
changes can be made on it. If need be, it can be reinstated, which returns the RQ to New Status.

Click Cancel to get the following prompt.

Microsoft Access

0 Requisition can be reinstated at a future time.

Do you wish to cancel the requisition?

Click YES to see the following message, No to stop the cancellation. Once Yes has been clicked, no

changes can be made to the RQ.

Microsoft Access

6 Requisition can be reinstated at a future time.

Do you wish to cancel the requisition?

To reinstate, choose the RQ from the dropdown and click Cancel.
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Microsoft Access

e Requisition status is cancelled.

Do you wish to reinstate the requisition?

| Yes | | Mo

Click YES to reinstate the RQ to the New Status, No to cancel.

o Requisition was cancelled and is now reinstated.

Clone

The Clone option will duplicate a requisition. The user must be a buyer or requisitioner for the department.

0 Create new requisition?

The confirmation message displays with the next requisition number.

“ Mew Requistion # 00119 created.

Click OK.

The Requisition Master form displays; the cloned Requisition will be in a ‘New’ status and all fields are
available for editing if needed.
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Turning a RQ into a Purchase Order

1. Buyer will receive an email from the final authorizer containing a PDF of the requisition. The
RQ number will be referenced in the email subject line. Buyer must go into the Fleet-Net

program to authori

ze and PIN this RQ.

Ready for Buy:

i

Subject: **REQUISITION STATUS CHANGE** Department: 041 Location: 1 Requisition #: 030007

Department: 041 Location: 1 Requisition #: 030007

er to create PO

Regquisition_041_,.,

2. Choose Requisitio

n Full Entry Card

Requisition Entry - Full

FNRQ_FullRequisitionForm

3. Enter Buyer number (ENTER) and PIN (ENTER). The screen will open up to a default
department but Buyer may choose any department from the drop down. Buyer can leave the
Status field blank and enter the RQ number in the Requisition # field and it will bring up the
Master. This Requisition should be complete with all authorizations needed. User can
examine the items on this RQ by clicking Full Line.

Flequisitinn Entry Buyer/Requisitioner/Authorizer: [~ [Test Employes
Fiscal Year: 2017 Department #: [041 " IM;inlgnancg [] ANl Departments
Location: |1 [\ ][Main Garage [] All Locations
Status: [ TST[Al Requisition #: 030007 [ Buyer [ Requisitioner  [] Authorizer
Requisition Date: [ /272016 1:2436 FM  Date Wanted: [10/5/2016 |11 Status: [Ready for Buyer ta create PO PO #: | [ New |
Purpose: [100 Tl k7 I_Eus Paits Contract #: | B
-
Onder F Order From: (130315 [ ] 7| Comment: m
(&l rderoony Name: |Mid-city Office Products e
() Ship To Addiess: PO Box 957
| Address:
Bill To
. o City/State/Zip: Rockford IL []611050857 Other GL
O Pay To Altention: Contract 7
Phone #1/Ext: Project
Phone #2/Ext:
Fax #t: [] Taxable Freight Gross: $392.96
E-Mail Address: Taxable Gross: $0.00
Vendor #: [130815  [Mid-city Office Products Sales Tax Percent:
Ship Via: | [o] /| Temms: [Net1s FOB: | Sales Tax Amount: $0.00
Buyer: | Requisitioner: |Lawrence Tennial Freight:
Retainage Percent: I Retainage Amount: I Deposit: I
Met Due: $398.96
Created: Ipdudd I 9/2/2016 1.24.:36 PM |FNHQiﬂeuuistiliUnEnlryFUrm
Updated: |pdodd | 91872016 8:31:20 AM |FNF\Q_FuHF\equisiliunForm
ione

4. Click Display Authorizations in the row of buttons on the right. The following screen will
appear showing you that the necessary number of authorizations have been completed.

© 2022 myAvail

Page 70 of 73



myAuvail Requisitions User Guide

Hequis“ion Enlry Buyer/Requisitioner/Authorizer: = Pat Dodd
Fiscal Year: 2017 |, | Department #: |E|41 W |Facl||lles [] All Departments
Location: [1 v | [Main Garage [] All Locations
Status: ’WlEuyer Pending Requisition #: 030003 w Buyer Requisitioner Authorizer
Authorizations Required: | 2 Amount to be Authorized: [ $500.00  Authorizations Found: [ 2° Mew
Authorizer Name Authorizer Title / Role Authorization D ate Master
|Lawence Tenial |Maintenance Manager | 2/2/2017 256:08 PM ‘ Brief Line
|Department Manager Full Line
[Pat Dodd [Fleet-Net Technician [ 2272017 25442 PM ‘ Documents
[Department Manager Dther GL
Contract /
Project
Send Email
Transfer
Cancel
Validate
Authorize
Display H
Authorizations |

5. Click Purchase Order in the row of buttons on the right. The following message will pop up.

Microsoft Access =

o Create Purchase Order?

Click Yes. The following message will pop up containing the new PO Number.

Microsoft Access -]

Purchase Order Created,

10000265-000

6. Notify the Requisitioner that you have created the PO so they can place their order. If you will
be placing the order, go to item #8.
a. Click Send Email.
b. Choose “Notify Requisitioner.”
c. Click Get Email List.
d. Choose from the list those you wish to send this email to. Check the box by their
names.

e. You may put a note in the Comments box, which will print on the email.

Requisition Entry Buyer/Requisitioner/Authorizer: == |Tesl Emplopes
Fiscal Year: 2017 Department #: [041 [<] [Maintenance All Departments
Location: 1 [][Main Garage All Locations
Status: [ [][al Requisition #: 030005 [v] ¥ Buyer [wiRequisitioner [v] Authorizer
[] Motify Authorizers [ | Motify Buyers [] Notify Requisitioner | Get Email List | Send Email New
Email Comments: |Here you go. - Master |
Biief Line |
New Status: [ ]| Full Line
Email Name / Title Email Address Documents 1
‘ﬁ‘ B4 [Cawrence Tenrial [pdodd@flestnet com e
[Maintenance Manager Contract / I
Project |
Send Email |
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f.  Click on [Send Email.

7. If you have another to do, you can enter the new number into the Requisition # field. If there
are several needing PIN’ing, you can choose F in the Status field at the top of the screen and

only those requisitions needing to be PIN’ed will show in the dropdown box.

8. If you, the buyer, need to send this Purchase Order to the vendor, note the PO number and
bus out of RQ. On the Requisition menu, you will see a menu item to take you over to the PO

module.

In the PO menu, choose #1 PO Entry Maintenance. Then #2 Print Purchase Orders and enter the PO
number in both Starting and Ending fields. You can use the drip down to locate the PO number too.

Click Print.

Print Purchase Orders

Frmy

Purchase Orders s
[] Requisitions T
["] Received

[[] Invoiced

[] Closed

[] Show Back Orders

Starting PO #: 10015337 000 .,
Ending PO #:/10015397 000 | .,

[] Include Posting Account

The Print Preview of the PO will display. Right click on the document.

Purchase Order

020820

[Po #[10015297-000 |

AT

| Date Crdered |

|Date Wanted | 121152018

Froem| Big A Autc Parts
PCx Box 28910
Chicage, IL 90593

Attention: STEVE CALVERT

Ship To it

[815) 981-2227

Authorized By Pat Dodd, Fleet-Met Technician Date: 27272017 2:54:42 PM
Bl To Rockford Mass TransR 520 Mulbery Rockfod, L 61101

[Terms|coD Ship Via| | [Fob|
Lins [ Guanty Description i UM Unit Cost Total
1 1.00 d EA 0.0 OO0 $0.00
2 500 [r2 EA | 100.000000] $500.00
22
Hon Taxable $500.00
Total 2500.00
Het Due 2500.00
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Choose Send To.

Beport View

BIc

Print Preview

Zoom: Fit -
One Page

Multiple Pages 3
Page Setup...

TP B0

Brint...

Export 3
Send To 3

B Close

Choose Send To Mail Recipient

[@ Mail Recipient (as Attachment)...

Choose PDF format and click OK.

Select output format:
Excel 97 - Excel 2003 Workbook [*,xls oK
HTML (*.hitm; *.html)

Ddicropaft-Excal 50085 Warkbook (%, xls) c |
PDF Format {*.pdf) ance

FT TR T )
Snapshot Format (*.snp)
Text Files (*.txt)

¥PS Format (*.xps)

Output
& Al

Selection

An email will open with a PDF of the Purchase Order Attached. Send the email to the vendor, copying any
internal contacts as per transit procedure.

= HJd s Untitled - Message (Plain Text) 7 E B %
MESSAGE | INSERT ~ OPTIONS ~ FORMATTEXT  REVIEW  ADOBEPDF

okl Cut o n 21 e U] . | ™ Follow Up~

5 & 4 v 5 % [ 4 3
Copy ! High Importance

Paste BT U W-A Address Check | Attach Attach Signature Zoom | Apps for

- Format Painter Book MNames  File ltem~ = ¥ Low Importance Office

Clipboard el Basic Text MNames Include Tags ! Zoom Add-ins ~

To..

=1

Subject

Attache® T pyrehase Order Report.pdf (11 KE)
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