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Set Requisition Preferences - Multiple Accounts

Audience: Requesters

Purpose: This job aid will provide guidance in setting up preferences to allow for ease of purchase
requisition process.

Step Action

1 Log into Oracle.
Home Page -> Procurement > Purchase Requisitions
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2 Click the More Task button and select Update Requisition Preferences.

Requisitions

Recent Requisitions. r—r— Recen Purchases

First A K1 - M Case - Leval 1 Incompiste
- Ineorrpialn

18 First A Crasr oovered in Won-porous oiw Eye Lamp P aprosd
ENVELOPES #90 Incompsstn

ENVELOPES 990 8 Hopm
$95 Each $80.24 Each $78S Each $0.00 Each 15099 Cach

&2 1 aa 1 2 ¥ A L]

3 Under the Favorite Charge Accounts click the Add Row button. The ‘+'icon
represents adding a row.
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Edit Requisition Preferences

Requisitioning BU Lucas County
4 Shipping and Delivery

* Requester Chapa, Jessica
* Deliver-to Location Support Services

Destination Type Expense | v

4 Billing
4 Projects
Project Number Q
Task Number

Expenditure Type

Expenditure Organization

4 Favorite Charge Accounts L

Primary * Nickname * Charge Account Delete

Click in the *Nickname field. Requesters can enter multiple Charge Accounts with
identifying Nicknames if they normally use more than one account to charge
requisition lines to. One account must be identified as the default primary (Tick
Mark) account.

Enter information into the *Nickname field.
Favorite Charge Accounts

Primary * Nickname

Computer Products

Click the *Charge Account List of values button. Select the default charge account
values that will default into the Requisition.

* Charge Account
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Charge Account x

4 Hide Segments

GL Fund| 1010 w  General Fund

GL Department| 114001 w Support Servicas > 2510

— Genera_l Govt - Legislative &

GL Program | 50 Exacutive

Furniture Fixtures & Egpt >|
GL Account| 121500 ¥ 121500

GL Project| 00000 v NIL

GL Future | 00000 w Default

Search Reset |§ancel

7 Click the OK button.
8 Click the Add Row button. The ‘+'icon represents adding a row.
4 Favorite Charge Accounts
Primary * Nickname * Charge Account Delete
(V] Computer Products 1010.114001.50.121500.00000.0( EB, x
9 Click in the *Nickname field.
10 Enter information into the *Nickname field.
4 Favorite Charge Accounts
Primary * Nickname
(] Computer Products
© Furniture & Fixtures
11 Click the *Charge Account List of values button. The Requester can click on the drop-
down list and search for value for each of the specific account segments.
Charge Account x
| A Hide Segments
GL Fund| 1010 w General Fund
GL Department 114001 ¥ Support Services > 2510
GL Program| 50 g:::J:LEGDn-Legislaliue&
GL Account 630007 v Office Supplies > 514121
GL Projecy 00000 v NIL
GL Future] 00000 w Default
Search Reset |§incel
12 Click the OK button.
13 Click the Nickname field to select the row that will be the primary Charge Account.
14 Click the Actions menu.
15 Click on Set Primary.




4 Favorite Charge Accounts

-

Primary * Nickname * Charge Account Delete
o Computer Products 1010.114001.50.121500.00000.0¢ EC“\ x
® | Furniture & Fixtures 1010.114001.50.630007.00000.0( E 4

Save and Close | Cancel

16

Click the Save and Close button.

17

To view how the default values, fill in, click the More Tasks > Enter Requisition Line

link.
Notice that Deliver-to-Location and Primary Charge Account are defaulted in the

new requisition based on the preferences.

|

More Tasks w» Manage Req|

Enter Requisition Line

Lisitions

Request Noncatalog Item

|
Update Preparer and Requester
Update Requisition Preferences
Enter Requisition Line m m
i To Ssurce Type Suppher
frone Agreement
Pevision e
* item Description e
Sappes e
Suppiier Conta
* Catsgery Mams
Prone
* Croarmey
Fux
" UOM Name -
Cmas
* Prie
Supgaer e
Cumsncy
4 Delvery
* Requester | Chapa, Jussica a Deitverdn Location Type  inisma
Ruqousted Cstivery Dats  WT/T0 Y * Deliver-to Location  Support Sanvces
Suggesied Buyer Deirver- 0 Address ) Gowerrrent Canter, Sute 430, TOLEDO, O8 43604, UNITED STATES
4 Billing
Vw v Foomal v < Datuch
Project Costing Datails :Monml
Charge Accourt ” Besdpet Date “Percontage  Cuantity  Amount (USD) Funds Status. Delatn
Propot Task Number LCCSE
Numbar Ttem Cuate Troe Qrganizaton Tracking Code
090 114001 53,171800 nocoan: 5 tame oo 1 [Ep—

Toual 100 1
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Create Requisition from a Catalog (Internal and Punchout)

Audience: Requesters

Purpose: A punchout catalog consists of items that the supplier maintains. In the Purchase
Requisitions work area, a requester can click a link to the external supplier site from the
Requisitions page or the Search Results page. Here requesters can add items from the external
site to the requisition being created. After shopping at a supplier's site, you are returned to the
Purchase Requisitions work area. If you return from punchout with items, you are returned to
the Edit Requisition page where you can see the goods added as lines to the requisition. Follow
the normal process to edit and submit the requisition. Note: You can shop only at internet sites
to which Self Service Procurement directs you through a link. This job aid will assist you with
creating a purchase requisition from a catalog.

Create a purchase requisition from an Internal Catalog.

1 Log into Oracle
Home Page -> Procurement > Purchase Requisitions

= ORACLE N TP e

RUTH ASHFORD Me Users and Roles Accounting Contract
Distribution Management
Share thoughts with your colleagues.. )
1 0 0
Conversations | Following Followers = - 2
Supplier Portal Invoices General Accounting Budgetary Control

e Employee News

0 My Flags

Fixed Assets Financial Reporting Expenses Procurement
Center
b I_-Punj'mse e Purchase Purchase Orders My Receipls Negofiations
2 In the Requisitions window, click in the Search field, and enter an item to search.
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Requisitions More Tasks w

Manage Requisitions

Shop by Categoryw

Requester RUTH ASHFORD

Click the “ Search button.

4 Search results will display with a default quantity of “1”, noting description and price

Cart button.

LUCAS CODUNLY
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Search Results Shooping Lists m

per unit of measure. From the returned results, select a line item and click the Add to

m Horr-Latex Gloves _

¥ Categories Hide Filtars s n
4 Brand |
View v A Add 10 8h st Asd
s ‘ Price (USD) UOM Quantity Amount
4 Price | on-Lavkex Exsmination Gloves - Large - 100/ox 820 Each 820 us
I
- Mo i
8
& 5 82 Go A 20 820

5 Click the Shopping Cart and select Review to return to the Edit Requisition page.

Search Results

Mo Tasics w
watmiiusis m
¥ Categories Hid Fltars
4 Brand /
e v AddtoCart  Add to Shopping List  Add to Compars
OH & 5 SAFETY Description Price (USD) LOM Quantity
4 Price Nan-Lalox Examination Gloves - Large - 100/6cx 820 Ench
=

6 The Edit Requisition page is now displayed.

Select Y/N option for *State Contract - If yes, please insert Contract Number.
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Edit Requisition: 1193  sbos | chockeumie | armge gurovt | om0 [l s | + ] st |

Requisitioning BU  Lucas Courty dussification Requisition Amoant 820 USD

® Descripion  Mon-Lntex Examination (lowes - Lage - 100bex Approval Amount 820 USD

Funds Status. ol raserves
State Contract - If yes, pheasa Fart Contract
MNumser Atachenents Nowe
* State Contract - i yes, please inserl Contract Numbes | fes -

Hiale Contract Mumbe:

® Sole Source - I yes pleass atiach proot of Sole Source -
* Rusolulion Attsehod -
* Wll Saevices be pertormed on Lucas County property? -

Requisition Lines

Adios v Veww Fomaly B 4 X Froe = Detach
Line  Description Category Name * Quantity UOM Name Price  Amount (USD) Funds Status Delete
1 Mon-Latex Examination Glowes - Large - 100bax s 1 Esch 820UsD 820 Not resorved »
Total 820

7 Enter if 'Y'is selected enter a number in the State Contract Number field.
Edit Requisition: 1193 [ st [ cnack Funds | manage agprovas | viewror [l save | + | scomi |

Replsionteg £ Licws Doty Justitication Roquisizion Amount B30 LSO
* Duscripion  Mon-Lulex Exarminuton Gioves - Lange  100box Approval Amount B2 USD

Funds Status Mot reserved

2 Sl Coriract Attachments Nors
State Contract - If yus, please insarl Contract Numbee Yes v M

State Contract Mumbss 512345678500

* Sobe Sowurce - i yes please attach prool of Sols Sowrce -
* Resclution Altached -
® Will Services be performed on Lucas County property? -

Requisition Linas

Actons ¥ View v Fomaty X Frooms " Detach
Une  Description Category Name © Cusntity UOM Hame Prico  Amount (USD) Funds Status Delete
1 Man-Latex Exsmination Gioves - Langs - 100/ M5 1 Ench 520 USD B30 Not raserved x
Total 8.20

Rows Selected 1 Columns Hidden &

4 Line 1: Details

A Delivery

8 Select Y/N *Sole Source ("If yes please attach proof of Sole Source"). In this example
select ‘N’.
Edit Requisition: 1193 | stos | chock Funds | Manage agpecrais | view por W seve | = | subet |

Requisitioning BU  Luces County Jusiification Ruguisition Amount 820 USD

* Doscription  Mor-Latex Examination Gloves - Laege - 100max Approval Ameunt 830 USD

Funds States  Hol feserved

. Attachments Nons e
Stato Contract -  yos, ploase Insert Contract Number  Yis v

State Contract Number  A-1Z345678 5o Soue - If yea pisase attach proct of Scis
Sowrce

* Sole Bource - If yes pleass aftach proof of Sols Boureo | Mo .
® Resolution Attached v
* Wil Services be performed on Lucas County property? v

Requisition Lines

Atirs w View w Fomatw 5 S M Freeze |’ Detach
Line  Description Category Name * Quantity UOM Name Price  Amount (USD] Funds Status Delete
1 Hon-Latsx Eximinaton Glovs - Largs - 100%ex 345 1 Esch 870 USD 820 Mot esarved *
Tatal 820

Rows Selected 1 Columns Hidden 8

9 Select Y/N *Resolution Attached. In this example select ‘N’.
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Edit Requisition: 1193 o129 | chmck Pt | e sgprovie | v ror [ s | = ] 3t |

Requisit BU  Lucas County " 3
equisitioning as County Jusiification Requisition Amount 520 USD
* Description  Non-Latex Examination Gioves - Larga - 100/ Approval Amount 830 USD

Funds Status Wt reserved

Attachments Nore
© Stale Contract - If yus, pisase inserl Contract Number  Yes A

State Contract Kumber 412345675300

® Sale Source - If yes pleass attach proof of Sobe Scurce  No 1 Resohtion
Amachod
* Resolution Aftached  No -
* WIll Services be performed on Lucas County property7? -

Requisition Lines

Adion w View ¥ Fomalw B S X =" Detach
Line  Description ‘Categary Name * Guantity LOM Name Price  Amount (USD) Funds Status Delete
1 Monr-Latex Examination Gioves - Large - 100/bax M5 1 Esch 820 USD 820 Mot reserves x
Total 820

Rows Selectad | Columns Hidden &

10

Select Y/N *Will Services be performed on Lucas County property? In this example

select ‘N’.
%K %K %K %k %k 5k

Edit Requisition: 1193  svcs | covek rios | ana st | vireroe Jf e | = | 2ot

Requistioning BU  Luess County Justification Requisition Ameunt 8 20 USD

* Description  Mon-Lates Fanmeation Gloves - Laige - 100/ Approval Amount 830 USD

Funds States  Not resarved

Attachmants Hone 4
* State Contract - If yue, plarss insen Contract Humbed  Yes -

Stato Contract Number A 12345678500

* Sole Source - B yes pleasa attach proot of Sobe Source Mo v
. i yus, ploasa attach a current Bumay of Workors
Rasolullon Atisched  Na Y Comptrusation Poficy nd Wauminct Cenficale of
* Wil Barvices be parformed on Lucas County proparty? | o * i
Requisition Lines
Atons w Viewy Fomaly B X = Detach
Line  Description Category Name © Guantity UOM Name Price  Amount (USD) Funds Status Datote
1 Mor-Lates Examisston Gloves - Large - 1004s 15 1 Esh 820 USD 820 Mok reserved x
Total 820

Columns Hidden B

11

Does this purchase require the attachment of the LCIS Checklist? If so, please attach
in the Attachments section below.

12

Click the Check Funds button.




LUCAS COUNTY )

OHIO s

© Cconfirmatian *

The rasacion passed T hnds chick process.

View Funds Check Rosults 0K

13 | You can choose to View the Funds Check Results, or simply click the OK button.

14 Click the Save button.

m Check Funds | Manage Approvals | View PDF \m

Requisition Amount 8.20 USD

Approval Amount 8.20 USD

Funds Status Passed

Attachments None ==

15 | Click the Manage Approvals button.
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m Check Funds

Manage Approvals

Review the approval path for the requisition.

_ Lucas COUNTY
E )

Manage Approvals (Requisition 1193)

+

Section Stage or Participant

1 a 5] Header Prangproval Stegs

11 770 Amanda Thomasson - Recqusster FY1
12 4 33 Paratied
121 4 }3 Pre Agcroval Hooder Firil Responder Wing
1211 & Amanta Thomasson - Pre Agcroval Header Fri Responde: Wirs.
1212 & Ruth Ashiord - Fre Approval Header First Responder Wins

2 ¥ [ Hessr Stage

Haader Pregproval
& R T
s Amonds Tromassen & Ruth Ashiord
Hnnde;smqo
& ﬁnﬂlt:rmibru

-

Requisition Amount 8.20 USD

Approval Amount 8.20 USD

Funds Status Passed

Attachments None ==

m ¥ ¥

16

Click the Back button.

17

Click the Submit button.

10
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m Check Funds | Manage Approvals | View PDF ‘m

Requisition Amount 8.20 USD

Approval Amount 8.20 USD

Funds Status Passed

Attachments None =j=

18

Click the OK button.

11
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Action

Create a purchase requisition from a Punchout catalog.

1 Log into Oracle.
Home Page -> Procurement > Purchase Requisitions

SIGN IN
ORACLE APPLICATIONS CLOUD

AMTHOMA

o
Forgot Password
| English
_ LucAs COUNTY ﬁ) PO
e @
B
Socal Gatsing Starled My Danhboard
1 0 0
Convarsations  Fallowing Followers
@ Employee News
© wyFiags

2 Under the Top Categories section click the Staples icon.

12
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Requisitions More Tasks. w Manage Roqustions Shopping Listsw ¥ 0

Recent Requisitions View More Recent Purchases

Hio cata I

1450 Cement Mocer Operaior Swsiny.

s Indussrinl Cament Mixing Link
1954 VAndow Washing Service
153 Ford F-250 Heavy Duty Pickup Track
152 Road Maintenance Repasr - Asphalt fill for potholes.
Top Categories
E AN M staples
Computer Supples Mantenance Suoolies oo Supplos

3 Under Related Suppliers select Staples link. \

Search Results More Tatks v sworgussy [ W

Request Noncataksg Ber

This will connect you to the supplier site for ordering.

- = sHOP & Mossages Helpw B MyAccount v

) Staples LUCAS COUNTY W 50.00

———

| SEARCH Q BROWSE QUICK YOUR YOUR
4 CATEGORIES ~ ORDER ~  LISTS ~ DASHBOARD ~

>

Spark new ideas

Refresh your mindset with an organized and inspiring space.

i
On Contract U Contract On Contract On Contract On Contract
_
Gt &
* * &k *okok ki *kk W ok
10 CASES COPY Sharpée Pamansal Staples Notepads, 8.5 x Staples® |nvisible Tape, Kisanex Boutique Standard
PAPER™ Markers, Fine Point, Black, 11.75", Wide Rulad, Whita, 34" % 1,206%, 12/Pack Facial Tisausa, 2-Ply. 95
12/Pack (300011 50 Sh 12 Pad S23A0P1H Shests/Box GPack

13
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4 Search for Item by name or number.
5 Update the Quantity and Add to Cart. ‘
- " SHOP Accourt Number: 1844267DET Messages Help~ L My Account »
LUcas Cou ;5 $0.00
M Staples. LUCAS COUNTY ) -
Raview Cart (0]
BROWSE QUICK YOUR YOUR
| bt Q | CATEGORIES ~ ORDER ~  LISTS ~ DASHBOARD ~
Heme /| Paper & Stationery /| Copy Paper /. Copy & Multipurpose Paper B POF VERSION  =h PRINT
**10 CASES COPY PAPER™
Stapbes Itom # 135848 | MFR ltem #135848/TRSE958 | Customnes Hem #E33860
Beand Name/Marulacturer: Staples
oo e ok (59 On Confract
$415.30
$349.90 BX/10 @ Add to List
@ ON CONTRACT
(®) Delivery Chack Desvery Date —
* ko kd —
Staples 8.5° x 14" Copy
Paper, 20 Ibs., 92
Brightness, 500/Ream, 10
$63.11 crrso00
-
O Contract
[F
6 Click the Review & Check Out button.
X
o Added to Cart
**10 CASES COPY PAPER™
Customer Item # S33H6( Staples ltem # 135848 MEH Itern # 135848/ 1Hb6958
Continue Shopping
10 @ $349.90E8%/10  Item total: $3,499.00
FREQUENTLY BOUGHT TOGETHER
On Contract On Contract On Contract 0n Contract
-
Post-it" Super Lhic
Mave 20 the stiekl
* ok k& Tk ko *hkk k3 *Thkhk ki
Post-it®& Super Sticky Staples 11" x 17" Gopy Staples Memo Pads, 3" x Staples 8.5" x 14" Copy
Notes, 3" x 3°, Canary Paper, 20 |bs., 92 5%, College, Assorted, 75 Paper, 20 Ibs., 92
Yellow, 90 Sheets/Pad, ... Brightness, 500/Ream, 5 Sheets/Pad, 5 Pads/Pack Brightness, 500/Ream, 10
$10.67 pr/12 $48.12 c1/2500 $5.40 pis $63.11 cr/s5000
oo oo oo
7

Click the Submit Order button. This will return you back to the requisition. ‘

14
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i1 Staples SEARCH Q | BROWSE QuIck YOUR YOUR
CATEGORIES ~ ORDER ~  LISTS ©  DASHBOARD $3,409.00
My Cart B Frint as PDF
Subtotal $3,499.00

Items for Delivery
TOTAL $3,499.00

10 GASES COPY PAPER™ 41530 e $3,490.00

T £340.80 BX1D SUBMIT ORDER
Stapies fem # 135348 FRemave
MFR ltom # 135848/ TR58058
Customer ltom # BI3860

(@) oM contRACT

Glear Cart Update Cart
Subtotal $3,499.00
TOTAL $3,499.00

SUBMIT ORDER

8 View the Source information. Does this purchase require the attachment of the LCIS
Checklist? If so, attach in the Attachments section.
Edit Requisition: 1193 | snop | cnock runda | wanage appravats | viewror W save = | guben |

[
Requisitioning BU  Lucas County Justification Ruquisition Amownt  3433.00 USD

* Description  Stples "10 CASES GOPY PAPER™ Appreval Amount  Calmuiate Amount with Tax
Funds Seatis Mot resarved

Attachments Nore o
* Btate Contract - If yus, phiase Insert Contract Numbss Yes -

State Contract Wumber  A-1ZMS56TAS00

* Soie Sowrce - W yos plsase attach proof of Sole Source Mo -
* Rusclulion Altscted N -
* Wil Sorvices be porformaed on Lucks County propeny? M -

Requisition Lines

Actons v Vieww Fomatw B 4 X Froomm [ Dotech
LUmne  Description Category Name * Quantity UOM Name Price  Amount (USD) Funds Status Delete
2 “40 CASES COPY PAPER™ 40 10 Each W0 USD AATH00 Nt reserved x
Total 3.4%0.00

Rows Selvcted 1 Columns Hidden 8

4 Ling 2: Details

4 Dalivery

9 The Edit Requisition page is now displayed. Select Y/N option for *State Contract - If
yes, please insert Contract Number.

15
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Edit Requisition: 1193

Requsitioning BU

* Description

—)

o i
Luscas County Justification

Sinples **10 CASES COPY PAPER™

* State Contract - If yus, phiase Insart Contract Numbss

State Contract Numbses
* Soie Sowrce - I yos please attach proof of Sole Sowrce
* Rusclution Altsched

* Wil Sorvices be porformed on Lucas County propeny?

Requisition Lines

Acons v Veww Forate B S X
Lne  Deseription
2z “*10 CASES COPY PAPER™

Total

Rows Selvcted 1 Columns Hidden 8

4 Ling 2: Details

4 Delivery

e -

AAZMSETAO00

Na -

L] -

Ha .

" Dotach

Category Name
640

 st0s | chocs Fomte | hmmgeseprosis | o e I v | = | s

W0 USD

Requisition Amownt 349900 WSO

Approval Ameunt  Caicuats Amocet with Tax
Funds Status Mot resscved
Attachments Nore o

Amount (USD) Funds Status Delete
J499.00 Mot resarved x

3.4%0.00

10

Enter if 'Y' is selected enter a number in the State Contract Number field.
 sno | crocnrunts | uanage aeprovais | v por Jf s~ | uee |

Edit Requisition: 1193

Requsitioning BU

* Description

* State Contract - If yus, phiase Insart Contract Numbss

o i
Luscas County Justification

Sinples **10 CASES COPY PAPER™

State Contract Number

* Soie Sowrce - I yos please attach proof of Sole Sowrce
* Rusclution Altsched

* Wil Sorvices be porformed on Lucas County propeny?

Requisition Lines

Acons v Veww Forate B S X
Lne  Deseription
2z “*10 CASES COPY PAPER™

Total

Rows Selvcted 1 Columns Hidden 8

4 Ling 2: Details

4 Delivery

e -

AAZMSETAO00

Na -

L] -

Ha .

" Dotach

Category Name
640

W0 USD

Requisition Amownt 349900 WSO

Approval Ameunt  Caicuats Amocet with Tax
Funds Status Mot resscved
Attachments Nore o

Amount (USD) Funds Status Delete
J499.00 Mot resarved x

3.4%0.00

11

Select Y/N *Sole Source ("If yes please attach proof of Sole Source"). In this example

select ‘N’

16
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Edit Requisition: 1193

Requisitioning BU  Lucas County

* Description  Staples =10 CASES COPY PAPER™

* Btate Contract - If yus, phiase Insert Contract Numbss Yes -

State Contract Wumber  A-1ZMS56TAS00

|‘50‘¢5¢Wl\:¢ - yos ploase attach proof of Sole Sowrce MNo v
* Resclution Aftsched Mo -
* Wil Sorvices be porformaed on Lucks County propeny? M -

Requisition Lines
Actons ¥ Veww Formaty B 4 X e i Detach
Line  Deseription
2 “*10 CASES COPY PAPER™

Total

Rows Selvcted 1 Columns Hidden 8

4 Ling 2: Details

4 Delivery

Justification

Category Name

B4

 st0s | chocs Fomte | hmmgeseprosis | o e I v | = | s

Requisition Amownt 349900 WSO
Appreval Amount  Calmuiate Amount with Tax

Funds Seatus Mot rusarved

Attachments Nore o

" Quantity LOM Hame Price  Amount (USD) Funds Status Delete
10 Each 34890 USD JATIL0 ok reseread x
3450.00

12

Select Y/N *Resolution Attached. In this example select ‘N’.

Edit Requisition: 1193

Requisitioning BU  Lucas County

* Description  Staples =10 CASES COPY PAPER™

* Btate Contract - If yus, phiase Insert Contract Numbss Yes -

State Contract Wumber  A-1ZMS56TAS00

* Sose Sowrce - W yos plsase attach proof of Sole Sowrce Ko -
* Rusclulion Altscted N -
* Wil Sorvices be porformaed on Lucks County propeny? M -

Requisition Lines
Actons ¥ Veww Formaty B 4 X e i Detach
Line  Deseription
2 “*10 CASES COPY PAPER™

Total

Rows Selvcted 1 Columns Hidden 8

4 Ling 2: Details

4 Delivery

Justification

Category Name

B4

 st0s | chocs Fomte | hmmgeseprosis | o e I v | = | s

Requisition Amownt 349900 WSO
Appreval Amount  Calmuiate Amount with Tax

Funds Seatus Mot rusarved

Attachments Nore o

" Quantity LOM Hame Price  Amount (USD) Funds Status Delete
10 Each 34890 USD JATIL0 ok reseread x
3450.00

13

Select Y/N *Will Services be performed on Lucas County property? In this example

select ‘N’.

17
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Edit Requisition: 1193

Requisitioning BU  Lucas County

Sinples

1 yws, phaasa Insart s -

State Contract Number  A-12M45678500

Rows Seloctsd 1 Columne Hidden &

4 Ling 2: Details

A Dalivary

Na -
ty propenty? Mo -
Requisition Lines
Ackons v Veww Formate B / X Frets [ Datach
Line  Description
H 10 CASES COPY PAPER"
Total

Ruquisition Amownt  3433.00 USD
Approval Amount  Calcuate Amount with Tax
Funds Status Mot Pesacvad

Astachments. Noce S

¥ Quantity UOM Name Price  Amount [USD) Funds Status Delete.
10 Esch 34990 USD JAT00 et resarvd x
349000

15 Click the OK button.

14 Click the Check Funds button.

16 Click the Save button.
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m Check Funds | Manage Approvals | View PDF m\m

Requisition Amount 8.20 USD

Approval Amount 8.20 USD

Funds Status Passed

Attachments None ==

17

Click the Manage Approvals button. \

m Check Funds || Manage Approvals || View PDF mm

Requisition Amount 8.20 USD

Approval Amount 8.20 USD

Funds Status Passed

Attachments None ==

Review approval path for the requisition.
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OHIO ~—m \)

LUCAS COUNTY ;
= ; C— \) n v ¢ ®
Manage Approvals (Requisition 1193)
+ ® Ogons v Apgly  usst

Section Stage or Participant

1 a 5] Header Prangproval Stegs

11 770 Amanda Thomasson - Recqusster FY1
12 4 33 Paratied
121 4 }3 Pre Agcroval Hooder Firil Responder Wing
1214 & Amanta Thomasson - Pre Agcroval Header Fri Responde: Wirs.
1212 & Ruth Ashiord - Fre Approval Header First Respander Wins

2 ¥ [ Hessr Stage

Haader Pregproval
& R T
s Amonds Tromassen - m;nmm
Hoader Singe
& W.;rm;b.m

-

18 | Click the Back button.
19 | Click the Submit button.
m Check Funds | Manage Approvals | View PDF m‘m
Requisition Amount 8.20 USD
Approval Amount 8.20 USD
Funds Status Passed
Attachments None ==
20 Click the OK button.
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OHIO ~

Create Requisition Line Entry for a Non-Catalog for Goods

Audience: Requesters, Buyers

Purpose: An order is a formal authorization to purchase goods or services (amount based). Your
purchasing department creates a purchase order, which a supplier receives. A purchase order
can be tracked until you receive the goods or services. A requisition is a request for the goods or
services. If approved, a purchase order is created to fulfill the requisition. The Requisitions page
is the landing page for the Purchase Requisitions work area and is also informally referred to as
the shopping home page. Requesters can use the self-service page to place purchase requests
for goods or services. Non-catalog items have details that are not found in a catalog, and
therefore do not auto populate. This job aid will assist you with creating a purchase requisition
line entry for non-catalog requisition for Goods.

1 Log into Oracle.

Home Page > Procurement > Purchase Requisitions
LUCAS COUNTY

2 Click the More Tasks > Enter Requisition Line link.
L UCAS COUNTY

—

Requisitions

Recent Reguisilions Vi Moo Recent Purchases

Ricpiest Noncataiog; flem

iz Prapacer ans Racuerstis

Upaate Raquision Frafessnces

w

Click the Line Type list.
4 Select the Goods list item from the drop down menu.
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oo =)

* Line Type Goods v
5 Click in the Item Description field.
LUCAS COUNTY
—
Enter Requisition Line == m
e Type Good = Source Type  Suppber
Revisisn Ho -
tegory Hame Supplier Contaet
6 Enter information into the Item Description field.
7 Click in the Category Name field.
8 Click the Search icon: by the Category Name field.
LUCAS COUNTY
—_—
Enter Requisition Line == m
e Type Good = Source Type  Suppber
Revisisn Ho -
. i
9 Click in the Category Name field.
10 Enter Category Number into Category Name field if known

22
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LUCAS COUNTY \)

11 Click Advance button to search for Category Number/Description

Search and Select: Category Name
4 Search
Categary Hama

Description

12 Use the Does not equal, to get a list of all Category Name/Description

Search and Select: Category Namo

4 Search

Category Hame Dogy rot egqual

Duscriptien S win

13 Enter information into the Description or Category fields.
14 Click the Search button.

15 Make a selection from the search results list.

Search and Select: Category Name
4 Search
Ctogory Mams Doss not squed
Description St wen

Racedes

ABFLASIVES. I

COPYMG AND SPRT T SUPPLIES: CHE

AGRICULTURAL CROPS AND CRAINS INCLUDING FRLITS. MELONS, NUTS, AND VEGETABLES

ACOUSTICAL TILE, INSULATENG MATERIALS, AND SUPPLES. ﬂ’

ABRICULTURAL EGUSHIENT, IMPLEMENTE, AND ACCESSORIES (SEE CLASS 027 FOR PARTS)

AGRICULTURAL EQUIPMENT, IMPLEMENTS. AND (SEE CLASS 022

AGRICULTURAL EQUIRMENT AND IPLEMENT PARTS
AR COMPRESSORS AND ACGEES0RES

IR CONDATIONSHG. HEATING, AND VENTIL PARTE AND ACC

AMRCHAET AND ARPORT EQUIPMENT, PARTE, AND SUPFLIES

23
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OHIO s

16 Click the OK button.

17 Click in the Quantity field.

18 Enter information into the Quantity field.

19 Click in the UOM field.

20 Enter information into the UOM field.

21 Click the EA Quantity Each list item.

22 Click in the Price field.

23 Enter information into the Price field.

24 Click in the Currency field.

25 Click the Charge Account icon and either accept default or add new applicable charge
account information.

i ] - e g — -

Regersted Doivery Date 2470 = * Detivareo Location  Support Senvices q

&L Pund B fGanecat Fand

q B YO10.114001_50.810001 0000000 B, e fp 100 1 100000 Mot resonved

Toasd 100 1 1.000.00
4 Motes and Attachments

s

Segment Value Description Detrver-t Andimss "1 CGovernmane Cansar, Sule 480, TOLEDO, O £3638, UINITED STATES

4 Biling GL Depantment 114007 Support Servoes > 2910
Vew v Fomat w < Frees o Oetach ) wesp| GLPTOgAM 50 Ganersl Gowt - Lgalatve & Exscutie
GLAtcomt 10001 Salars > S11030
Project Costing Details. mmm
CLProecs 00000 MIL BusgetDate  Percentage Guantity  Amount [USD) Fumds Smbss
Humbor Tosk Mokt Dase Type | Gifue 00000 Dotun A/ Tracking Code

26 In the Notes and Attachments section, click the + icon next to Attachments None.

27 In the Attachments window click the Type list.

28 Select the File list item.

29 Click the Category list.

30 Click to select the To Buyer list item.

31 Click the Browse button under *File Name or URL field.

32 Select a file for Attachment.

33 Click in the Title field.

34 Enter information into the Title field.

35 Click in the Description field and enter information into the Description field.

36 Click the Add to Cart button.
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Enter Requisition Line

Agrmerent

Risquseated Dellvery Dass

Buggested Buyer  Chaga, Jesska

4 Billing

Desach

Picject Costing Detads
Charge Account

Progect "
Numbar Touk Numbar oo Date Type Grganization

Y 00 1 100000 Mot sesered

Diatsibsutian
Flextalts

Dulets
Lecsa
Tracking Code

Click Shopping Cart icon and select Review. .

37
| pone MR-
ooy el ; X

Total $1,000.00

Review Submit
38 Select Y/N option for *State Contract - If yes, please insert Contract Number.
39 Enter if "Y' is selected enter a number in the State Contract Number field.
40 Select Y/N *Sole Source ("If yes please attach proof of Sole Source").
41 Select Y/N *Resolution Attached.
42 Select Y/N *Will Services be performed on Lucas County property?
43 Click the Check Funds button.
44 Click the View Funds Check Results button.
45 Click the Done button.
46 Click the OK button.
47 Click the Manage Approvals button.
48 Click the Submit button.
49 Click the OK button.
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Create Requisition Line Entry for a Non-Catalog for Goods (Agency)

oo =)

Audience: Agency Requesters

Purpose: An order is a formal authorization to purchase goods or services (amount based). Your
purchasing department creates a purchase order, which a supplier receives. A purchase order
can be tracked until you receive the goods or services. A requisition is a request for the goods or
services. If approved, a purchase order is created to fulfill the requisition. The Requisitions page
is the landing page for the Purchase Requisitions work area and is also informally referred to as
the shopping home page. Requesters can use the self-service page to place purchase requests
for goods or services. Non-catalog items have details that are not found in a catalog, and
therefore do not auto populate. This job aid will assist you with creating a purchase requisition
line entry for non-catalog requisition for Goods.

1

Log into Oracle.

Home Page > Procurement > Purchase Requisitions
L UCAS COUNTY
—_—

Click the More Tasks > Enter Requisition Line link.
Lucas COUNTY

Requisitions

Recent Reguisilions Vi Moo Recent Purchases

iz Prapacer ans Racuerstis

Upaate Raquision Frafessnces

Click the Line Type list.

Select the Goods list item from the drop down menu.
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oo =)

* Line Type Goods v
5 Click in the Item Description field.
LUCAS COUNTY
—
Enter Requisition Line == m
6 Enter information into the Item Description field.
7 Click in the Category Name field.
8 Click the Search icon: by the Category Name field.
LUCAS COUNTY )
—
Enter Requisition Line == m
_— =i i
9 Click in the Description field.
10 | Enter Category Number into Category Name field if known
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11

Click Advance button to search for Category Number/Description

Search and Select: Category Name
4 Search
Categary Hama

Description

12

Use the Does not equal, to get a list of all Category Name/Description

Search and Select: Category Namo

4 Search

Category Name

Duscription S win

13

Enter information into the Description or Category fields.

14

Click the Search button.

15

Make a selection from the search results list.

Search and Select: Category Name
4 Search
Ctogory Mams Doss not squed
Description St wen

Racedes

COPYMG AND SPRT

ADRLSNES
ACOUSTICAL TILE, INBULATING MATERIALE, AND SUPPLES I
SUPPLES CHE I

AGRICULTURAL CROPS AND CRAINS INCLUDING FRLITS. MELONS, NUTS, AND VEGETABLES |
ABRICULTURAL EGUSHIENT, IMPLEMENTE, AND ACCESSORIES (SEE CLASS 027 FOR PARTS)

AGRICULTURAL EQUIPMENT, IMPLEMENTS. AND EE CLASS 022

AGRICULTURAL EQUIRMENT AND IPLEMENT PARTS
AR COMPRESSORS AND ACGEES0RES

IR CONDATIONSHG. HEATING, AND VENTIL PARTE AND ACC

AMRCHAET AND ARPORT EQUIPMENT, PARTE, AND SUPFLIES
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OHlofj-ﬁ

16 | Click the OK button.
17 | Click in the Quantity field.
18 Enter information into the Quantity field.
19 Click in the UOM field.
20 Enter information into the UOM field.
21 Click the EA Quantity Each list item.
22 Click in the Price field.
23 Enter information into the Price field.
24 | Click the Negotiated Check Box
® Line Type Goods :j
Revision _vj
*® Category Name 005 Q
urrency IVI Nwme: /

25 | Enter Suggested Buyer [Suggested buyer is the buyer designated for the Department) |

4 Delivery

Urgent Mo j
Suggested Buyer THOMAS, BRENDAN qQ A/
26 | Search and Select the Supplier and Supplier Site to whom the Purchase Order is to be
issued

Supplier Site :l.l'N.F;C}'En't‘:l. A / .

27 | Click the Charge Account icon and either accept default or add new applicable

charge account information.
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Regersted Doivery Date 2470 = * Detivareo Location  Support Senvices ot
Segment Value  Description Delivar-2o Addiess "1 Covimmant Cansor, Surln 450, TOLEDS, O 3604, UNITID STATES

e g ar— -

&L Pund B fGanecat Fand

4 Biling GL Department 194007 Support Servms > 2910

Ve v Fomat v < Freen ] Ovach ) vesp OLPrOgEMM 50 Genersi Gout - Logalatve & Expetis
GLAtcomt 10001 Salars > S11030
Project Costing Details. Destribution
CLProecs 00000 MIL BudgetDate  *Percentage  Cuantity  Amount [USDY Fumds Stabss Delote
Project Expanditurs Expendit il
— Tok NumbarSPIEE Tpe | GLPuure 00000 Delwa / - i
q B YOM0.114031.60. 810001 00000 B, e fp 09 1 100000 Mot resonved
Totsd 100 1 1.000.00
4 Motes and Attachments
b

28 In the Notes and Attachments section, click the + icon next to Attachments None.
29 | In the Attachments window click the Type list.

30 | Select the File list item.

31 | Click the Category list.

32 | Click to select the To Buyer list item.

33 Click the Browse button under *File Name or URL field.

34 | Select a file for Attachment.

35 Click in the Title field.

36 Enter information into the Title field.

37 | Click in the Description field and enter information into the Description field.
38 | Click the Add to Cart button.
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e ——N

Enter Requisition Line aaa cant || e |

Agrmerent

Prane

39 Click Shopping Cart icon and select Review.
| Done IR
il x
Total $1,000.00

\Revlew Submit
40 | Select Y/N option for *State Contract - If yes, please insert Contract Number.
41 Enter if 'Y' is selected enter a number in the State Contract Number field.
42 | Select Y/N *Sole Source ("If yes please attach proof of Sole Source").
43 | Select Y/N *Resolution Attached.
44 | Select Y/N *Will Services be performed on Lucas County property?
45 Click the Submit button.
46 Click the OK button.
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Create Requisition Line Entry for a Non-Catalog Requisition for Services

Y
W\

Audience: Requesters

Purpose: This job aid will assist you with creating a requisition line entry for non-catalog
requisition for purchasing services (amount based). If the item does not exist in the catalog,
place a noncatalog request by clicking the Noncatalog Request link under Quick Links in the
contextual area.

Step Action

1 Log into Oracle.
Home Page > Procurement > Purchase Requisitions
= LUCAS ('l'](::-l;-:_—_ .'.'; B % R
-‘“ ’M colloaguns.
0
me 9-:.»-; :)”‘ ey
2 Click the More Tasks > Enter Requisition Line link.

_ Lucas COUNTY
2= =y

Requisitions m [T ——
-

Fovaumetoncatabog e

ips Prapace: and Raqusser

pctans Flacuinson Posterenies

items not found in catalog.

The Enter Requisition Line window displays fields for entry.

Done

Enter Requisition Line

Source Type  Supplier

* Line Type Goods L
Item [} Agreement Q
Revision ¥ Mew supplier
* Item Description Supplier Q
A Supplier Site hd
*
Category Name Q Supplier Contact
* ,
t
Quanty |1 Phone
" UOM Name -
Fax
*
P
e Email
.
Currency USD L4 supplier ltem
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e ——— )

The Line Type dropdown displays Goods by default. Choose from the Line Type
dropdown and select Amount Based (which is for Services).

* Line Type | Amount Based v ‘

The fields change based on the Line Type of Amount Based.

Enter Requisition Line AddtoCart | Done ¥ 0

* Line Type Amount Based Ld Source Type  Supplier

Agreement
* Item Description = o
4 MNew supplier
*
Cati N
ategory Name Q Supplier Q
-
A t
moun Supplier Site v
* Currency USD -

Supplier Contact L4

Phone

Fax

Email

Supplier ltem

Click in the Item Description field and enter a description.

Category information is required. Click in the Category Name field and make a
selection using the Search icon.

Categories have names and longer descriptions. If the Category Name is unknown,
you can use an Advanced search option to look up by known information. Results
will display in a list immediately below the Description field.

Search and Select: Category Name

earch
Category Name
Description

Search = Reset

Category Name Description :
4 >

OK  Cancel

The Advanced search allows you to enter known information and decide whether the
name or description contains, begins with, ends with the words you enter. In this
example, select the category Description operator dropdown and select Contains.
Then enter the word “repair” in the field. Upon clicking the Search button, the
system will search for all category descriptions containing the word “repair”.
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OHIO ~——m.

Search and Select: Category Name *

A Search Basic

Category Name  Stariz with v

Description Contains r \

Search  Reset Add Fields ¥ Reorder

Category Name Description =
3
OK  Cancel
8 The search results will populate in a list below. Make a selection and click the OK
button.
Search and Select: Category Name x
A Search Basic
Category Name Starts with v
Description Contains ¥  repair
Search Reset Add Fields ¥ Reorder
Description
BOOKEINDING AND REPAIRING SERVICES =
g09 BUILDING COMSTRUCTION SERVICES, NEW (INCL. MAINTENANCE AND REPAIR SERVICES)
910 BUILDING MAINTENAMCE. INSTALLATICON AND REPAIR SERVICES
912 COMSTRUCTICN SERVICES, GEMERAL (INCL. MAINTEMANCE AND REPAIR SERVICES)
913 COMSTRUCTICN SERVICES, HEAVY (INCL. MAINTEMANCE AND REPAIR SERVICES)
928 EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR AUTOMOBILES. TRUCKS, TRAILER
929 EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR AGRICULTURAL, CONSTRUCTIORN,
931 EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR APPLIANCE, ATHLETIC, CAFETERL
934 EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR LAUMDRY, LAWHN, PAIMTING, PLUM
936 EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR GENERAL EQUIFMENT -
3
\ oK Cancel
9 The category information populates the requisition line.
Note: You cannot edit the quantity for fixed price services lines for goods or services
billed by a currency amount because quantity is not applicable to these types of
lines.
10 | Click in the Amount field and enter the dollar amount information.
11 | The Currency field defaults to USD.
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Enter Requisition Line

* Line Type  Amount Sased

* ltem Description  Roof Repair Services

* Category Name 810
* Amount | 5,000.00

* Currency USD v

4 Delivery

* Requester ASHFORD. RUTH

Requested Delivery Date | 11-01-2012 Y

Suggested Buyer

4 Billing

View w Format w <

Charge Account * Budget Date

5030.114002.65.709900.00000.00000 £ 10-25-2019 r‘:e

Total

4 Notes and Attachments

Note to Supplier

Daone =]

Sourge Type  Supplier

Agresment Q
y Mew supplier
Q Supplier Q
Supplier Site
Supplier Contact v
Phone
Fax
Email
Supplier ltem
Q Deliver-to Location Type | Intemal ¥
* Deliver-to Location Support Services Q
B Deliver-to Address Ums_:g;g?:péscmec Suite 430, TOLEDO, CH 42804,

Distribution Flexfields
* Percentage  Amount (USD) Funds Status Delet
Special 1 Special 2 Special 3
100 5.000.00 Mot reserved
100 5,000,00
»

Attachments None s

12

Click the Add to Cart button.

13

Click Shopping Cart icon and select Review.

Roof Repair Services

$5,000.00

Total

A Review

—

$5,000.00 b4

$5,000.00

Submit

14

Answer the required questions using the dropdown buttons.
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Ed\t Req uiS\tiOﬂ: 1163 Shop  Check Funds  Manage Approvals  View PDF Save ¥ Submit

Requisitioning BU  Lucas County Justification

. - .
Description  Roof Repair Servicas

-
* State Contract - If yes, please insert Contract Number v
State Contract Number
* Sole Source - If yes please attach proof of Sole Source -
* Resolution Attached v
* Will Services be performed on Lucas County property? A
* Does this purchase require the attachment of the LCIS Checklist? v
Requisition Lines Mo o
s s
Actions w  \iew w Format w B x —
Line Description Category Name * Quantity UOM Name * Price * Aamount  Amount (USD) Funds Status Delete
1 Roof Repair Service 810 5,000.00 US 5,000.00 Not ressrved x
Total 5,000.00

Select Y/N bptiéh for *State Contract - If yes, please insert Contract Number.

15 Enter if 'Y'is selected enter a number in the State Contract Number field.

16 | Select Y/N *Sole Source ("If yes please attach proof of Sole Source").

17 | Select Y/N *Resolution Attached.

18 | Select Y/N *Will Services be performed on Lucas County property?

19 | Select Y/N *Does this purchase require the attachment of the LCIS Checklist?
Note: If yes, please attach in the Attachments section below.

20 | Click the Check Funds button located at the top of the window.

Edit Requisition: 1163 Shop Manage Approvals  ViewPDF  Save ¥ Submit

21 | A message will display regarding failure or success of the funds check. Click the OK
button to acknowledge.

22 Click the Manage Approvals button to view the approvers.

23 | Click the Back button.

24 Click the Submit button.

25 Click the OK button.

26 Click the Home button.

36



LUCAS COUNTY

Create Requisition Line Entry for a Non-Catalog Requisition for Services

Y
W\

Audience: Agency Requesters

Purpose: This job aid will assist you with creating a requisition line entry for non-catalog
requisition for purchasing services (amount based). If the item does not exist in the catalog,
place a noncatalog request by clicking the Noncatalog Request link under Quick Links in the
contextual area.

Step Action

1 Log into Oracle.
Home Page > Procurement > Purchase Requisitions
= LUCAS ('l'](::-l;-:_—_ .'.'; B % R
-‘“ ’M colloaguns.
0
me 9-:.»-; :)”‘ ey
2 Click the More Tasks > Enter Requisition Line link.

_ Lucas COUNTY
2= =y

Requisitions m [T ——
-

Fovaumetoncatabog e

ips Prapace: and Raqusser

pctans Flacuinson Posterenies

items not found in catalog.

The Enter Requisition Line window displays fields for entry.

Done

Enter Requisition Line

Source Type  Supplier

* Line Type Goods L
Item [} Agreement Q
Revision ¥ Mew supplier
* Item Description Supplier Q
A Supplier Site hd
*
Category Name Q Supplier Contact
* ,
t
Quanty |1 Phone
" UOM Name -
Fax
*
P
e Email
.
Currency USD L4 supplier ltem
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The Line Type dropdown displays Goods by default. Click the Line Type dropdown
and select Amount Based (which is for Services).

* Line Type | Amount Based v ‘

The fields change based on the Line Type of Amount Based.

Enter Requisition Line Addtocart  Done @ 0
* Line Type Amount Based v Source Type Supplier
* Item Description Agreement Q
s MNew supplier
*
Cat N
-ategory Name Q Supplier a
*
A t
mean Supplier Site v
* Currency USD v

Supplier Contact v

Phone

Fax

Email

Supplier Item

Click in the Item Description field and enter a description.

Category information is required. Click in the Category Name field and make a
selection using the Search icon.

Categories have names and longer descriptions. If the Category Name is unknown,
you can use an Advanced search option to look up by known information. Results
will display in a list immediately below the Description field.

Search and Select: Category Name

earch
Category Name
Description

Search = Reset

Category Name Description :
4 >

OK  Cancel

The Advanced search allows you to enter known information and decide whether the
name or description contains, begins with, ends with the words you enter. In this
example, select the category Description operator dropdown and select Contains.
Then enter the word “repair” in the field. Upon clicking the Search button, the
system will search for all category descriptions containing the word “repair”.
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Search and Select: Category Name *

A Search Basic

Category Name  Stariz with v

Description Contains r \

Search  Reset Add Fields ¥ Reorder

Category Name Description =
3
OK  Cancel
8 The search results will populate in a list below. Make a selection and click the OK
button.
Search and Select: Category Name x
A Search Basic
Category Name Starts with v
Description Contains ¥  repair
Search Reset Add Fields ¥ Reorder
Description
BOOKEINDING AND REPAIRING SERVICES =
g09 BUILDING COMSTRUCTION SERVICES, NEW (INCL. MAINTENANCE AND REPAIR SERVICES)
910 BUILDING MAINTENAMCE. INSTALLATICON AND REPAIR SERVICES
912 COMSTRUCTICN SERVICES, GEMERAL (INCL. MAINTEMANCE AND REPAIR SERVICES)
913 COMSTRUCTICN SERVICES, HEAVY (INCL. MAINTEMANCE AND REPAIR SERVICES)
928 EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR AUTOMOBILES. TRUCKS, TRAILER
929 EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR AGRICULTURAL, CONSTRUCTIORN,
931 EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR APPLIANCE, ATHLETIC, CAFETERL
934 EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR LAUMDRY, LAWHN, PAIMTING, PLUM
936 EQUIPMENT MAINTENANCE AND REPAIR SERVICES FOR GENERAL EQUIFMENT -
3
\ oK Cancel
9 The category information populates the requisition line.
Note: You cannot edit the quantity for fixed price services lines for goods or services
billed by a currency amount because quantity is not applicable to these types of
lines.
10 | Click in the Amount field and enter the dollar amount information.
11 | The Currency field defaults to USD.
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Enter Requisition Line

* Line Type  Amount Sased

* ltem Description  Roof Repair Services

* Category Name 810
* Amount | 5,000.00

* Currency USD v

4 Delivery

* Requester ASHFORD. RUTH

Requested Delivery Date | 11-01-2012 Y

Suggested Buyer

4 Billing

View w Format w <

Charge Account * Budget Date

5030.114002.65.709900.00000.00000 £ 10-25-2019 r‘:e

Total

4 Notes and Attachments

Note to Supplier

Daone =]

Sourge Type  Supplier

Agresment Q
y Mew supplier
Q Supplier Q
Supplier Site
Supplier Contact v
Phone
Fax
Email
Supplier ltem
Q Deliver-to Location Type | Intemal ¥
* Deliver-to Location Support Services Q
B Deliver-to Address Ums_:g;g?:péscmec Suite 430, TOLEDO, CH 42804,

Distribution Flexfields
* Percentage  Amount (USD) Funds Status Delet
Special 1 Special 2 Special 3
100 5.000.00 Mot reserved
100 5,000,00
»

Attachments None s

12

Click the Add to Cart button.

13

Click Shopping Cart icon and select Review.

Roof Repair Services

$5,000.00

Total

A Review

—

$5,000.00 b4

$5,000.00

Submit

14

Answer the required questions using the dropdown buttons.
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Ed\t Req uiS\tiOﬁ: 1163 Shop  Check Funds  Manage Approvals  View PDF Save ¥ Submit

Requisitioning BU  Lucas County Justification

- - .
Description  Roof Repair Servicas

-
* State Contract - If yes, please insert Contract Number v
State Contract Number
* Sole Source - If yes please attach proof of Sole Source v
* Resolution Attached v
* Will Services be performed on Lucas County property? v
* Does this purchase require the attachment of the LCIS Checklist? -
Requisition Lines Mo Ho
ez fas
Actions w  View w Format w | s X
8 . Search..
Line Description Category Name * Quantity UOM Name * Price * Amount  Amount (USD) Funds Status Delete
1 Roof Repair Service 810 500000 US 5,000.00 Mot reserved x
Total 5,000.00

Select Y/N bptiéh for *State Contract - If yes, please insert Contract Number.

15

Enter if 'Y' is selected enter a number in the State Contract Number field.

16

Select Y/N *Sole Source ("If yes please attach proof of Sole Source").

17

Select Y/N *Resolution Attached.

18

Select Y/N *Will Services be performed on Lucas County property?

19

Select Y/N *Does this purchase require the attachment of the LCIS Checklist?
Note: If yes, please attach in the Attachments section below.

20

Click the Negotiated Check Box

® Line Type Goods W
Item Q

Revision v]

* Item Description  Test Ram

* Category Name 00

&
J.

* Quantity
* UOM Name Each -

* Price 10.00

[+#] Megotiated A/

* Currency USD v

21

Enter Suggested Buyer (Suggested buyer is the buyer designated for the Department) |

4 Delivery

® Requester THOMAS, BRENDAN Q

Urgent Mo j

Requested Delivery Date  11.27-2019

. &

Suggested Buyer THOMAS, BRENDAN Q

22

Search and Select the Supplier and Supplier Site to whom the Purchase Order is to be
issued
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=
Supgilier Contact El
23 | Click the Charge Account icon and either accept default or add new applicable
charge account Il_nic‘)mrwmatlon o _
P B
q B !nw.!:molsnamu;.maEA/ man 00 1 100000 Mot resorved
-
24 In the Notes and Attachments section, click the + icon next to Attachments None.
25 In the Attachments window click the Type list.
26 | Select the File list item.
27 | Click the Category list.
28 | Click to select the To Buyer list item.
29 | Click the Browse button under *File Name or URL field.
30 | Select a file for Attachment.
31 Click in the Title field.
32 Enter information into the Title field.
33 | Click in the Description field and enter information into the Description field.
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34 | Click the Add to Cart button. |
Enter Requisition Line m
35 Click Shopping Cart icon and select Review.
| Done IR
il x

Total $1,000.00

Review Submit
36 | Select Y/N option for *State Contract - If yes, please insert Contract Number.
37 Enter if 'Y' is selected enter a number in the State Contract Number field.
38 | Select Y/N *Sole Source ("If yes please attach proof of Sole Source").
39 | Select Y/N *Resolution Attached.
40 | Select Y/N *Will Services be performed on Lucas County property?
41 Click the Submit button.
42 Click the OK button.
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Create Requisition for Goods Referencing a CPA

Audience: Requesters, Buyers, Contract Administrators

Purpose: You create contract purchase agreements with your suppliers to agree on specific terms
and conditions without indicating the goods and services that you will be purchasing. A contract
purchase agreement (CPA) is an agreement between you and a supplier for unspecified goods or
services. Standard Purchase Orders can be issued that reference the contract during its effective
dates. This job aid assist with creation of a requisition for goods sourced from a Contract Purchase
Agreement.

Action
Step

1 | Login to Oracle. Home Page -> Procurement -> Purchase Requisitions

AMANDA THOMASSON

Share thoughts with your colleagues. ..

2 | Under Request Forms, select Contract Purchase — Goods.
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Request Forms

e Contract Purchase - Goods

e Contract Purchase -Services

3 | Click in the Iltem Description field.
4 | Enter the Item Description information into the Item Description field.
5 | Click in the Category Name search icon.
6 | Enter information into the Category description field and click the Search button.
7 | Select category from the Category list and click OK.
| Search and Select: Category Name x
4 Search Advanced
Category Name
I Description Construction \
Search Reset
Category Name Description
a1 CONSTRUCTION AND UTILITIES, HIGHER EDUCATION
I 912 CONSTRUCTION SERVICES, GENERAL (INCL. MAINTENANCE AND REPAIR SERVICES)
913 . CONSTRUCTION SERVICES, HEAVY (INCL. MAINTENANCE AND REPAIR SERVICES)
914 CONSTRUCTION SERVICES, TRADE (NEW CONSTRUCTION)
\ OK Cancel
8 | Enter a Quantity.
9 | Click in the UOM Name field and select Each.
10 | Click in the Price field and enter a price.
11 | Click in the Currency field. Currency should default to USD.
12 | Click in the Agreement field and enter the Agreement Number information or use the
Search function to find the Agreement.
13 | The Agreement will display. Select the line for the Agreement and click the Ok button.
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Search and Select: Agreement x

4 Search Advanced
** Al least one s required

** agreement [[T

L Supplier
i Supplier Site

Search  Reset

Agreement Supplier Supplier Site Description

10 Grainger MAIN Various Supplies

e =

14 | Click the Add to Cart button.
(oo
15 | Click the Shopping Cart Link and then click the Review button.
Add to Shopping List Add to Cart @ ;|
Building Materials 1 %
$1,000.00 Case of 10
Total $1,000.00
Review | Submit
16 | Select Y/N option for *State Contract - If yes, please insert Contract Number.
£ C ey () 0
Justification Req:::::;:: ij.ggo_uo
Approval 1,000.00
Amount  USD
Funds Status :‘;;Ned
* State Contract - If yes, please Insert Contract Number No A
Attachments None ==
State Contract Number
* Sole Source - If yes please attach proof of Sole Source No v
* Resclution Attached Mo A
Any and all cloud, hardware, and or software items that
- . will connect to the Lucas County network must have the
Will Services be performed on Lucas County property? Y LCIS Cheshlist attached prior 1o purchase.
ki Does this purchas‘.e requlre the attachment of the LCIS Checklist? v
17 | Enterif 'Y'is selected enter a number in the State Contract Number field.
18 | Select Y/N *Sole Source ("If yes please attach proof of Sole Source").
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19 | Select Y/N *Resolution Attached. (If yes attach resolution).

20 | Select Y/N *Will Services be performed on Lucas County property?

21 | Select Y/N *Does this purchase require the attachment of the LCIS Checklist? (Any
and all cloud, hardware, and or software items that will connect to the Lucas County
network must have the LCIS Checklist attached prior to purchase.)

22 | Click the Check Funds button to verify budgeting.

o 2 EIR e

23 | Click the OK button.

24 | Click the Submit button to route the requisition for approval.

Edit Requisition: 81 300 | crecrunas | saraoeapprras | i e Mm
Line  Description . Category Name ° Quantity UOM Name Price  Amaunt (USD) Funds Status Delete
25 | A confirmation message will display. Click the OK button.
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Create Requisition with Multiple Charge Accounts

Audience: Requesters

Purpose: The cost of the items is automatically charged to the charge account that your
administrator has set up for you or your organization. Normally, you would use this charge
account. However, you can create additional distributions of the charges. This is called a split
distribution. This job aid will assist you with creating a requisition with multiple charge accounts.

Step Action

1 Log into Oracle.
Home Page > Procurement > Purchase Requisitions > More Tasks

_ LUCAS COUNTY

- ) IR

1 0 0

Convarsations  Fallowing Foliowers

o Employee News

e My Flags

2 Click the Enter Requisition Line link.

Manage Requisition

| Enter Requisition Line |

Request Noncatalog Item
Update Preparer and Requester

Update Requisition Preferences

3 Click the Line Type list.
Click the Amount Based from the drop down list.
5 Click in the Item Description field.

D
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6 Enter information into the Item Description field.
7 Click the Search: Category icon and enter information into the Description field.
8 Click the Search: Category Name button.
9 Enter information into the Description field.
10 Click the Search button.
11 | Select the Category.
Search and Select: Category Name x
4 Search Advanced
Category Name
Description Building
Search Reset
Category Name Description
155 BUILDINGS AND STRUCTURES: FABRICATED AND PREFABRICATED
209 BUILDING CONSTRUCTION SERVICES, NEW (INCL. MAINTENANCE AND REPAIR SERVICES)
910 BUILDING MAINTENANCE, INSTALLATION AND REPAIR SERVICES
OK Cancel
12 Click the OK button.
13 Click in and enter information into the Amount field.
14 | Enter 50 into the Billing *Percentage field.
15 Click the Split icon under the Billing section. This will allow you to split the cost by
percentage or amount among multiple charge accounts.
4 Billing
View w Format w3 Freeze " Detach
SPlit | Project Costing Dewils
Charge Account * Budget Date | Percentage | Amount (USD)
:'.er Tesk Mumber mm Type : Organization
Q 1010.114001.50,121500.00000. B e Gy 50 50,00
1010.114001.50.121500.00000.00000 e ] £ 50,00
Total 100 100.00
16 | Select the second inserted row and click the *Charge Account icon.

Suggested Buyer IS
Segment Value Description
4 Billing GL Fund 1010 General Fund

View ¥ Format ®xX < reeze = Detach Wrap| GL Department 114001 Support Services » 2510

GL Program 50 General Govt - Legislative & Executive
Project Costing Details

GL Account 121500 Fumiture Fixtures & Eqpt > 121500

Project Expenditure Expendit|
Number Task Number |y Date Type GL Project 00000 NIL

GL Future 00000 Default

Q 1010.114001.50.121500.00000.0( l—_‘:'\'\
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17 Enter applicable Charge Account segments.
18 | Click Add to Cart button.
19 | Click the Shopping Cart and select Review to go to the Edit Requisition page.
20 | Select Y/N option for *State Contract - If yes, please insert Contract Number.
21 Enter if 'Y' is selected enter a number in the State Contract Number field.
22 | Select Y/N *Sole Source ("If yes please attach proof of Sole Source").
23 | Select Y/N *Resolution Attached.
24 | Select Y/N *Will Services be performed on Lucas County property?
25 | Click the Check Funds button.
26 | Click the OK button.
27 | Toreview the system-generated approval path, click the Manage Approvals button.
28 Click the Back button.
29 Click the Submit button.
30 Click the OK button.

31

Click the Home button.
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Create Requisition with Multiple Requisition Lines

Audience: Requester, Buyer

Purpose: Requisitions can be created with multiple lines, which can be for goods and/or services
(amount based). This job aid will walk you through the steps of this task.

Step Action

1 Log into Oracle.
Home Page > Procurement > Purchase Requisitions > More Tasks

_ Lucas (""n‘l_r:_[_,.l_;.-_ ) T .
e @
&
1 0 0
Convarsations  Fallowing Followers
)

o Employee News

0 My Flags

2 Click the Enter Requisition Line link.

Manage Requisition

Enter Requisition Line

Request Noncatalog Item
Update Preparer and Requester

Update Requisition Preferences

Select Goods or Amount Based' from the Line Type drop down.

Enter Item Description.

Click the Search: Category icon and enter information into the Description field.
Click the Search: Category Name button.

b iw
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7 Enter information into the Description field.
8 Click the Search button.
9 Select the Category.
Search and Select: Category Name x
4 Search Advanced
Ccategory Name
Description  Building
Search Reset

Category Name Description

155 BUILDINGS AND STRUCTURES: FABRICATED AND PREFABRICATED

209 BUILDING CONSTRUCTION SERVICES, NEW (INCL. MAINTENANCE AND REPAIR SERVICES)

910 BUILDING MAINTENANCE, INSTALLATION AND REPAIR SERVICES

OK Cancel

10 Enter a Quantity.
11 Select a UOM name = Each.
12 Click in the Price field and add Price.
13 Click the Add to Cart button.
14 | Select 'Goods' from the Line Type drop down.
15 Enter Item Description.
16 | Select a Category Name.
17 Enter a Quantity.
18 | Select a UOM name = Each.
19 Click in the Price field and add Price.
20 Click the Add to Cart button.
21 Click the Shopping Cart Icon.
22 Click Review.
23 | Select Y/N option for *State Contract - If yes, please insert Contract Number.
24 | Enter if 'Y'is selected enter a number in the State Contract Number field.
25 | Select Y/N *Sole Source ("If yes please attach proof of Sole Source").
26 Select Y/N *Resolution Attached.
27 | Select Y/N *Will Services be performed on Lucas County property?
28 | Select one of the Requisition lines.
29 Click the Actions menu.
31 | Select the Duplicate option.
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Requisition Lines

View v Fomaty [ # X =" Detach

Edit

Delete

Total
32 | Select the duplicated row and click the Actions menu.
33 | Select the Edit option.
34 | Click the Item Description field and modify description.
35 Click in the Price field and modify price.
36 Click the OK button.
37 Click the Search: Deliver-to Location icon.

Deliver-to Location Type Internal v
* Deliver-to Location Support Services <«
Deliver-to Address ' 1 Government Center, Suite 480, T - -
Search: Deliver-to Location

38 | Click in the Name field and type a partial name.
39 Click in the Search button.
40 Select the Deliver-to Location in the Name cell.
41 Click the OK button.
42 Click the Save button.
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43 Click the Check Funds button.

I e ) I
44 Click the OK button.
45 | Click the Manage Approvals button.

s | croce s "o oo | vowror J sve = | s
46 Click the Back button.
47 Click the Submit button.
48 Click the OK button.
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Duplicate Requisition
Audience: Requester

Purpose: Existing requisitions that are not in an incomplete status may be copied/duplicated into
a new requisition starting from the Manage Requisitions page. This allows all previous line detail
to be carried into the new requisition, reducing the amount of time to create requisitions for
items that are ordered repeatedly. The new requisition details can be then edited accordingly
before submission.

NOTE: Punchout requisitions cannot be duplicated.

Action
Step

Create requisition copied from another requisition.
1 | Loginto Oracle. Home Page -> Procurement >Purchase Requisitions -> Manage
Requisitions

= ORACLE B v B .

AT | £

AMANDA THOMASSON Me Users and Roles Accounting Contract
Distribution Management
Share thoughts with your colleagues... w —

1 0 0

Conversations | Following Followers

Supplier Portal Invoices General Accounting Budgetary Control

o Employee News

o My Flags
Fixed Assets Financial Reporting Expenses
Center
"""" Hiirchase™™™ Furchase Purchase Orders My Receipts MNegotiations

2 | Within the Requisitions page, click the Manage Requisitions link.
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ORACLE’

Purchase
Requisitions

Requisitions

Purchase
Agreements

FPurchase Orders

© © 0 O

My Receipts MNegotiations

10 S A ¢

O

Catalogs

More Tasks w

Manage Requisitions

Shop by Category

By default, all your requisitions display in a list. You can search by multiple criteria: BU,
Requisition number, Description, Date created, status, requester, supplier, order, or
item that should be included on the requisition you search for. To search, you would
enter or select the search criteria from available fields, and click the Search button.

Manage Requisitions Dgne
4 Search Advanced = Manage Watchlist Saved Search Requisiiions | Enterad r
** At least one is required
Requisitioning BU v Requester Q
** Entered By THOMASSON, AMANDA Q ** Supplier Q
** Requisition Order Q
Description ** ltem Q
Created v Requisitions Requiring Attention v
Status | All v
Search | Reset = Save. i
Search Results
Actions w  View w Formstw  [H =" Detach
rd mm-ge- iy
Requisition Description Creation Date AR::,‘T::: Status Funds Status Order

1164 TKA015316T Tarp Tarp Material Cotton Canvas Cut Size 10x ... 10-28-2018 206.84USD Pending approval  Not reserved
1150 MONITOR 10-22-2010 2493 USD Approved Liguidated 180072
121 Pest Control Services -Monthly -Office Complex 701 Adams S...  10-21-2010 40.00 USD  Approved Liguidated 180026
1104 TEST MON CATALOG FURNITURE 10-21-2010 200.00USD  Approved Liguidated 180042
1004 MONITOR 10-21-2010 500.00 USD  Approved Liguidated 180039
1083 BIC Soft Feel Retractable Ballpoint Pens, Medium Point, Asso... 10-21-2018 138.80 USD Approved Liguidated 180036
1080 Pest Control Services -Monthly -Office Complex 701 Adams S...  10-21-2010 40.00 USD  Approved Liguidated 180037
1041 Pest Control Services -Monthly -Vehicle Maintenancs 44 Sta... 10-18-2018 228.00USD Pending approval Mot reserved
1040 Pest Control Services -Monthly -Vehicle Maintenancs 44 Sta... 10-18-2018 38.00 USD Pending approval Mot reserved

Rows Selected 1 Columns Hidden 5

Alternatively, you can select from the displayed requisitions by clicking the requisition
line in the list. Click the links/line of the Requisition number and Description you wish
to copy.

The Requisition displays. Click the Actions menu.

56



LUCAS COUNTY

r
OHIO ~—=x—

A o P OO

Check Funds Wiew Life Cycle Actions ¥

Duplicate

Cancel Requisition
Reassign
‘View Document History

WView POF

I

Edit Order

State Contract - If yes, |

Note: If the items in the requisition were used for items from a punchout site such as
Grainger or Staples, these lines cannot be duplicated, but could possibly be easily
replicated using a shopping list or favorites in the punchout site.

4 | Click Duplicate from the menu.

5 | Select Create New Requisition.

6 | The Create Requisition page displays that includes the line items and information from
the previous requisition, including the Description. If desired, you can create a new
description for your requisition, highlight the Description field and press the [Delete]
button on your keyboard, and enter a new description.

* Description | [[SNIIAG
s
* Sole Source - If yes please attach proof of Sole Source Mo =
* Will Services be performed on Lucas County property? ez v
Requisition Lines
Ations w Vieww Formatw B /X 5"} Detach
Line Description Category Name * Quantity UOM Name “ Price  Amount (USD) Funds Status Delete

8 | Select Y/N option for *State Contract - If yes, please insert Contract Number.

9 | Enterif 'Y'is selected in step 10 enter a number in the State Contract Number field.

10 | Select Y/N *Sole Source ("If yes please attach proof of Sole Source").

11 | Select Y/N *Resolution Attached.

12 | Select Y/N *Will Services be performed on Lucas County property?

13 | Select Y/N *Does this purchase require the attachment of the LCIS Checklist? (If yes,
lease attach the checklist in the attachments section of the requisition.).

14 | Review the Requester field and make changes if needed.

15 | Click in the *Quantity field(s), and enter the desired quantity of the item(s) if different

than the quantities brought into this requisition from the duplicated one.
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Click in the *Amount field(s), and en

ter the dollar amount for the item(s) if different

than the amount brought into this requisition from the duplicated one.

17

In the Line Details, validate and edit

Delivery (date and location), Billing, Notes and

attachments, and Source information only if different from what was copied.

4 Line 1: Details

4 Delivery
Requester  GLANVILLE, MICHELLE Deliver-to Location Type | Internal ¥
Requested Delivery Date | 11-07-2019 e * Deliver-to Location | Mental Health Recovery Service Q
Suggested Buyer Q Deliver-to Address F701 Adams Street, Suite 800, TOLEDO, CH 43504, UNITED STATES
4 Billing
View w Format w < [} Detach
Distribution Flexfields.
Sharge AccouN® Charge Account “BudgetDate " Percentage Quantity Amount(USD) Funds Status Delete
Special 1 Special 2 Special 3
Office Suppli ¥ 1010.114001.50.530007.00000.00000 10312018 By 100 2 1.000.00  MNot reserved
Total 100 2 1,000.00
Edit Req uisition: 1165 Sheop  Check Funds  Manage Approvals  View PDF % Submit
Last Saved 10-31-2019 3:01 AM
Requisitioning BU  Lucas County Justification
* Description  MONITOR
P
* state Contract - If yes, please insert Contract Number  No v
State Contract Number
" Sole Source - If yes please attach proof of Sole Source No o
* Resolution Attached  No v
* will Services be performed on Lucas County property?  ves v
* Does this purchase require the attachment of the LCIS Checklist? No v
Requisition Lines
Actions w View w Format w BE ~ X {7 Detach
Line Description Category Name * Quantity UOM Name * Price  Amount (USD) Funds Status Delete
1 MONITOR az0 2 | Each 500.00 USD 1.000.00 Mot resarved b4
Total 1,000.00
»
Rows Selected 1 Columns Hidden 2
4 Line 1: Details
4 Delivery
AMVILLE, HELLE - -
Requester GLANVILLE, MICHELL Deliver-to Location Type  Internal W
Requested Dafivery Dala (ENZ2010 . * Deliver-to Location  Mantal Health Recovery Service Q
Suggested Buyer Q Deliver-to Address | I"\E:I.}.;Eag'_i;_ggat' Suite 800, TOLEDO. OH 43604,
4 Biling
Shop Check Funds Manage Approvals View PDF Submit

19

Click the OK button.

20

Click the Manage Approvals button.
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When all is completed, click the Submit button.

22

Click the OK button to acknowledge submission of the requisition.
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Delete Requisition

Audience: Requester

Purpose: This job aid will assist you with deleting a requisition. If the requisition line status is
“Incomplete”, the line is eligible to be marked for deletion. When you click Save and Close, the
line is deleted. If you delete a line for which the status is not incomplete, the Cancel operation is
completed before you save and close.

1 Log into Oracle.

Home Page-> Procurement -> Purchase Requisitions

= LUCAS COUNTY ) w o

‘®

1 0 0

Convarsations  Fallowing Foliowers

2 Click the Manage Requisitions link.
n % o

© © 0 O O O

Purchase FPurchase Furchase Crders iy Receipts Megotiations Catalogs Suppliers
Requisitions Agreements

Requitions

3 You can either view the entire list of requisitions, or search by status. You may delete
requisitions in “Incomplete” status. For this example, use the Search fields in the
Manage Requisition page to search based on Incomplete status. Select Incomplete
from the Status dropdown list, and click the Search button.

60



Manage Requisitions

4 Search Advanced ~Manage Watchlist  Saved Search Requisifions | Entered

“*Atleast oneis ¢

Requisitioning BU v Requester Q
** Entered By THOMASSON, AMANDA qQ * Supplier Q
** Requisition Order Q
Description ** ltem Q
Created v Requisitions Requiring Attention v
Status | Incomplete v |
. Scarch | Reset|| save.
Search Results
Actions w  View w Format w =" Detach
& mm-dd- i@
Requisition Description Creation Date A:;rg::: Status Funds Status Order
Highlight the requisition that is to be deleted.
Click the Actions drop-down list, and select Delete.
Search Results
[ [ T
Expont b0 Exced i Fremm e P g e

Dvist
Edr
Reassgn

howw Docasmant iicry

Click the Yes button to confirm the action.
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Edit Requisition
Audience: Requesters

Purpose: This job aid will assist you with withdrawing and editing a requisition pending approval.

Action

1 Log into Oracle.
Home Page -> Procurement -> Purchase Requisitions

—_— o) ¢
{ BN
o
2 Click the Manage Requisitions link to view details of requisitions you created.
3 Click the Status list to search for a Requisition in 'Pending Approval' status.
Manage Requisitions m

¥ Search Agvanced  Manage Watchiist Geved Seerch Hcumtions | Lrosesd

Seorch Hesults

Actora w View v Formn w P& + Detacn

Requision Desaription Creation Date B o T Funds Status  Grder

Cotumes Hisden §

4 Highlight the Pending approval list item.
Click the Actions drop-down list.
6 Click the Withdraw and Edit menu item.

Search Results

vieww Fomatw [ 7 F Freeze [w Detach Wrap

Duplicate

(52

ription
Export to Excel

Aid Chair covered in Non-porous cfw Eye Lamp
Cancel Raquisition

Withdraw and Edit

Reassign

lidden 5

View Document Histary

7 A warning message will be displayed. Click the Yes button to continue.
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A, Warning

x

This requisition is approved or pending approval. It will be removed from the approval or order creation process so you can make changes.

Do you want to continue?

éies No
8 Click on the Quantity field and update with a new quantity.
9 Click the Save button.
10 | Click the Submit button.
11 | Click the OK button.
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Add Approver to Requisition Approval Path
Audience: Requester, Approver

Purpose: Your company policies determine the approver for your requisition. You cannot change
the default approver list, but if you have been given access you can add approvers. You cannot
delete system generated approvers. You can add approvers anywhere within your existing
approval list. For example, your existing approval list is Manager A, Manager B, and then Manager
C. You add Manager X. The approval now routes through Managers A, B, C, and then X, stopping
at X. This job aid will provide steps to add an approver to the approval path.

Department policy determines who has authority to approve your requisition(s). System
generated approvers cannot be deleted, but approvers can be added anywhere within your
approval list per requisition.

1 Log into Oracle.

Home Page > Procurement > Purchase Requisitions
LUCAS COUNTY

Click the More Tasks > Enter Requisition Line link.
Lucas COUNTY

Requisitions

s
Enter
_ — Moy, iz

iz Prapacer ans Racuerstis

Upaate Raquision Frafessnces
Recest Reguisitions i Moes Reeent Purehases

3 Click the Line Type list.
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4 Select the Goods list item.
* Line Type Goods v
5 Click in the Item Description field.
LUCAS COUNTY )
Enter Requisition Line == m
6 Enter information into the Item Description field.
7 Click in the Category Name field.
8 Click the Search icon: by the Category Name field.
LUCAS COUNTY
Enter Requisition Line == m
e =i i
9 Click in the Category Name field.
10 | Enter Category Number into Category Name field if known
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11

Click Advance button to search for Category Number/Description

Search and Select: Category Name
4 Search
Categary Hama

Description

12

Use the Does not equal, to get a list of all Category Name/Description

Search and Select: Category Namo

4 Search

Category Name

Duscription S win

13

Enter information into the Description or Category fields.

14

Click the Search button.

15

Make a selection from the search results list.

Search and Select: Category Name
4 Search
Ctogory Mams Doss not squed
Description St wen

Racedes

COPYMG AND SPRT

ADRLSNES
ACOUSTICAL TILE, INBULATING MATERIALE, AND SUPPLES I
SUPPLES CHE I

AGRICULTURAL CROPS AND CRAINS INCLUDING FRLITS. MELONS, NUTS, AND VEGETABLES |
ABRICULTURAL EGUSHIENT, IMPLEMENTE, AND ACCESSORIES (SEE CLASS 027 FOR PARTS)

AGRICULTURAL EQUIPMENT, IMPLEMENTS. AND EE CLASS 022

AGRICULTURAL EQUIRMENT AND IPLEMENT PARTS
AR COMPRESSORS AND ACGEES0RES

IR CONDATIONSHG. HEATING, AND VENTIL PARTE AND ACC

AMRCHAET AND ARPORT EQUIPMENT, PARTE, AND SUPFLIES
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16 Click the OK button.

17 | Click in the Quantity field.

18 Enter information into the Quantity field.

19 Click in the UOM field.

20 Enter information into the UOM field.

21 | Click the EA Quantity Each list item.

22 Click in the Price field.

23 Enter information into the Price field.

24 | Click in the Currency field.

25 | Click the Charge Account icon and either accept default or add new applicable
charge account mformatlon

[ — e e gy -
Regersted Doivery Date 2470 = * Detivareo Location  Support Senvices q

Supgested Buyer Chapa, Jessica
&L Pund B fGanecat Fand

4 Biling GL Depantment 114007 Support Servoes > 2910

Vew v Fomat v < Freerr  u Detach vagp GLProgam 50 Geners Gout - Logialatve & Exsoatve

CLProjct 00000 MIL “BudgetDate  ° Percontage  Guantity  Amount [USD) Fumds Stanss

q B YO10.114001_50.810001 0000000 B, e fp 100 1 100000 Mot resonved

4 Motes and Attachments

il

Segment Value Description Detrver-t Andimss "1 CGovernmane Cansar, Sule 480, TOLEDO, O £3638, UINITED STATES

GLMtcowst  S10001 Salaries > S10130 Disaribaion

Humber Totk Numbar o ate Type S Future 00000 Detma A/ Mmm

27 | In the Attachments window click the Type list.

26 In the Notes and Attachments section, click the + icon next to Attachments None.

28 Select the File list item.

29 | Click the Category list.

30 | Click to select the To Buyer list item.

31 Click the Browse button under *File Name or URL field.

32 Select a file for Attachment.

33 Click in the Title field.

34 Enter information into the Title field.
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35 | Click in the Description field and enter information into the Description field.
36 | Click the Add to Cart button.
Enter Requisition Line Ada b Cat m
37 | Click Shopping Cart icon and select Review.
[ Done IR
il x
Total $1,000.00
Review Submit
38 | Select Y/N option for *State Contract - If yes, please insert Contract Number.
39 | Enterif'Y'is selected enter a number in the State Contract Number field.
40 | Select Y/N *Sole Source ("If yes please attach proof of Sole Source").
41 | Select Y/N *Resolution Attached.
42 | Select Y/N *Will Services be performed on Lucas County property?
43 Click the Check Funds button.
44 | Click the View Funds Check Results button.
45 | Click the Done button.
46 | Click the OK button.
47 | Click the Manage Approvals button.
Manage Approvals
48 | The Manage Approvals page is displayed, showing the approval path.
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Manage Approvals (Requisition 1195)

DOtians w

Section Stage or Participant

4 4 [ Heager Prenpproval Stoge

11 Amanda Thomasson - Requester FY1
12 4 3% Parabied
124 4 53 Pro Approvel Header First Rusponter Wins
1244 & Amanda Thomassan - Fre Appeonl Hisader First
1242 & Ruth Ashtord - Pre Aporoval Header First Responder Wins
2 b [ Hender Stage

Adding additional approvers is allowed at certain stages. Drill down into the 'Header
Stage'.
Click the Expand button.

Section Stage or Participant

1 4 E[__,j] Header Preapproval Stage

1.1 57 Amanda Thomasson - Requester FYI
1.2 4 3% Parallel
1.21 A éé Pre Approval Header First Responder Wins
1.2.1.1 u Amanda Thomasson - Pre Approval Header First Responder Wins
1.21.2 u Ruth Ashford - Pre Approval Header First Responder Wins

2 » [E) Header Stage

v
49 Drill down again by clicking the Expand button.
50 Highlight the row under Header Stage First Responder Wins.
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Manage Approvals (Requisition 1195)

+

Section Stage or Participant
1 b [5) Header Preapproval Stage

2 4 |5 Header Stage

24 4 3% Poraliel
244 4 17 Header Stage First Responder Wins
2144 = A D F Identity for

Header Preapproval ..

7 Amanda Thomasson

& Amanda Thomasson -] Ruth Ashford

Header Stage

] Applications Devel,

v

Options w

- Header Stage First Responder Wins

50 | Click the '+' sign to begin adding an approver.
Click the Search icon for User in the Add Assignee window.
Add Assignee x
User | <
FYI only
@ Parallel to participant
Position:
Start of stage
End of stage
Start of entire task
OK Cancel
51 | Select the Approver User ID.
52 | Select a Position (Start of Stage) and click Ok.
53 | Enter the first name of the Approver to be inserted.
54 | Make a note of where the user was inserted into the approval path.
55 Enter the Last Name of the Approver to be inserted.
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56 | Click the Apply button.
57 Click the Back button.
58 Click the Submit button.

59

Click the OK button to confirm.
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Cancel Requisition

Audience: Requester
Purpose: After a requisition has been created, you can cancel Incomplete requisitions.

The purchase order contains the most up-to-date information. This job aid will assist you in
canceling a requisition.

Afterwards, you can track or change your request in the following way. For requisitions on
approved purchase orders, your changes are made to the purchase order through change
requests. From the Requisition Details page, you can access pending change requests until they
are approved. You can also access the latest version of the purchase order. From the Document
History page, you can view all submitted change requests to the purchase orders associated with
the requisition. Cancellation of lines on purchase orders are also handled through change
requests. Changes to purchase orders are not reflected on the requisition.

1 Log into Oracle.
Home Page -> Procurement -> Purchase Requisitions

SIGN IN
ORACLE APPLICATIONS CLOUD

ORACLE

COPYOS] 2071, 2018, Cracte arvber B SRS AJ s TR
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Click the Manage Requisitions task.

LucAs COUNTY y
> —~J

Requisitions Mere Tasks »

Select the Requisition row for the requisition record you are trying to cancel.

LUCAS COUNTY

Manage Requisitions [ e |
4 Search Advanesd  Mamage WatchBal  Saved Seaich Foeguasions | Ereted

Regusitionisg BU o+ Requester Q
** Estered By THOMASSON AMANDA =% ** Suppiker -1

** Reguaition Order
D rription * em q

Croatea : Arquettions Regireg Atantion

Btalus Ay

Search Results

sesion v v boriacw [ priise Eoech

Requisition Descripteon

Mot resarved
— boct rosrvng 1
e L
e i |
1% 10 Hict reservm 4
o M00USD Apprmves Resesvea
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4 Click the Actions drop-down list.

LUCAS COUNTY
—

Manage Requisitions

4 Search Advanced Mamage Watchilst Saved Search Fusquances | Emered
Reguisitionieg BU Requeseer q
" Emered By THOMASSON AUANDA q * Supplier q
** Aequaition Orser
Deseription " mem L
Created » Requsitions Raquiring Mtention
L ~
Search  Resat  Save
" ailts

[viow w Fomat v

Duptcate Y
|
Expon s Dcel
fiptian Craation Duty ‘”"’": Status Fusds Statis  Decer
Cancel Recuamison Aot
w0008 [Sep—
Rnaegn
i TR 0000USD Rjecies ep—
A 7 30US0  Approved s
PR V30US0 Aproved p— —
5102010 27 30USD Apprnd Ligukdaied 190034
age Pickup o the Mor o Oc e 20.00USD. Incompiris Mot matrved
s Merieratip Sarvce e 5000USD Asproves thearved

5 Click the Cancel Requisition menu item.

LUCAS COUNTY
—

Manage Requisitions

4 Search Agvanced  Masage Watchilst Seved Search Fequanons | Entersd

Reguisitioning BU

Requeseer
" Emered By THOMASSON AUANDA q * Supplier q
** Aequaition Orser
Deseription " mem L
Created » Requsitions Raquiring Mtention
L ~
Search  Resat  Save
Search Results
v+ [N R PO
o
Appreval
Croatien Daty ouny Ststus Fusds Stalus  Oedter
OR30-01H ot evervwad
et 0000USD Rujecies ot esrvad
R0 27 30USD  Approved ki
0RA0-2000 IS Appraved e e
03102010 27 50USD  Approved Ligaitaried 190084
083120 20000050 Incompiete ot essrved
oa3000 Agprmans
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6 Enter information into the Reason field.

7 Click the OK button.
8 Click the OK button for the confirmation message.

B = ———————

Manage Requisitions.

4 Search Agvanced  Masage WatchBst  Saved Search Requsiions | Erfered w

" A et ore % eere

Regusitioning BUY v ¥ Confirmation x Rquester 2
** Etered My THOMASSON AMANDA q o ** Supplier -3
" Requisition D Order 5
Description " nem Q
Cremed - Megquiaitions Requirieg Atlentien -
Status 4 v
Search  Reset  Save.
Search Results
Arters v Veww Fomaw g T E Fraees o Datach Wrap
) s G
Requisition Description Creation Date imwdu Status Funds Status  Order
L] ook 00402010 ITBUSD Apprred Liguidated 100018
L] ook OBA0018 THUSH Approves Liudated 190014
1 Chattingn Preni ot B Sdeweh of st o880 20000150 Incospute Pt rast
us County Membaranip Sanvess 08302010 B00USD Apprves Fimerson
o m Anki-vus Softwarn 06152080 @ Canceled Mot remesrved
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Create Personal Shopping List as a Requester
Audience: Requester, Buyer

Purpose: A shopping list is a collection of items created by preparers or requesters. Shopping lists
allow you to quickly requisition items that you order frequently.

When adding an item to a shopping list in the Add to Shopping List dialog, you can create a new
list easily. In the Shopping Lists page, click Manage My Shopping Lists and create a new personal
shopping list. ltems can be added to a personal shopping list in a number of ways. In the Shopping
Lists page, view a shopping list by selecting it from My Shopping Lists. Select items in the list and
click Add to Another Shopping List. Alternatively, when viewing an item after searching or
comparing, select Add to Shopping List from the item's menu. This job aid will assist you with
creating a personal shopping list as a Requester.

Step Action

Log into Oracle
Home Page > Procurement > Purchase Requisitions

SIGN IN
ORACLE APPLICATIONS CLOUD

AMTHOMA

Forgot Password

Sign In

English
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1 0 0

Convarsations  Fallowing Foliowers

o Employee Mews

e My Flags

2 Click the Shopping Lists link. ‘

— Lucas COUNTY \ L SR

Requisitions ity Marag g i

''''''''''''

z SRADSHE 1 Staples

3 Click the Create Shopping List button.

Requisitions Worn T

Racant Regamitions Vet Mo Recent Purchases

4 The Manage My Shopping Lists Window appears.
The '+'icon represents adding a row. Click the Add Row button.

5 Add a description and click Save and Close.

()}

Click in and enter information into the Search field.

7 Click the Search button.
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8 From the catalog entries appearing in the search list, select each item to be added to
the personal shopping list. Hold the Ctrl key as you click each item to select multiple
items.

e
Categori Hide Filery 5 u

9 Click the Add to Shopping List menu.

View v =  AddtoCart | Addto ShoppingList | Addto Compare
Description
Non-Latex Examination Gloves - Large - 100/box

10 | Select the name of the shopping list to be added to from the drop-down list. Click
Save and Close.

11 Note the confirmation message. Click the OK button.

12 Navigate to the Shopping Lists menu and click the link to select the saved shopping
list from the menu selection.

=
13 From the items in the list, select each item to be added to the requisition. Hold the

Ctrl key as you click each item to select multiple items.
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Shopping Lists

Manage My Saopping Lists
First Aid (3 ltems)
4 My Shopping Lists. . !
1 Feseias 3 Veww W At b3 Another Shopping List  Remon
4 Public Shopping Lists Owscription

o L st Enarriration Gatves. . b - 100

Mon-Lanen Exsmination Gl - Small - 200501

Mo L s Evaition G - 3 Lorge - 100on

Price {USD) UoM Quantity Amaunt
830 Each ' Bz us
B30 Each ' B0 LD
820 Each ' 820 D

14

Click the Add to Cart button.

15

Click the Shopping Cart icon and click the Review button.

16

Review the items added to the requisition from the shopping list.

Edit Requisition: 1201

Roqetimiosing BU  Lusas Courty o
* Dentription Noo-Lates Exmminaton Giovs - Mt - 10001
" State Costract - I Yo, pheas indart Contract Nambar o -
Stmte Contract Kumbar
* Boke Bouwce - I yes pisase attach proot of Soks Jeurce o -
* Rescition Allached ¥a
o Luca € 7o e
Requisition Lines
Adens w Vaww Fomaty i S X « Detach
Line  Dwacription Catwgory Nama
1 Moridater Examanation Gkves - bestum - 10s £
z MonyLatex Examination Gloves - Smal - 1000ax 34
Moréaken Examination Girves - X 4ange - 100w ET

Toeal

Rown Selscied 1 Cohumns iadden 8

Requintion Amourt 400 USD
Approval Amoum 3450 USD

Funds Stases Kook rmsarved

Atacnments hore 4

* Gusesity LOM Mame Prica  Amount (ULD] Funds Status Delete
1 Exh 820 USD B0 Mot reseresd x
1 Exh 220 usD BI Netreserved x
1 Em 12050 BI0 Mot reserend x
e
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Compare ltems

Audience: Requesters, Buyers

Purpose: When searching for items from the catalog, the Search Results page shows all items
that match the search words that you entered. To help you better select an item, you can
compare items for variables such as price and supplier information.

Comparing Items is only used for comparing internal catalog items.

1 Log into Oracle Home Page >
Procurement > Purchase
Requisitions
SIGN IN
ORACLE APPLICATIONS CLOUL
seeeceesd]
— LUCAS COUNTY ) 2 2 v ® u

~

2 Search for the first item. Click in the Search field and type description of an item for
comparison.
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Purchase Purchase Purchase Orders My Receipts Megotiations Catalogs Suppliers
Requisitions Agresments
Requisitions More Tasks w Manage Requisiions L)

Shop by Category el O 1 Requester RUTHASHFORD 4

Recent Requizitions WView More Recent Purchases

For this example, type in “Pest Control”.

Click the JBll Search button. Alternatively, you can click the Enter button on your
keyboard?®

From the list of results, click to select a line item and click the Add to Compare
button.

b Categories Hide Filters \
b Brand

View w ]: Add to Cart Add to Shopping List Add to Compare
4 Price

I Description - v (FL:IE uo Quantity Amount

% 2J5T; Pest Contrel Services -Monthly -Vehicle Maintenance 644 Stat... 191 E... 1 19.00 USD
$ 19 -8 256  Go

Pest Control Services -Emergency Service -Solid Waste Mana.. 241 E 1 2400 USD

Pest Control Services -Bi-Monthly -Sixth District Court of Appea... 29.1 E 1 2900 USD

Pest Control Services -Emergency Service -Sixth District Court ... 291 E... 1 29.00 USD

Pest Control Services -Weekly -Carrections Center 1622 Spielb... 64.1 E... 1 64.00 UsD

Pest Control Services -Emergency Service -Corrections Center. 25€ E 1 256.00 USD

Pest Control Services -Monthly -Family Court Center 429 Michi... 391 E 1 39.00 USD

Pest Control Services -Bi-Monthly - Common Pleas Courthous.. 591 E 1 58.00 USD

Pest Control Services -Emergency Service -Common Pleas Co... 591 E... 1 59.00 USD

The Compare Products banner displays in the Search Results window, awaiting
another item to compare.
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T
b Categories Hide Filters - E
» Brand
View w =% Add to Cart Add to Shopping List Add to Compare
4 Price
I Description ::U” uc Quantity Amount
L L R
19 256 Pest Control Services -Bi-Monthly - Common Pleas Courthouse ... 59. E 1 59.00 USD
$ 19 -8 256  Go
Pest Control Services -Emergency Service -Common Pleas Co...  59. E 1 59.00 USD
Pest Control Services -Monthly -Office Complex 701 Adams St 49 E 1 49.00 USD
Pest Control Services —Eme_rgency Service -Office Complex 701... 19t E 1 196.00 USD
— — —

Compare

Products

Pest Control Serv...

You can enter another item name, and click the Search button as before to search for
second item, or select from the list results of the existing search. For this example,
click another item row.

6 Click the Add to Compare button.

Add to Cart Add to Shopping List Add to Compare

The icons for compared items display side by side in the Compare Products banner.

X x
Compare
Products
jear

Pest Control Serv. Pest Control Serv. .

7 Click the Compare button within the banner to compare and display attributes of the
selected items. Comparison details can include the item price, description, and if an
item is on a blanket (indicated by the fact a supplier exists for the item). Note: Not all
comparison information may be available.
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Compare Products
X X
Courthouse 700 Adams St Toleds T Pieas Courthouse 700 Adams 8t Toledo o
$59.00 Each $59.00 Each
W e
Long Description
Category Name 675 675
Supplier Action Pest Confrol, Inc. Action Pest Confrol, Inc.
Supplier ltem
Brand
Manufacturer Part Number
Price Breaks No Mo
Supplier ltem Auxiliary Identifier
Item
Revision
Agreement 19004 15004
Availability
Lead Time Days
UNSPSC
Alias
8 Based on the information displayed, you can update the quantity if desired (greater
than the defaulted 1), and click the *° Add to Cart button for the item you wish to
order. Upon clicking the Shopping Cart icon beside the quantity, a quick message will
display advising of the addition to the cart.
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Pest Control Services -Bi-Monihly - Common Pleas
Courthouse 700 Adams 5t. Toledo

$59.00 Each /

Note: Alternatively, you can use the dropdown arrow to add the item to a Shopping
List if desired.

x

Pest Control Services -Bi-Monthly - Commeon Pleas
Courthouse 700 Adams 5i. Toledo

$59.00 Each

Add to Shopping List

9 Click the Shopping Cart icon within the requisition window to see a quick view of
details.
10 Please click the Review button to provide additional required details.

Pest Control Services -Bi-

Maonthly - Common Pleas

Courthouse 700 Adams 1.00 X
St Toledo

$59.00 Each

Tofal $59.00

Review Submit
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11 Provide a required Description for your requisition. A default is provided by default.
Edit Requisition: 1047
Requisitioning BU Lucas County
* Description Supplies
4
* State Contract - If yes, please insert Contract Number Mo v
12 | There are considerations and additional attachments that may be required

depending on whether the item is attached to a state contract, is an item of sole
source, or if services, those that will be performed onsite at Lucas County property.

If on State Contract, please select Yes from the dropdown arrow, then note the State
Contract Number.

If item is on record as a Sole Source, please indicate yes, and select Yes to Resolution
Attached, then ensure you provide proof of Sole Source as an attachment to the
requisition.

If a Service is being requisitioned that will be performed on Lucas County property,
please select Yes and then please attach a current Bureau of Workers Compensation

Policy and Insurance Certificate of Liability.

For this example, select No for the following fields, indicating no attachments would
be required for justification of those criteria.

* State Contract - If yes, please insert Contract Number No v

State Contract Number

* Sole Source - If yes please attach proof of Sole Source No v
* Resolution Attached No v
* Will Services be performed on Lucas County property? No v

Review Requisition lines. The quantities can be edited by entering another quantity
directly into the Quantity field, and lines can be deleted at this point using the X
indicated at the end of the lines.
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Requisition Lines

Actions »  View v Format w E S X Detach
Line Description Category Name * Quantity | UOM Name *Price Amount (USD) Funds Status Delete
1 Pest Control Service 675 1 | Each 59.00 USD 59.00 Mot reserved b4
Total 59.00

Rows Selected 1 Columns Hidden 8

To add an attachment that may have been indicated above, such as current Bureau
of Workers Compensation Policy and Insurance Certificate of Liability, see the
Attachments button in the Notes and Attachments section of the Requisition
window.

A Motes and Attachments

Mote to Supplier Attachments NOI'I

&

In the Attachments window, using the dropdown menus select the File Type, a
Category of Internal to Requisitions, Miscellaneous, To Approver, To Buyer, To
Receiver, or to Supplier. For a Certificate of Liability, select Internal to Requisitions.
Then use the Choose File button to locate the file to be attached from a local drive
on your computer.

Click the OK button in the Attachments pane.

Attachments x

l Actions w View w o M

\ Type Category * File Name or URL Title Description Attached By

File ¥ Intemal to Re ¥ Choose File | Mo file chosen RUTH ASHFC

»

Rows Selected 1

oK Cancel

The attachment title entered will display in the Attachments section and will be
evident to the requisition.

A MNotes and Attachments

Mote to Supplier Attachments Liability Cert[<f= 3¢
A~

10

If you wish to submit the requisition at this time, you can click the Submit button.
If you wish to continue building the requisition at this time, you can click the Save
button.
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If you wish to save your progress now and finish the requisition at a later time, then

click the Save and Close button. For this example, we will save and close.

I

Shop Check Funds Manage Approvals View PDF Save | ¥ Submit

Save and Close

Requisition Amount 5900 USD

Approval Amount Calculate Amount with Tax

Funds Status Mot resernved

11

A Requisition Confirmation message displays.

» Confirmation x

Requisition 1047 was saved

m El
oK

a

Click the OK button to acknowledge that the requisition was saved.

12

If comparison of items is concluded, click the Clear button to close the Comparison.

Otherwise, you could continue to compare items using the Compare button.
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Forward Requisition

Audience: Requesters

Purpose: You can reassign a requisition to another requester. This job aid will guide you through
that process.

Step Action

Log into Oracle.
Home Page -> Procurement -> Purchase Requisitions

_ Lucas COUNTY 3
= —~—— |

1 0 0

Convarsations  Fallowing Foliowers

° Employee News _ ;P'#{ 4

o My Flags . i o 3

Click the Manage Requisitions link.

Select a Requisition from the list that you wish to reassign.

Click the Actions menu.

unibiwiN

Click the Reassign option.
Search Results
View v Format +
Duplicate
Export to Excel
Cancel Requisition
Delete

Edit

I Reassign I

Wiew Document History

Click the Search: Reassign To icon.

Reassign Requisition

* Reassign To

Send natification to this persen | Search: Reassign To

Click in the Name field and type the last name of the approver and click search.
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Search and Select: Entared By b4
4 Search Agvanced
** Departmant
** Job
m Reset
Hame Departmant Job Email Phone
Ashford, Ruth Support Sorvices rashford@colucas chus 0443266
I ASHFORD, RUTH Suppaort Sanices Deractor 1 ashruthd@gmail com FM-I-R?.‘LHI
E Cancel
8 Click to highlight approver for reassignment and click Ok.
9 Click the checkbox for Send notification to this person reassigned and then click the
Ok button.
Reassign Requisition
* Reassign To Ashford, Ruth Q
Send notification to this person
OK Cancel
10 | Confirmation is displayed.
11 | Click the OK button to confirm.
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Managing Requisitions

Audience: Requester

Purpose: Primary tasks included in Managing Requisitions include creating a requisition, updating
a draft requisition, approve, amending and tracking progress of requisitions.

Action
Step

1 Log into Oracle Home Page -> Procurement -> Purchase Requisitions
= ORACLE B % ¢ 9
o @ @ @
AMANDA THOMASSON Me Users and Roles éfsgggnmi:gg o a?:’ﬁ'gé%cé o
Share thoughts with your colleagues... L =] .
1 0 0
Conversations | Following Followers =
Supplier Portal Invoices General Accounting Budgetary Control
o Employee News
o My Flags
Fixed Assels HI’FEI’IC%'%I_FH{SIPOI'UHQ Expenses
o
Purchase Purchase Orders My Recsipts Negotiations
Agresments
2 | Within the Requisitions page, click the Manage Requisitions link.

= ORACLE R
Purchaze Purchase Purchase Orders My Receipts Megotiations Catalogs

Requisitions Agreements

Requisitions More Tasks w

NOTE: You can either view the entire list of requisitions which displays by default, or
search by status. You may delete requisitions in “Incomplete” status. For this example,
use the Search fields in the Manage Requisition page to search based on Pending
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Approval status to display only those requisitions not yet approved. Select Pending
Approval from the Status dropdown list, and click the Search button

3 Click the Search button.

Manage Requisitions Daone
4 Search Advanced ~Manage Watchlist  Saved Search Requisitions | Entered v
** At least one is required
Requisitioning BU v Requester Q
** Entered By THOMASSON, AMANDA Q ** Supplier Q
** Requisition Order Q
Description ** ltem Q
Created v Requisitions Reguiring Attention A\l
Search |Reset Save.. ¥

4 | The Search Results narrow to only those meeting your status selection. Make a
requisition selection by clicking a line.

Manage Requisitions

Dane

Advanced Manage Watchlist  Saved 3earch Requisitions | Enterad v

Search Results

Actions w  View w Format w ;[ " Detach
rd mm-dd- (g
Requigition Description Creation Date Aggrg:i: Status Funds Status Order
1184 TKA015316T Tanp Tarp Material Cotton Canvas Cut Size 10x ... 10-29-2018 612.88 USD Pending approval  Not reserved
1041 Pest Control Services -Monthly -Vehicle Maintenance 644 Sta...  10-18-2010 22200 USD Pending approval Mot res.
1040 Pest Conirol Services -Monthly -Vehicle Maintenance 844 Sta...  10-18-2019 38.00 USD Pending approval  Not reserved

Columns Hidden &

5 | NOTE: “First, ensure you have selected a line to take action. Actions will populate
dependent on what you select.”

Manage Requisitions

» Searc Advanced Manage Watchlist Saved Search Requisitions | Enterad

Search Results

Actions w View w Format w =] ;[ I Detach

rl mm-dd- g
Requisition Description Creation Date Aﬁr;:.‘rg::: Status Funds Status Order
1164 TKAO15318T Tarp Tarp Material Cotton Canvas Cut Size 10 x ...  10-28-2018 §13.88 USD Pending approval Mot reserved
1041 Pest Control Services -Monthly -Vehicle Maintenance 544 Sta...  10-18-2018 228.00USD Pending approval Mot reserved

For this example, we will edit a requisition and resubmit for approval.

6 Click the Withdraw and Edit menu item.
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Search Results

vieww Formatw [ FE

Duplicate

Export to Excal
ription
Cancel Requisition
15316T Tarp Ta

Wiithdraw and Edit |

Control Service:
Reassign
Control Service:

\iew Document Histony
lidden 5

7 | A warning notice advises this requisition will be removed from approval workflow in
order to allow you to make changes, and asks if you wish to continue. To continue,
click the Yes button.

A Waming ®

This requisition is approved or pending approval. It will be removed from the approval or order creation process so you can make changes.

Do you want fo continue?

¥es HNo

8 | To modify the details, click in the editable fields and modify accordingly. For this
example, you will update the quantity. Click on the Quantity field and adjust the
quantity.
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Edit Requisition: 1164

Requisitioning BU

- -
Description

* State Contract - If yes, please insert Contract Number

State Contract Number

* Resolution Attached

* Will Services be performed on Lucas County property?

* Does this purchase require the attachment of the LCIS Checklist?

Requisition Lines

Shop Check Funds Manage Approvals View PDF v

Lucas County Justification

TK10152318T Tarp Tarp Material Cotton Canvas Cut -
Size 10x 12 fi Finished Size 9f%. 81In. x 11/ 6 In.
Tarp Finished Length 11 ft. 6 In. Tarp Finished Width 8 |

Mo v
Mo A4
Mo v
Mo v
Mo A4

Actions w Vieww Formatw [ S X Detach
Line  Description Category Name * Quantity | Example format: *Price  Amount (USD} Funds Status Delete
D
1 TK1015318T Tarp Tarp Material ¢ 560 T vl 47 USD B813.88 Mot reserved x
Total 613.88
4
Rows Selected 1 Columns Hidden 2
4 Line 1: Details
4 Delivery
Deliver-to Location Type Internal ¥
Requested Delivery Date [MIEGOROMD fe * Deliver-to Location  Support Sarvices Q
Governmant Ca Suita 480, EDO, OH 43604,
Suggested Buyer Q Deliver-to Address LILJFFOEJIS g_g;ég_rler. Suite 480, TOLEDO, OH 43504,
4 Billing
View w Format w - | Detach
Distribution |
Charge Account Charge Account * Budget Date * Percentage Quantity Amount (USD) Funds Status
Nickname : .
Special 1 Special 2

9 | After making all required edits necessary, click the Save button to confirm the entries.

10

Click the Submit button. The requisition will be resubmitted for approval.

11

@ Confirmation x

Requisition 1164 was submitted.

View PDF  OK

Confirmation of the submission displays. You can View a pdf, or simply click OK to
acknowledge. Click the OK button.
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Requisitions Approval from System Notification

Audience: Requesters, Approvers

Purpose: The system will deliver a notification to your email inbox of record when you have
actions to take on requisitions. This includes approving a requisition. This job aid will assist you
with approving a requisition from a notification within Oracle (and from an email notification).

Action
Step

1 | Loginto Oracle. Home Page -> Procurement -> Purchase Requisitions
- LUCAS COUNTY ) PORYIPSINT |

L
&
= R
1 0 0 i
Convarsations  Fallowing Followers
),
o Employee News Y 8
° My Flags == b - :

2 | Click the Notifications (Bell icon) at the top right of the page.

o % |9

3 | Select Notification: Action Required Approve Requisition.
4 | Once you have reviewed the requisition, click the Approve button.
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Requisitions Approval from Email
Audience: Approver

Purpose: You can approve a requisition directly from a link in an email requesting approval.

1 | Loginto your Email. Select and open the email notification request for approval.

2 View details in the email.

Action Required: Approve Requisition 107

MR Michael Rath <eieb-dev1.fa.sender@workflow.mail.usé.oraclecloud.com>
To O Lucascountyl@outlook.com

107.pdf
51 KB h

Requisition Approval

$19.00
Rath, Michael

Pest Control Services -Monthly -Vehicle Maintenance 644 State St

L

Requisiton 107

Lines

Pest Control Services -Monthly -Vehicle Maintenance $19.00
644 State St. Toledo

1% $19.00
Charge Account: 1010.114001,50 630007 0000000000

Approval History
O DIANE ROBINSON

O Applications Development Framework Application Identity for Procurement

8/22/19 8:15 AM
o Assigned to AMANDA THOMASSON

B8/22/119 8:15 AM
° Assigned to RUTH ASHFORD

B8/22/19 8:15 AM

€ Submitted by Michael Rath
107 paf
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3 In the Action Required section, if attached, click the PDF file listed to review the
details.

Action Required: Approve Requisition 107

Michael Rath <eieb-dev1.fa.sender@workflow.mail.us6.oraclecloud.com>

To O Lucascounty1@outlook.com

MR

107.pdf
51 KB

Lines

Pest Control Services -Monthly -Vehicle Maintenance $19.00
644 State St. Toledo

1x$19.00
Charge Account: 1010.114001.50.630007.00000.00000

Approval History
(") DIANE ROBINSON

i_) Applications Development Framework Application Identity for Procurement

8/22/19 8:15 AM
© Assigned to AMANDA THOMASSON

8/22/19 8:15 AM
o Assigned to RUTH ASHFORD

8/22/19 8:15 AM
o Submitted by Michael Rath

2107 pdf
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4 | Based on your review the details of the PDF attachment, determine if you wish to
approve the requisition.

End of Report

LUCAS COUNTY \))
——
——
ieiti 08/22/2019 12:15 PM
Requisition 107 (18 USD) Report Date  GMT+00:00
Page 1of1
Requisitioning BU Lucas County Requisition Amount 19 USD
Entered By Michael Rath Approval Amount 19 USD
Status Pending approval Procurement Card
Description Pest Control Services - Justification
Monthly -Vehicle
Maintenance 644 State St.
Toledo
Emergency Requisition No Funds Status Mot reserved
Lines
1 Pest Control 675 1 Each 19.00 19 Pending Not
Services -Monthly usb approval reserved
-Vehicle
Maintenance 644
State St. Toledo
Requester Michael Rath Supplier Action Pest Control, Inc.
Urgent No New Supplier No
Requested Delivery Date 08/25/2019 Supplier Site MAIN
Deliver-to Location Type Internal Supplier Contact
Deliver-to Location Support Services Contact Phone
Deliver-to Address 1 Government Center, Suite Supplier Item
480, TOLEDO, OH 43604,
UNITED STATES
Destination Type Expense Note to Supplier
Subinventory Note to Receiver
Note to Buyer
Distributions
1 1010.114001.50.630007.0  8/22/19 100 1 19 Not
0000.00000 reserved

2 | If the requisition details meet the criteria for approval, click the button to: Approve.

Requisitioner.

Requisitioner.

Heguast 1n2

Note: Approve_v'vill allow the requisition to source. Request Info sends back to the
Requisitioner and restarts workflow approvals. Reject stops the workflow and the
requisition does not proceed. All options will provide a notification of the status to the

The Oracle system will provide a notification of the approved status to the
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Reject Requisition
Audience: Requesters, Approvers

Purpose: Although you cannot selectively approve or reject individual items, you can edit a
requisition to add or delete items, modify requisition quantity, and then approve the requisition.
If the approver needs to reject specific lines on the requisition, the approver should reject the
entire requisition. The approver can include comments on the Worklist task to highlight the
rejection reason. The preparer then must update the requisition and resubmit it for approval.

This job aid will guide you through steps to reject a requisition.

Step Action

1 Log into Oracle.
Home Page -> Procurement -> Purchase Requisitions

_ LuCAs COUNTY S
= — o Y

‘®

1 0 0

Convarsations  Fallowing Foliowers

o Employee News

e My Flags

2 Click the Notifications (Bell icon) at the top right of the page. The number indicates
new notifications not yet viewed.

A Y |9

3 Activities requiring your response/action will display in a list. These activities are
dependent on your role in the system. Select a pending Notification Action Required:
Approve Requisition.
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Maotifications l "{'? F: @

Pending Notifications i} Mare Details
Enter zearch terms :]x
I @ Action Required: Approve Requisition 1164 34 seconds ag
= AMANDA THOMASSON Approve  Reject

4 Review the details of the requisition. If any justifications were attached, those can be
reviewed at this time.

Approve Requisition 1164 Actions w | Approve  Reject

Requisition Approval

$613.88
THOMASSON, AMANDA

TK1015316T Tarp Tarp Material Cotton Canvas Cut Size 10x 12 f. F

Requisition 1164

Lines

TK1015316T Tarp Tarp Material Cotton Canvas Cut Size 561388
10 x 12 ft. Finished Size 9 ft. 6 In. x 11 ft. 6 In. Tarp

Finished Length 11 ft. 6 In. Tarp Finished Width 9 ft. & In.

Tarp Seam Finish Double Stitched Tarp Resistant

Features Flame Resis

4x 515347
Charge Account: 1010.114001.50.630007.00000.00000

Approval History

(O Applications Development Framework Application Identity for Procurement

() Applications Development Framework Application Identity for Procurement

10-28-2012 12:54 PM
© Assigned to RUTH ASHFORD

10-28-2019 12:54 PM
© Submitted by AMANDA THOMASSON

& 1164.pdf

5 Actions are listed in the Actions dropdown for this requisition. For this example,
select no actions, but click the Reject button.
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Actions w Approve Reject
Request Information
Celegate

Feassign

Escalste

Suspend

Withdraw

Skip Current Assignment
Ldd Comments

Add Attachment

6 You will be prompted to enter rejection comments. You can also drag any files or
click to add a file attachment, when required.

Reject

Comment

Crag files here

or click to add
f attachment

e

/'

7 Click the Submit button to complete the rejection and send the requisition back
through workflow to the Requisitioner.

Submit
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View Requisition, Approval Status and Approval Notes

Audience: Requester

Purpose: For the requisitions you created, you can view requisition information from the Manage
Requisitions page. This includes viewing a Requisition Approval Status and Approval Notes. This
job aid will assist you with viewing this information for requisitions you created.

Step Action

1 Log into Oracle.
Home Page -> Procurement -> Purchase Requisitions

— LUCAS COUNTY ) . e ..
L
o
1 . . Fo
Convarsations  Fallowing Foliowers
),
@ Employee News phad
o My Flags . b L s
2 Click the Manage Requisitions link.
3 Select a Requisition by clicking the Requisition Number link.
Manage Requisitions m

4 Search Agvenced  Manage Waichlist Saved Bearch  Fiqustions | Enterod

** Entwed By Chapa, Jovecs 4 Requester

Search Results

Achons w View ¥ Fomal ¥ 7 T * ' Detach

Cotumns Hiden 5

4 Click the View Life Cycle button.
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LUCAS COUNTY
Go back ore page
Right-click er pull down 1o show history

Requisition: 1216

Rquisitioning BU Lo Gourty
Entersd By “lossca Chaga

Deseription  Firat Add Chair eomvareet in Mo-perius hw Eyn Lamp

Requisition Lines
hoers w Wew v Fomal v Prease " Detmch
Lo o Beacription
1 First Ak Chair coversd In Non-gonous C'w Eye Lamg:

Rows Belected 1 Cokumns Hidden 13

Line 1: Details
Ercuester Jesica Chags
Reguested Deivery Date 810
Damveran Locamon Type  nermas
Deliver s Locaion  Scppust Swvins
4 glng
View ® Fomat v Freea (o Detmch o) Whag

Creation Date 130710
St Approved

suanmeanes

Category Nama

a % v @

B o 1| v o [ revon < I oo

Rnguintion Anouse 50T

Approval Amoust

Punds Status

Amachments Hors

State Contract - B yes, prate muert Contract Nemer o
Saaie Contract Nember

Bele Seurce - @ yes plesse MMIED proct of Soke Ssurer ho

Bescation Amached ho

WIBl Services be performed n Lucas County property?  No

Guarmity LOM Price  Amount [USE) Status Punds Satus  Order Line Litn Cycle
1 Each T 0UsD K70 Aproved Laucame 10083
Devtnaton Type

Buyer

Suggested Suppiier
Suppler fem  OH.TO

Agevmmant 10007 (Lucan Courty)

Agreement Line 7

5 Once reviewed, click the Done button.

Requigiton Life Cycle: 1216

4 Regusiton Ling

View v Fomat v S T
Ues  em Dascripton
1 Firs s v

4 Order
[I—
Rugussonng B
Purshuns Cviee 1003
i
Cpen Date 112070
Total 7 ORI
4 Ehipmants
View v Famme v Detach
sora Shioced Date  Expaciec Raceipt Drte SHpinlscasan  Carmier
[rereepp—
4 Rocaits
T T
Ruceipt BecestDan  Receves By snpmars Packing Sin  Wayss
1t b iy
4 ivvicos
T = Ot
e Duscription

Bl ofLagng  Mewa

Cotegory Hame  Beuesisr  Cosnsty 006 Price  Amoust (1750} Stat

" e, e 1 Ean oo (e pegre—

Msschad e Drder
Amount

6 Note the Requisition Status.

_ Lucas COUNTY )
= & —

Requisition: 1216

Anguisitioning BU  Lucan Courty
Enteea By “hevsca Chape

Deseripson  First Al Chs covrnd in Mon-porous o Eyu Larmg

Requisition Lines
Aetora w Waw v Foma v SE
Une e Description

1 First Al Gt ecnpsed i M-ttt el Eva L.

M5

ngunition Ameuni

Appeoad Amount

Fumas St |

Attachments None
Stine Contract - B yen, parase insert Contiuct Numser Mo
State Contract Wumbes
Boie Source « ¥ yes plasse sitach seosf of Sole Souce Mo
Reschution Amachea Mo

Il Bervicas b pertormes on Lucss Cousty propeny? Mo

Guantey UOM Price  Amount [UST) Sstus Funds Status.  Order Line Lifs Cycls

Each 507 0USD 570 Approved Liuetarens 000

7 Click the Done button to return to Manage Requisitions page.
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8 Highlight a requisition to be viewed and click Actions and select View Document
History.

Manage Requisitions

4 Search Avanced  Manage Waichbst Baved Bearch Requaions | Ertered

sty o
Requamn Groe
Bearch  Reser  Save
Search Results
[ - [N s
e

9 Review ‘Actions Performed’ and any ‘Additional Information’ notes from Approver
will be displayed here.

Document History: 1216

Deseription

stats

10 | Once review is complete, click the Done button to return to Requisition Details page.
11 Click the Done button to return to Manage Requisitions page.
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Receiving Requisitions
Audience: Requesters, Receivers

Purpose: This job aid will assist you with processing goods and services receipts as a Requester.

Action

1 Log into Oracle.
Home Page -> Procurement > My Receipts

LUCAS COUNTY o
o & ® @
™
\ ]
@ 0 0 @
; 0 0 ; : "
Coervorsations  Following Followors.
© Eenpioyee News [ -
E-._'n
© Myriags =

2 The Receive Items page displays. Several fields in the Search section are indicated by
double asterisks. Of these, at least one field is required to be filled. Your requester
name is entered by default. You can search on multiple criteria. For this example, we
will search by Items Due in the last 60 days.

Receive Items

4 Search Advanced | Saved Search Items Due in Last 7 Days ¥
** At least one is required E
** Requester ASHFORD, RUTH v Requisitioning BU A |
** Entered By v ** Purchase Order v
Requisition ** Transfer Order -

/ Search Reset Save.. ¥

Search Results

View w Formatw  FE Freeze |u| Detach Wrap Receive
= Hequigimion Line Item vescnpuon suppuier Neeo-Dy vate Furcnase urae
-

BU Quantity UOM Name Currency

Mo results found.

3

Click the Items Due list.
Click to select Last 60 days from the list.
4 Click the Requisitioning BU field and select the Business Unit.

w

Requisiticning BU v

Click the Search button.
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From the Search Results, select the row of a requisition to receive against.
Receive ltems

b Search

Search Results

View ¥ Format v  §H Freeze  |=' Detach Wrap

Requisitioni Ordered
Buq"“s oning Requisition Line Item Description Supplier Need-by Date Pu

Quantity UOM Name Currency

Lucas County 1081 2 Clorox Teilet Bowl Cleane..., Staples Inc 5128119 1 Each 100
Lucas County 1051 3 Rubbermaid Mop Head, ...  Staples Inc 52819 1 Each 100
Lucas County 1053 1 First Aid Chair covered in ... McKesson Medi... 7/31119 1 Each 100
Lucas County 1207 1 First Aid Chair covered in ... McKesson Medi... 7/3119 1 Each 100
Lucas County 1214 1 First Aid Chair coverad in ... McKesson Medi... 8619 1 Each 100
Lucas County 1216 1 First Aid Chair covered in ... McKesson Medi... 8619 1 Each 10¢
Lucas County Jeap Wagon Compass Rose ... 61018 1 Each 100
Lucas County Jeep Wagon Compass Rose ... &M10/19 1 Each 10(
Lucas County FA Equipment TASC of Northw... 1 Each 100

Click the Receive button.

The Create Receipts page displays for the requisition selected. Click the Show
Receipt Quantity button to show the quantity remaining to receive.

Create Receipts

Actions w  View w Formatw & GE Freeze  [3] Detach Wrap Remove Line | Show Receipt Quantity

Cancel

Receipt * . .
Requisition Item Description Transaction Wayhbill Packing Slip Requisitioning Purchase Order Transfer Order
® " Date BU
Quantity UOM Name Currency
1159 Logitech M210 USE ... Each v 10-28-201 g Lucas County 100072

Columns Hidden 11

Compare the displayed quantity to what was received on hand. If different from
what displays in the Quantity field, enter the quantity received.

Create Receipts Submit | Cancel
Actions v Wiew w Format w f ;E Freeze 1 Detach Wrap Remove Line Show Receipt Quantity
Receipt * .
R . Trangaction . . : Requ
Requisition Item Description Date Waybill Packing Slip BU

* Quantity [UOM Name Currency

1152 Logitech M310 USE ... 1 Each L4 13-29—231”‘% Luzss

Click the Submit button.

Click the OK button to acknowledge the receipt.

& Confirmation

fou created the following receipt numbers: 2121.

0K
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Perform Receiving Corrections

Audience: Requesters, Receivers

Purpose: A Receiving Agent can make corrections during the receiving process.

Step Action

1 Log into Oracle

_ Lucas COUNTY )
)

Home Page -> Procurement > My Receipts

* e 0 9

2 Click the My Receipts button.

3 Click the Tasks icon.

= ORACLE

Receive Items
4 Search

** Requester ASHFORD, RUTH
** Entersd By
Requisition

lterm= Due  last 7 days «

© © 0 0

v Requisitioning BU

v ** Purchase Order

** Transfer Order

O ©

Advanced Saved Search  [lems Due m Last ¢ Days v

15 reguired E]

™ Al least one

4 Click the Manage Receipts link.
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N N PO e

O ©

* lIManage Receipts

ced Saved Search Items Di

E

5 Click the dropdown arrow in Items Received list to display the values:.

Manage Receipts m
4 Search Advanced Saved Search Al Receipts v
** At least one is required
w Receipt Requisitioning BU v
Requisition ** purchase Order L4
| Items Recwived | Lasl ¢ uny:sD ** Transfer Order v

Search Reset Save..

| Search Results

6 Click the Anytime option from this list.

Manage Receipts

4 Search

*# Receipt
Requisition

Items Received | Last 7 days v

Last 60 days

Last 30 days

Search Results

Actions v View v Format Freeze n Detach
Last 3 days
isitioni .| Yesterd .
gaqumltlonmg Receip esterday Description
Today

Columns Hidden 5 | AnYllime

7 Click the Requesting BU field and select the Business Unit.
In addition, at least one of the following must be entered to produce results from
this page:
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Receipt, Purchase Order, or Transfer Order.

8 Click the Search button and highlight the receipt for correction.

Manage Receipts

Search Resulls

Actions w View w Format w Detach

:;q""‘""'""’ Receipt Item Deseription

Lucas Courity 2004

m“‘“

Supphier

Received

Quantity UOM Name

Receipt Date  Purchass Order  Transfer Order  Shipment
Currency

F Equipment Compass Roas Soluti 1 Each SE1AO 318 10008
| Lucas County 2005 HBO Pack! Compass Roso SolutiL,. 2 |Each 52119 8:19... 10011
Lucas County 2008 Spanish Pack! Compass Rese Soluti., 2 Each 1:0... 10012
Lucas County 2009 Tust E Technologies, inc. 5 Each @319 11:08... 10035
9 Click the Correct button.
10 | Click in the *Correct Quantity field and update the quantity.
Correct Receipts
View v Formatw  GF " Detach
PP Received
gﬁqulsmonlng Receipt Item D = * Correct Quantity
Quantity UOM Name Currency
Lucas County 2005 HBO Pack! Compass Rose ... 2 Each 1

Columne Hidoen 1

11 Click the Submit button.

12 Click the OK button.

13 Click the Done button.
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Create Returns to Receipts

Audience: Requesters, Receivers

Purpose: This job aid will assist you with creating returns from goods received.

1 Log into Oracle
Home Page -> Procurement > My Receipts
_ Lucas COUNTY % e
= _—
® & @ @
I ) )
© Ervireeews w :
Q wrogs S —
2 Click the My Receipts Icon.
3 Click the Tasks icon.
+ Manage Receipts
Advanced Saved Search ItemsDue
4 Click the Manage Receipts link.
5 Click the dropdown arrow to view list of values in Items Received list.
6 For this example, click the Last 30 days value from the list.
Manage Receipts
- Search
Receipt
Requisition
wome mecorves oo T
Last 60 days
Last 30 days
Search Results :::2: ; ::TLast 30 ays
Actions w View w Format w 548 Freeze i Yesterday R
Today
gzquisitioning Receipt Iterm Descript Any time ligr
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Click the Search button.

Select a row to be returned and click the Return button.

Manage Receipts

b Search

Search Results

Actions v View v Format w  §F Freez " Detach Wrap Correct

Requisitioni Received

Ethl'"s' foning Receipt Itern Description Supplier Receipt Date Purchase Order
Quantity UOM Name Currency

Lucas County 2008 Tast E Technologies, Inc. 5 Each 6/3/19 11:08... 10035

Lucas County 2mz2 Jeep Wagon Compass Rose Soluti... 1 Each 6/4/19 11:20... 10048

Lucas County 2014 Jeep Wagon Compass Rose Soluti.... 1 Each B/4/193:59 ... 10081

Rows Selected 1 Columns Hidden 2

Click in the *Return Quantity field.

10

Enter the return quantity into the *Return Quantity field and select a Reason.
_ Lucas COUNTY

—
Return Receipts
Aotions w View w Formatw 00 0T Freez +| Detach
o Raceived P
BLTeenIN0  Receipt Item Description Supplier Gty Reason RMA Note
Quantity UOM Name 2
Lucos Counyy 2012 Joep Wagon Cormpass Rsse Schatans, .. 1 Each 1 | Roecs | w e

Rows Selected 1 Columns Hidden 1

11

Click the Submit button.

12

Click the OK button.
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Edit Order

Audience: Requesters

Purpose: This job aid will assist you with editing a Purchase Order which has been issued and
approved.

Step Action

Log into Oracle.
Home Page -> Procurement -> Purchase Requisitions

Click the Manage Requisitions link to view details of requisitions you created.

Search for Requisition which has been approved and a Purchase Order has been
created and approved.

= omacLe T S

Manage Requisitions =

b Baarch Adrances | Maage Wrkhinl | Lovid Sasrch Haguntions | Gt coy |
Saarch Rasults

A v Vemw Foeiv @ 7§ vt

[ o—
siskien  Dear Crassion fiae Satue Funde ST TRET
By rpion

o e 7308 Ot B zw0I ]

Py faatud 1 Colomns Hidtea &

Highlight the Requisition to be changed.

w

Click the Actions drop-down list.

Click the Edit Order menu item.
= CRACLE @ o T .
Manage Heguisitions =B

A warning message will be displayed. Click the Yes button to continue.

£ Warning *

This ction il creats  changa ceder on the documand. Do you want 1o continue? (PO-2055113)

Yos | No
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8 Enter Description of the Change
Edlil Ghange Drcar: 1 D0 0 DReEaes
9 Perform necessary changes to the Order.
10 Enter Change Reason
11 Click the Save button.
12 Click the Submit button. The Order will be sent for approval.
13 Click the OK button.
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Create Requisition Line Entry for ltem Master Items

Audience: Requesters

Purpose: An order is a formal authorization to purchase goods or services. Your purchasing
department creates a purchase order, which a supplier receives. A purchase order can be tracked
until you receive the goods or services. A requisition is a request for the goods or services. If
approved, a purchase order is created to fulfill the requisition. If details. The Requisitions page is
the landing page for the Purchase Requisitions work area and is also informally referred to as the
shopping home page. Requesters can use the self-service page to place purchase requests for
goods or services. Item Master Items can be selected and will prefill certain information
(Description, Category Code and Unit of Measure) to simplify requisition entry for common nly
purchased goods /services. This job aid will assist you with creating a purchase requisition line
entry for items contained in the Item Master.

1 Log into Oracle.
Home Page > Procurement > Purchase Requisitions

= ORACLE
. a0

JC
JESSICA CHAPA
et ——— : J{::_,j'{-h '?";;,:c\
& sxe BN Y |
RIS = G |
>

e Emplayee Nows [
© wrags : G 0 . e

2 Click the More Tasks > Enter Requisition Line link.

® & v B -

Reauisitions m Marag Srques

[r—T———

Ut Pargues 30 Bncuevist

Bert Renpuiions - Bhecost Puschases

3 Click the Line Type list.
4 Select the Goods list item.

* Line Type Goods v

5 Select the Item Search Icon
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Enter Requisition Line

Search for Items contained in the Item Master by Item Number or Description (All
Items Numbers start with A)

‘Search and Select: ltem

4 Search

Iem Description

BLANK ENVELOPES

7 Select Item and click OK.

8 The Item Master item details will populate the requisition line. Update Description,
Quantity and Price as needed.
Enter Requisition Line
* Line Type  Goods v]
Hem AIDEY x Q
Ravision ';]
9

Click the Charge Account icon and either accept default or add new applicable
charge account information.
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10 In the Notes and Attachments section, click the + icon next to Attachments None.
11 | In the Attachments window click the Type list.
12 Select the File list item.
13 | Click the Category list.
14 | Click to select the To Buyer list item.
15 Click the Browse button under *File Name or URL field.
16 | Select a file for Attachment.
17 | Click in the Title field.
18 Enter information into the Title field.
19 | Click in the Description field and enter information into the Description field.
20 | Click the Add to Cart button.
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Enter Requisition Line m
. Type  Suppier

Agrmerent

* Guantity 1

Flexfalds

Chargs Account " Budget Date  * Parcents g Quastity  Amount (USD) Funds Statiss Dulets
[R==1

Itam Dase Typa Crganization Tracking Code

Click Shopping Cart icon and select Review.

21
| Done IR
$1,000.00 Each 1 X
Total $1,000.00

\Revlew Submit
22 | Select Y/N option for *State Contract - If yes, please insert Contract Number.
23 Enter if 'Y' is selected enter a number in the State Contract Number field.
23 | Select Y/N *Sole Source ("If yes please attach proof of Sole Source").
24 | Select Y/N *Resolution Attached.
25 | Select Y/N *Will Services be performed on Lucas County property?
26 Click the Check Funds button.
27 | Click the View Funds Check Results button.
28 Click the Done button.
29 Click the OK button.
30 | Click the Manage Approvals button.
31 Click the Submit button.
32 Click the OK button.
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