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Guide Overview

Guide This guide provides a comprehensive review of the Manage and Record Requisitions
Description ~ Processes.
This guide consists of the following modules:

e Module 1: Course Introduction
e Module 2: Manage and Record Requisitions
e Module 3: Managing Requisitions

e Module 4: Course Summary
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Topics

Module 1: Introduction

This module covers the following topics:

Learning Objectives

Roles and Responsibilities
Navigation

Purpose and Benefits

The End-to-End Business Process

inferms
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Learning
Objectives

At the conclusion of this guide, participants will be able to:

Module 1: Introduction

Understanding of the procure-to-pay process
Understand the lifecycle of a requisition
Understand the components of a requisition
Create a requisition

Manage a requisition

Navigate the requisitions approval process

inferms
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Module 1: Introduction

Audience: The following roles are associated with this topic and will play a part in conducting the

related business processes for the County:
Roles and

Responsibilities Department Buyer: The Department Buyer has the ability to create and update

Purchase Orders (PO), Change Orders - enter PO or source a PO from requisition, or
change orders and dispatch.

e Department Requisition Processor: The Department Requisition Processor is a
department end-user who has the delegated authority to create, change, and
cancel a requisition.

e Department PO Processor: The Department PO Processor has the ability to create
and update Purchase orders prior to final PO approval.
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Navigation

Module 1: Introduction

inferms

Below are the steps to navigate to Manage and Record Requisitions, which will be used

for navigation in the rest of this guide:

Navigate to Finance/Supply Chain (FSCM) tile > Supply Chain Operations tile >

eProcurement tile > Create Requisition tile

1. Logininto INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM) tile.

INFORMS News & Announcements!

Finance / Supply Chain (FSCM)

News & Announcements Tile

L
I NFORMS Team. 02202024 8

Budget Scorecard Employee Self-Service

) v
@@ 1H| i ¥

Approvals

v

()

56

Manager Self-Service

2. Select the Supply Chain Operations tile.

Finance / Supply Chain (FSCM)

Finance & Accounting

Grants Management

Supply Chain Operations

Cash Management

Customer Contracts

i

Credit to Cash Operations

Supplier Administration

-~

-

Asset Tracking

6’..3.;

X

.

o 4
]

3. Select the eProcurement tile from the Supply Chain Operations page.

Supply Chain Operations

Buyer WorkCenter

Supplier Contracts Center

Approvals

4

()

Buyer

poy

Procurement Card Center

eProcurement

6’.}4

=X
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Module 1: Introduction

Navigation 4. Select the Create Requisition tile from the eProcurement page.
eProcurement
Create Requisition My Requisitions Review Change Requests Review Change Tracking
~/ Y o
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Module 1: Introduction
Purpose and The key changes to the Manage and Record Requisition business process include:

Benefits e One system of recording requisitions
e Requisitions can be sourced to a purchase order or sourcing event.
e The adoption of the National Institute of Government Purchasing (NIGP) item and
category taxonomy.
o Item Categories (5 Digits)
o Items (7 or 11 Digits)
e Standard requisition workflow
o Dollar Thresholds
o Item Categories
o ChartField Values
e Web Suppliers
o Office Depot
o Grainger

10
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Module 1: Introduction

The End-to-End
Business PROCURE TO PAY

Business Process

Process

6. VOUCHER

4. PURCHASE ORDER (Department / Central Finance)
( ) « Malching (2-3ray)
= Copy from Contract or Reguisition = Budget Check
= Approve PO . n;npmua\s
= Budget Check = Payment
1. REQUISITIONS 2. SOURCING EVENT g GGNTISM:T « Dispatch to Supplier 5. RECEIPT
(Central/Department) (Central/Departmen) (Department) A
* Add items and categorles « Post Event ~ e 0o
+ Dater char fieds + Rocoived Bids . Bmgg”‘“”m"“' -Supplier + Copy from 13
N énﬂg:'ulaéhmlmm * Review Tally + Nanage Allocation ir Ku&l:has‘k E?mm pepartment AP“RM"E .
o Ludse + hvard Suppliers * Acknowledge el
« Source (Purchase Drder/Sourcing + [P0 CunthaLct‘ « Croate Purchasing Contract - receipt of items Approver 1 Administrafor
Event) & Department .’ o Enter Capital Asset _’ - l:.:"'érwr:\g?n‘a";a
vouchers throu
o Buer information workflow. The - SUppler page.
. e -= Buyer role Approves Purchase users will be This role has the
iy - == =T responsible for  Orders based on pooled by shility to initiate
— A ! the creation, any of the following Euiimeassbun.:i and adJusllrren,ﬁ
_— L ahealin el maintenance _  criteria efined by the. vouchers from
Department Requisition . Department P t endchange of - Supervisor, Dallar I: 7' Tole the supplier
Requisition Approvers Strategic Strategic i Mansgar " purchase Amount Commedity Oh configuration. page.
Processor Sourcing Sourcing Event ontract lanager orders. Code, Funding
Processorrole qonouy Buyer Approver Administialor  yignsger e Saurce i )
Mede  Reauisitions based P! Adminisirator r0le  responsible for Retaina AP Retainage Inquiry
fesponsible for gn 3y of the Buyer role Approver role responsiblefor  popui o oo lainage Department
theentryand S jigwing crieria respansible for ble T crezting l Maintainer Receiving Ir\ﬂwes on retainage
ool SgeniorSolar | | esing Sromea qrente, | BEONSE e e Processor B sy et
: 3 ) vi ing k urchasing Ter o] supplier, an . This
close/cancel EDT'O"S‘["’ Gode, awarding supplier general E?QTr::gén;eﬁcenlage Theeation of custom rﬂﬂmtﬂe sugplier
amend actions. unding Source. events. contracts. contract and/or amount receipts. page (view only).

The INFORMS procure-to-pay process consists of the following high-level steps.
Note: There are additional steps not included below that will be addressed in other
training material (e.g., Items, Suppliers):
e Requisitions
Header Defaults
Select items and item categories
Enter Schedule Information
Enter Accounting Information (ChartFields)
Submit for Approval
Budget Check
Source a Requisition
=  Purchase Order
=  Sourcing Event
e Sourcing Event
Prepare Event
Event Approval
Post Event
Receive Bidder/Supplier Bids
Review Tally
Award Supplier to a PO Contract or SPO
e Contract
o Create Group Multi-Supplier Contract
o Manage Department Allocations
o Manage Bidder Groups
o Create Purchasing Contract

0 0O O 0 0O 0O O

0O O O O O O

11
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The End-to-End
Business
Process

Module 1: Introduction

Contract (cont.)

@)
@)

Approve Contracts
Associate Purchasing Contract to Group Multi-Supplier Contract

Purchase Order

0O O O O O O

Copy from Contract or Requisition

Enter or Validate Schedule Information

Enter or Validate Accounting Information (ChartFields)
Submit for Approval

Budget Check

Dispatch to Supplier

Receipt

0O O O O O

Select Purchase Order

Select PO Lines

Enter Receiving Quantities or Amount
Enter Capital Asset Information

Save Receipt

Voucher

0 0O O 0O O O O

Voucher Entry

Document Tolerance Checking
Budget Check

Matching

Voucher Approval

Voucher Posting

Pay Cycle

Payment Post

inferms
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The End-to-End
Business
Process

Module 1: Introduction

Requisition Structure

Requisition Structure

A requisition consists of four essential elements: headers, lines, schedules, and
distributions. Each requisition has one header, which can have multiple lines. Each line
can have multiple schedules, and each schedule can have multiple distributions. The
requisition header defines organizational information, requester, and status (e.g.,
Requester, Date, Origin, Business Unit, Status, Budget Status). The requisition lines
details goods or services selected from a catalog or submitted via a special request
(e.g., Items, Unit of Measure, Quantity, and Price). The requisition schedule defines
when and where the line items delivered are to be placed (e.g., Ship To, Due Date, and
Attention To). The requisition distribution defines internal accounting information.

13
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The End-to-End
Business
Process

Module 1: Introduction

Requisition Defaults

Requisition Defaults

+~The INFORMS system is highly integrated, and a user experiences -its integration and
defaults while navigating different layers of a transaction. Default values intend to
minimize the amount of data entry required by a user and avoid data entry errors.
There are values shared by large groups of users that have been configured at the
highest levels (e.g., business unit, item category, requestor). Each layer of a requisition
has a set of values that default from a higher level, which must be validated or changed
if necessary. It is important to note that if a user changes a lower level value (e.g.,
Requisition Defaults page), the new value prevails over the higher-level default.

Examples of field defaults include:

e Business Unit — Default from the requester’s overall preference.

e Requester — Default from the requester’s procurement user preference.
e Currency — Default from the purchasing business unit.

e Location — Default from the requester’s procurement user preference.

e Account — Default from the item category.

14
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Module 1:
Introduction
Summary

The following key concepts were covered in this module:

Module 1: Introduction

Learning Objectives

Roles and Responsibilities
Navigation

Purpose and Benefits

The End-to-End Business Process

Overview of the Procure to Pay Business Process

inferms
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Module 2: Manage and Record Requisitions

Module 2: This module includes the following lessons:
Course e Lesson 1 — Create a Requisition
Introduction

Summary

inferms
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Lesson 1: Create a Requisition

Lesson 1: At the conclusion of this lesson, you will be able to:

Overview e Select an Item

e Create a Special Request

inferms
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Lesson 1 Create a Requisition

<Insert the Visio Diagram of the related Sub-Process.>

<If this requires additional pages, remember to insert two pages in this document for
each page to be displayed in the participants’ Training Guide. On the leading page —
typically the Instructor Notes page—insert the statement: (Intentionally left blank)>

18
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Key Terms

A9

Lesson 1: Create a Requisition

Term

Attention To

The following key terms are used in this lesson:

Definition

The person to whom the goods/services are to be delivered.

inferms

Business Unit

Business Units are defined for each entity and used to maintain and
report on transactional data.

Catalog Displays all active NIGP items that can be selected toadd to a
requisition.

Category Classifies asset by type for accounting entry and reporting.

ChartField A term to represent the chart of accounts. Sometimes the termis
used by the INFORMS team to reference a specific field within the
chart of accounts (i.e., Fund, Account, Dept ID).

Checkout Tthe last step before submitting the requisition for approval.

Page

Distribution The Distribution Page is the fourth layer of a requisition used to

Page enter accounting information (ChartFields).

Due Date The date the requester anticipates the receipt of the goods or
service.

eProcurement | Tthe purchasing module that provides several ways for sourcing

items to a requisition.

Express Item
Entry

A requisition method that allows requisitioners to quickly add items
to a requisition using a streamlined online template.

Favorites

A user's personal list of navigation shortcuts.

19
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Key Terms

A9

Lesson 1: Create a Requisition

The following key terms are used in this lesson:

inferms

accounting. ChartFields are self-balancing due to Fund Codes
capturing sources of revenue/expenses.

Term Definition

Fund Code The primary structural units of Education and Government
accounting. ChartFields are self-balancing due to Fund Codes
capturing sources of revenue/expenses.

Item Catalog | Facilitates selection of goods and services maintained in the Item
Master table from a catalog during the creation of a requisition.

Item ID The unique system identifier for an item.

Items Detail The Items Detail Page displays-the item descriptions, negotiated

Page prices,; and availability for all items that meet the selected item
category.

Line Details The Line Details Page is used to verify and edit additional details for

Page aline.

Manufacturer | Displays the EAMS Manufacturer ID. This field is required for EAMS

Item ID and INFORMS integration.

National A standard taxonomy for classifying goods and services which

Institute of allows for conducting in-depth analysis of spending to inform

Government sourcing strategies and improve buying efficiency.

Purchasing

(NIGP) Code

Product The Product Details Page provides item attributes such as the

Details Page product description and specifications.

Punchout The process of leaving a requisition to access the County catalog to
pull items into a requisition for processing and sourcing to a
purchase order.

Requestor A user that needs to procure goods or services.

Fund Code The primary structural units of Education and Government

20
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Key Terms

A9

Lesson 1: Create a Requisition

The following key terms are used in this lesson:

inferms

accounting. ChartFields are self-balancing due to Fund Codes
capturing sources of revenue/expenses.

Term Definition

Fund Code The primary structural units of Education and Government
accounting. ChartFields are self-balancing due to Fund Codes
capturing sources of revenue/expenses.

Item Catalog | Facilitates selection of goods and services maintained in the Item
Master table from a catalog during the creation of a requisition.

Item ID The unique system identifier for an item.

Items Detail The Items Detail Page displays-the item descriptions, negotiated

Page prices,; and availability for all items that meet the selected item
category.

Line Details The Line Details Page is used to verify and edit additional details for

Page aline.

Manufacturer | Displays the EAMS Manufacturer ID. This field is required for EAMS

Item ID and INFORMS integration.

National A standard taxonomy for classifying goods and services which

Institute of allows for conducting in-depth analysis of spending to inform

Government sourcing strategies and improve buying efficiency.

Purchasing

(NIGP) Code

Product The Product Details Page provides item attributes such as the

Details Page product description and specifications.

Punchout The process of leaving a requisition to access the County catalog to
pull items into a requisition for processing and sourcing to a
purchase order.

Requestor A user that needs to procure goods or services.

Fund Code The primary structural units of Education and Government
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Key Terms

A9

inferms

Lesson 1: Create a Requisition

Term

Requisition

The following key terms are used in this lesson:

Definition

An internal INFORMS document for requesting goods and

services. This is the formal transaction informing the purchasing
department on what to order, how much to order, and when the
order is needed, as well as other relevant information. Requisitions
consist of these basic elements: headers, lines, schedules, and
distributions. Each requisition has one header, which can have
multiple lines. Each line can have multiple schedules. Each schedule
can have multiple distributions. The schedule defines when and
where users want the line items delivered. The distribution defines
internal information for the schedule, such as how to charge
accounts and departments for purchases including how much of the
total price each department pays.

Requisition ID

This field is a system generated number associated with a
requisition.

Requisition
Lines

Also known as the "Line," and the second layer of a requisition,
displays item details, adds functionality, and provides access to
other requisition layers.

Requisition
Name

Displays a description of the request to help identify a requisition as
it flows through the system. Certain departments use this field to
reflect the EAMS Requisition ID. If the field is left blank, the system
usesé the requisition ID as the name.

Requisitioner

A user that enters a requisition into INFORMS. Users with this role
can create a requisition for themselves or on behalf of another
Requestor within their department.

Save
Confirmation
Page

The Save Confirmation Page is intended to enable the requisitioner
to view a summary of the final requisition.

Schedule The Schedule Detail Page is the third layer of a requisition, and it is
Detail Page used to review and modify schedule details for an item.
Search The Search Results Page displays all items that meets the submitted

Results Page

search criteria.

22
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Lesson 1: Create a Requisition

Key Terms The following key terms are used in this lesson:
Vs Term Definition
) Ship To The department location where the supplier will ship the order.

Shopping Cart | The shopping cart page enables the requestor to review and update

Page the shopping cart before proceeding to the checkout page.

Special A method that allows requisitioners to enter item descriptions for

Request goods or services that may not be active in the internal or external
catalogs.

Supplier Item | Field used by certain departments to reflect EAMS Item ID.

ID

Templates Allows requisitioners to group items together to simplify ordering.
Web The Web Suppliers Page displays only suppliers who have
Suppliers established a direct connection with Miami-Dade County.

Page

23



End User Training Resource Guide — SCM 201: Manage and Record Requisitions

Lecture 1:
Selecting
an ltem
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Lesson 1: Create a Requisition
Selecting an Item:
The INFORMS system provides several methods for adding items to a requisition. In this lecture
the methods are introduced. Lectures that follow will further clarify the several options. Note:
Job Aids can be found on the INFORMS training website on methods that are not detailed in this
training manual.

Catalogs — This is a method that consists of an internal catalog that Miami-Dade County has
configured of active items (NIGP 7 to 11-Digits) and item categories (NIGP 5-digits) that are
available to all business units. Specific item categories may require additional catalogs, and
access is limited to particular users or departments.

i= v Search Results
w ltem Category Items 1 through 50

[J Recycled Office Supplies (561) Items

Recycled Office Furniture: & ] 2 Compare
[J Bookshelves, Chairs, Credenzas,
C (86) 42565202605 (%) R
upplier
[ Envelopes: Clasp, String, etc. (6) "CABINETS, RECYCLED, LATERAL $0.0000 Supplier ltem 1D
FILING, 36 IN. WIDE, 5 ROLL QUT Units Manufacturer 1D
O gfc'zz;"uﬁg”:?d%“u“égﬁ’;zm SHELVES W/RECEDING DOOR. 1 Manutacturer
Recye (2) ’ ’ POSTING SHELF, POLISHED % Add to Cart ifg ltem ID
Lead Time Days

— Recycled Office Furniture: File Supplier

Web Supplier (Punchout) — This is an external catalog maintained by a supplier and connected
to the INFORMS system. Users have the ability to browse external catalogs and select items to
include within the INFORMS requisition.

.1 Browse Catalogs Web Suppliers
- )
. ftem History Grainger Punch Out
vy Favorites
[ Templates Office Depot Punch Out

ff',_'} Web Suppliers

Special Request — This is a method to allow requisitioners to enter item descriptions for goods

or services that are unava ilable in internal or external catalogs.
.7 Browse Catalogs Special Requests
“Item Description
*7 Jtem History
¢ Favorites *Price “Currency Code |USD
M templates “Quantity “Unit of Measure
C: Due D
lf;_'} Web Suppliers steaeny a ue b
Supplier ID Supplier Name
i? Special Requests Q

24



End User Training Resource Guide — SCM 201: Manage and Record Requisitions

Lecture 1:
Selecting
an ltem
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Lesson 1: Create a Requisition
Express Item Entry — This feature allows requisitioners to quickly add items to a requisition
using a streamlined online template. Using this template requires the requisitioner to know the
Iltem ID and Item Category.

Express Item Entry -
Line Perzonalize | Find | View Al | £2'] = First ‘4’ 10of1 '*' Last
Details Supplier Information tem Information | [IF5K)
- . . Merchandise
Itemn 1D Description Quantity uom Category Price — Currency
1 a £ Q, <1 UsD + =
Add to Cart

Favorites — This feature enables a requisitioner to create a list of frequently ordered items in a
single location. An item favorite is a private list that is stored in the system by the user.

‘| Browse Catalogs Favorites
“ Item History Favorites arons
W Add | [C] Addio Template(s) | T Delete Selected (o
y¢ Favorites
O Item Description ¢ Supplier Name ¢ Price & C}\.lrrency UOM Q’uanmy-
E Templates N N )
) AUTOMOBILE, GAS/ELECTRIC, PLUG-IN .
& Web Suppliers O HYBRID. COMPACT SEDAN W W Grainger Inc. 1.00 usD EA w Add @ Delete >
iﬁ Special Requests
FLORIDA
X O TEST TEST TEST INTERNATIONAL 500.00 USD EA W Add @ Delete >
A\ Fixed Cost Service UNIVERSITY
Templates — This is a method to group items together to simplify ordering. Templates can be
created for personal or county-wide use.
N Browse Catalogs Templates
“ Item History Company Templates 4r
Description & Quantity
Y Favorites
Purchasing Kit Test W Add >
E Templates
Cycle 5 w Add >
F‘,} Web Suppliers
Cycle 3 w Add >
iﬁ Special Requests

25
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Lecture 2:
Creating a
Requisition
from the
Master
Iltem
Catalog
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Lesson 1: Create a Requisition
Express Item Entry — This feature allows requisitioners to quickly add items to a requisition
using a streamlined online template. Using this template requires the requisitioner to know the
Iltem ID and Item Category.

Express Item Entry 3

Line Perzonalize | Find | View A&l | 22| & First ‘4 10of1 '‘®' Last
Details Supplier Information ltem Information | |[F=5H)
Itemn 1D Description Quanti uom Categos Price ~ERET S Currenc
a o ’ gery Amount ¥
1 Q € Q Q uso + =
Add to Cart

Favorites — This feature enables a requisitioner to create a list of frequently ordered items in a
single location. An item favorite is a private list that is stored in the system by the user.

.‘\ Browse Catalogs Favorites
“* ltem History Favorites 4 rows
W add | [ AddtoTemplate(s) T Delete Selected 1
y¢ Favorites
O Item Description & Supplier Name < Price ¢ C’|:|rrency UPM QUantlw
E Templates - - N
- AUTOMOBILI AS/ELECTRIC, PLUG-IN .
€73 Web Suppliers 0 ;\gggoﬁ'oﬁpf;? gEEjNTJ"' PLUG-N v wGraingerine. 100 USD EA W Add | @ Delete >
iﬁ Special Requests
FLORIDA
. . O TEST TEST TEST INTERNATIONAL 500.00 UsSD EA ™ Add @ Delete >
A Fixed Cost Service UNIVERSITY

Templates — This is a method to group items together to simplify ordering. Templates can be
created for personal or county-wide use.

N Browse Catalogs Templates
“* ltem History Cempany Templates 4rg
Description < Quantity &
Y Favorites
Purchasing Kit Test W Add >
E Templates
) Cycle 5 W Add >
*;j Web Suppliers
Cycle 3 w Add >

iﬁ Special Requests

26



nferms
End User Training Resource Guide — SCM 201: Manage and Record Requisitions e a

Lesson 1: Create a Requisition

Navigate to Finance/Supply Chain (FSCM) tile > Supply Chain Operations tile >
Lecture 2: . e

. eProcurement tile > Create Requisition tile
Creating a

Special Request 1. Login into INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM).

INFORMS News & Announcements!

Finance / Supply Chain (FSCM)

[E——— "2 x =
=
56
@@ . .
L (2=] il |_| -,.nl
0 1H 2 25
2. Select the SUPPLY CHAIN OPERATION tile.

Grants Management Customer Contracts

r
¢

Supplier Administration

e

Supply Chain Operations Cash Management Credit to Cash Operations

Asset Tracking
@ 3, o o 4

3. Select the ePROCUREMENT tile.

Supply Chain Operations
Buyer WorkCenter Approvals

b
=

Buyer

poy

Supplier Contracts Center Procurement Card Center eProcurement
rm [ i @
= X

4. Select the CREATE REQUISITION tile.

eProcurement
Create Requisition

My Requisitions Review Change Requests Review Change Tracking

= R~/ e EG

27
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Lesson 1: Create a Requisition

Special Requests

A Special Request is used to create a requisition for items or item categories not

included in the Miami-Dade Item Catalog. A special request can be routed to the MDC

Special Request  |tem Master to establish or activate a new NIGP item or item category.

Lecture 2:
Creating a

Create Requisition

R earch Q AdvancedSearch  Requisition Defauits =

N} Browse Catalogs Special Requests

*item Description
= item History
Je Favorites *Price *Currency Code |USD
] Tempiates *Quantity “Unit of Measure
€3 Web Suppliers Category Q Due Date =)

Supplier ID ad Supplier Name
#* Special Requests
Location Q|

< Fixed Cost Service

Supplier Item ID
59) variable Cost Senice

Suggest New Supplier
49 Time and Materials Manufacturer D Manufacturer

ql
Manufacturer's item ID
Addttional Information
Sendto Shownat Shownat Request
Supplier to Receipt to Voucher to New item to
‘ W Add ‘

Common fields used in a special request:

e Additional Information - Enter additional information that helps describe or support
a special request.

e Category — The 5-digit NIGP item category to which this item or service belongs. The

category ID enables the system to retrieve default values for the requisition.

e Due Date — The date the requester anticipates the receipt of the goods or service.

e Item Description — This is a brief description of the item that is needed.

e Manufacturer Item ID — Specific departments utilize this field (e.g., Transit) to display
the EAMS Manufacturer ID. The field is key for integration between EAMS and
INFORMS.

e Price —The unit or estimated cost of the item.

e Request New Item — Select this option to request that the item be added to the
Miami-Dade Master Item Catalog. When this option is selected, a request new item
worklist notification is sent to central procurement.

e Shopping Cart — Is a tool used to create requisitions. The cart displays requisition line
items, quantities, and costs.

e Supplier Item ID - Specific departments utilize this field (e.g., Transit) to display the
EAMS Item ID. This field is key for integrations between EAMS and INFORMS.

Unit of Measure (UOM) — Select the type of unit used for the item shipping to the

requisitioner (e.g., EA, BX, LE).

28
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Lesson 1: Create a Requisition
5. Select the ADD button located at the bottom left of the screen. Once the requisitioner
selects and enters all required fields, update the shopping cart with the special request
item details to display a count on the shopping cart icon.

Lecture 2:
Creating a

Special 6. Select the SHOPPING CART button to confirm all line items, quantities, and costs are
Request correct.
Create Requisition ®f Qq =B
o Advanced Search Requison Detyults !.-]

W) Bowse Catsiogs Special Requests
“Iten Descrption
= e Histon Consulting

- Favorites “Price 15000000 *Curfency Code |USD Q

3 Templates Quanity |1 Unit of Moasure |LE

e e ‘Category |SOBM q Due Dale

Suppliar iD a Supplier Rame
¥ special Requests
Location Q
4 Fined Cosl Serace
Supplier Bem ID

<) Vasiabie Cosl Senice EAM Kem 1D

Sugg Mew Supplier
&) Time and Maberials Manstac e 10

Mansiacterers em ID
EAME Mamtactunes ID|

Additional Information

Shown at Showm Raquest
Receipt Vowscher 2 New Bem

29



inferms

End User Training Resource Guide — SCM 201: Manage and Record Requisitions wndda

Lecture 2:
Creating a
Special
Request

Lesson 1: Create a Requisition

Shopping Cart Page
The Shopping Cart page enables the requestor to review and update the shopping cart before
proceeding to the CHECKOUT page. Below includes several actions and options available:

e The REQUISITION NAME field can be updated to reflect a description that makes it easier for
the approver to identify.

Note: Several departments use this field (e.g., Transit) to reflect the EAMS Requisition ID. This
field is required for EAMS and INFORMS integration.

e The QUANTITY field can be updated.
e The DELETE button can be selected to remove items from the shopping cart.
e The CONTINUE SHOPPING button can be selected to return to the Miami-Dade ltem Catalog

to add additional items.
e |If changes are made to the shopping cart, it is necessary to select the UPDATE CART button

to save any changes.

Create Requisition

Continue Shopping Update Cart

Shopping Cart
1 item(s) to buy now.
w Requisition Summary
Business Unit SP
Requisition Name |EAMS ReqID
Requester MD_PQ_DPT_REQUISITION_PRCSR

Currency USD

Quantity  Unit of

Item Description < Status © Measure ©

Consulting 15000000 USD 1.0000 LE Q [ Delete

Total 150000.00 USD
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Checkout Page
The checkout page is the last step before submitting the requisition for approval. The
requisitioner must verify and perform various actions in each section. The Requisition Summary
section (also known as the "Header," and the first layer of a requisition) displays default values

from the requisitioner's user profile (i.e., business unit, requestor, and currency). The
requisitioner must:

7. Verify or update the REQUISITION NAME field to reflect a description that makes it
easier for the approver to identify. If the field is left blank, the system uses the
Requisition ID as the name.

Note: Several departments use this field (e.g., Transit) to reflect the EAMS
Requisition ID. This field is required for EAMS and INFORMS integration.

8. Select the appropriate PRIORITY value to indicate the priority level to the approver. The

approver has visibility to the priority field on the approver page.
i. Low

ii. Medium (system default)

iii. High

Create Requisition # Q : =

Contisue Shopping Save Subamit |
Checkout

Order Total 150000.00 USD

w Requisition Summary

Unit P

Requisilion Hame  EAMS Req 1D

Requesier MD_PO_DPT_REQULISITION_PRCSR

Bendad Comims il ATachaments yrrency LSO
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The REQUISITION HEADER COMMENTS AND ATTACHMENTS button is available to enter

Lecture 2: " o . .
) comment text and add attachments. An additional comment functionality is available to display
Creating a text on other transactions downstream (e.g., receipt, voucher).
Special
Request Note: This functionality is essential when the item is not in the item catalog. The requisitioner

should include all market research (pictures, specifications, scope-of-work) associated with the
item. The Buyer or Procurement Officer leverages this information for the creation of a sourcing
event.

Cancel Requisition Header Comments and Attachments | pone |

Comments

Comment Text

Send to Supplier | No |
Show at Receipt | Mo )
Show at Voucher | Mo )

Add Attachment

Attachments 1 roww
WView < Attachment < Send to Supplier <
1 View Word_-_Documentum.docx [ Mo ] —

The Requisition Lines section (also known as the "Line," and the second layer of a requisition)

displays item details, adds functionality, and provides access to other requisition layers.

e The ADD TO FAVORITES button is available to add the selected lines to the favorites list for
future use.

e The DELETE SELECTED button deletes the selected requisition lines.

9. Select the SCHEDULE DETAIL button once the requisition line has been verified.

% Addto Fevortes || [0 Acdio Tempista(s) | [ Detete Selected Usss Change

O Line Mem Deseription Cusnlity Uit of Measure Price Tatal

] 1 fisaifling 1.0000 Del Lt 150000 00 USD 150000.00 USD Fz]

Budgei Check Siaiws Not Chi'd
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Schedule Detail Page
The Schedule Page is the third layer of a requisition, and is used to review and modify
schedule details for an item.

10. Review or update the SHIP TO field. This field designates where the goods
from a supplier were received.

Note: All ship to values begin with the business unit prefix (i.e., TP for Transit). Please
notify the purchasing section if the desired location is not found so they can contact
procurement for location table updates.

11. Update the DUE DATE field. This field defines what date items are expected
to arrive at the SHIP TO location.

12. Select the DISTRIBUTION icon once the schedule detail page has been
reviewed or updated. The system then routes to the Distribution page.

i

Cancel Schedule Detail

Attributes
§# Soesel Reauest

Ship To
Address Quantity Price Total Due Date.

1| SPO0D0000S Q| O OpaLocka Airport MIAMI, FL 33128 1.0000 150000.00 USD  150000.00 USD | 11/0672020 [5] |MD_PO_DPT_REQUISTONF &% 4 =

Distribution Page

The Distribution Page is the fourth layer of a requisition used to enter accounting
information (ChartFields). While there are several tabs on this page this lecture
concentrates on the CHARTFIELDS 1 and CHARTFIELDS 2 tabs.

Note: The accounting information entered at the beginning of the procure-to-pay
process (requisition) carries over to the purchase order and voucher. It is prudent that
the correct ChartField values are added before the transaction is submitted for approval
(e.g. ensuring that the correct GL Business Unit is selected). This action facilitates prompt
payment to the supplier.

13. Select the CHARTFIELD2 tab.

Usrrbardar Gmegnt 51 Desness Jrd
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14. Enter a FUND CODE value.
15. Enter a DEPARTMENT value
16. Enter an ACCOUNT value
17. Enter a GRANT value.

Note: A requisitioner must enter an actual grant value if this item is expensed to an active grant.
If not, the "NO-GRANT" value must be selected.

The following fields are required when expensing an item to an active capital or operational
project that has been created in the Project Costing module. Leave the fields blank if there are
no expenses to a project.

18. Enter a PC BUSINESS UNIT value. This field should reflect the Business Unit of the
requestor.

19. Enter a PROJECT value. This value is created in the Project Costing module.

20. Enter an ACTIVITY value. The activity value represents a subtask of a project in project
costing (i.e., Planning, Design).

21. Enter a SOURCE TYPE value. This source type field should only be used when the project
is GOB funded.

Cancel Distribution

Schedule 1
Item Description Consulting
Quantity 1.0000 DelLn Itm

Merchandise Amount 150,000.00 USD

Distribute By | Qty |~

Chartfields 1 Chartfields2 Details Budget Information Asset Information Show All

Fund Code < Department < *Account © Grant PC Business Unit © Project < Activity Source Type

G5005 Q 1001010000 Q. 5470120000 Q| |NO-GRANT Q Q Q Q Q

22. Select the DONE button when all ChartField values have been selected.

The system then returns to the Checkout page.
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Note: The following instruction is for departments (i.e., Transit) who leverage the EAMS and

Lecture 2: | \FORMS integration.

Creating a

Special 23. Select the LINE DETAILS button located on the Requisition Lines section.
Request

Create Requisition

H
Continue Shopping Save

Order Total 150000.00 USD

Checkout

w Requisition Summary
Business Unit SP

Requisition Name EAMS ReqID

Priori Medium |~
| M Requester MD_PO_DPT_REQUISITION_PRCSR
Header Comments/Attachments Currency USD

w Requisition Lines

1 row
¥ Add to Favorites || [ Add to Template(s) | [j Delete Selected | (7} Mass Change

O Line & Item Description < Quantity < Unit of Measure © Price < Total &

O 1 Consulting 1.0000 Del Ln itm 150000.00 USD 150000.00 USD o] (=

Justification Comments

4 Check Budget Pre-Check Budget Budget Check Status Not Chkd

Add Request Document
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Line Details Page

The Line Details page is used to verify and edit additional details for a line. As mentioned

previously, there are several fields highlighted which are vital for EAMS and INFORMS

Special integration.

Request

Lecture 2:
Creating a

1. Enter the SUPPLIER CATALOG NUMBER value.

Note: Several departments use this field (e.g., Transit) to reflect the EAMS Requisition ID. This
field is required for EAMS and INFORMS integration.

2. Enter the MANUFACTURER'S ITEM ID value.

Note: Several departments use this field (e.g., Transit) to reflect the EAMS Manufacturer ID.
This field is required for EAMS and INFORMS integration.

3. Select the DONE button when updates and relevant fields are verified.

The system then routes to the Checkout page.

s Line Detasils )

Lk 1 - C ol il

e (Dl LA i Earger I8 mifion

iy Danaral Conmmeman Achiiury Sereced

o Tovigirmor

I sordal Reauast
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Lesson 1: Create a Requisition
Note: Please ensure the steps noted above are followed for each requisition line. A requisition
line requires an update to the ChartField values on the Distribution page before submitting the
requisition for approval.

27. Select the SUBMIT button when all relevant fields are updated. The system then
routes to the Save Confirmation page.

Create Requisition

Continue Shopping Save

Order Total 150000.00 USD

Checkout

w Requisition Summary
Business Unit SP
Requisition Name |EAMS ReqID

Priority | Medium | Requester MD_PO_DPT_REQUISITION_PRCSR

Header Comments/Attachments Currency USD
~ Requisition Lines
1row
J Addto Favortes | [0 Add to Template(s) || @ Delete Selected || (7} Mass Change
O Line < Item Description < Quantity < Unit of Measure < Price © Total =
O 1 Consulting 1.0000 Del Ln ltm 150000.00 USD 150000.00 USD e o >
Justification Comments
 Check Budget Pre-Check Budget Budget Check Status Mot Chk'd

Add Request Document

Save Confirmation Page

The Save Confirmation page is intended to enable the requisitioner to view a summary of the
final requisition. It also provides access to preview the approval workflow and to print the
requisition.

28. Select the VIEW APPROVAL CHAIN button to view the list of approvers for the
requisition.

Create Requisition

Business Unit SP
Requisition ID 0000000043
Requisition N\ame EAMS ReqID
Total Amount 150000.00
Currency USD
Total Lines 1

Status Pending Approval

Wiew Approval Chain >
View Print >
“a Check Budget Pre-Check Budget Budget Check Status Not Chi'd
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Note: Miami-Dade County follows a standard approval workflow process for all
Lecture 2:

) requisitions. Workflow details are included in Module 3 (Managing Requisitions), Lecture
Creating a 1 (Approvals).
Special Request

Approval Flow
MD Requisition Approval
~EAMS Req ID

Pending
Start New Path

Department ID Approver

- +

Z Pending

MD_PO_DPT_REQ_APRVR1

Depariment Requisiion Approv1 >
+

EI Mot Routed

Hultiple Approvers

Requisition Dollar Approver2 >
+

El HotRouted

Multiple Approvers
Requisition Dollar Approver3
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Now that you have completed the Manage and Record Requisitions lesson, you should
be able to:

Lesson

Summary
e Selectan ltem

-

{ e Create a Special Request
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Lesson 2: Manage a Requisition
Lesson 1: At the conclusion of this lesson, you will be able to:
Overview e Copy a Requisition
e Edit a Requisition
e View and Print a Requisition

e Cancel a Requisition

inferms
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Lesson 2: Manage a Requisition

<Insert the Visio Diagram of the related Sub-Process.>

<If this requires additional pages, remember to insert two pages in this document for
each page to be displayed in the participants’ Training Guide. On the leading page —
typically the Instructor Notes page—insert the statement: (Intentionally left blank)>
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Lesson 2: Manage a Requisition

The following key terms are used in this lesson:

inferms

Lines Section

requisition lines section displays item details, adds functionality, and
provides access to other requisition layers.

Term Definition
Checkout The last step before submitting a requisition for approval.
Page
Distribution The Distribution Page is the fourth layer of a requisition used to
Page enter accounting information (ChartFields).
Edit The Edit Requisition Page enables the requisitioner to make changes
Requisition to a requisition.
Page
My Used to view or act on requisitions created by the requisitioner.
Requisitions
Page
Requisition Also known as the “Line,” and the second layer of a requisition, the

Requisition Also known as the “Header” and the first layer of a requisition, the

Summary Requisition Summary displays default values from the
requisitioner’s user profile (i.e., business unit, requestor, and
currency).

Save The Save Confirmation Page enables the requisitioner to view a

Confirmation
Page

summary of the final requisition.

Schedule The Schedule Detail Page is the third layer of a requisition and is
Detail Page used to review and modify schedule details for an item.
Shopping Enables the requestor to review and update the shopping cart
Cart Page before proceeding to the checkout page.
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Navigate to Finance/Supply Chain (FSCM) tile > Supply Chain Operations tile >
Lecture 1: Copy 8 . /Supply . ( . ) PRl P

o eProcurement tile > Create Requisition tile

a Requisition

1. Logininto INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM).

INFORMS News & Announcements! Finance I Supply Chain (FSCM) Approvals
MNews & Announcements Tik -
INFORMS Team. 02202024 Ké’ =
I e =
56
Budget Scorecard Employee Sell-Service Manager Seif-Service
@ s e -
o ilil g toe
Y : 3 -

2. Select the SUPPLY CHAIN OPERATION tile.

Finance / Supply Chain (FSCM)
Finance & Accounting

Grants Manaoemem Customer Contracts SIIDDIIGI Administration
r o
- {‘@ e
(] ko &

Supply Chain Operations Cash Management Credit to Cash Operations

Asset Tracking
@ 3, o o 4

3. Select the ePROCUREMENT tile.

Supply Chain Operations
Buyer WorkCenter Approvals

b
=

Buyer

poy

Supplier Contracts Center Procurement Card Center eProcurement
rm [ i @
= X

4. Select the MY REQUISITION tile.

eProcurement
Create Requisition

My Requisitions

Review Change Requests Review Change Tracking

Vore>" "_«
" — - 1
x—/ £ -
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Common Elements Used in My Requisition
The FILTER BY button is used to narrow the such results on the My Requisitions page.
The RELATED ACTIONS button is used to display available actions such as:
e Details
e Copy
e View Print
e Budget Check
e Edit

The VIEW DETAILS button is used for the Line Details page.

My Requisitions Page

This page is used to view or act on requisitions created by the requisitioner. The page displays
the requisition name, business unit, requisition ID, requester, request state, budget status, and
total amount.

Note: A requisitioner may have access to all related actions; however, this lecture only covers
the copy option.

5. Select the RELATED ACTION icon. The system then displays the actions menu. Note:
The requisitioner must select the related action icon of the requisition to copy.

¢ eProcurement My Requisitions
4 rows
= 1
"g‘m" Requisition Hame © Business Unit/Requisition ID < Requisition Date & Requester & Request State © Budget Status © Total Amount &
© EAMSREQID IT/0000000151 /2772020 MD_PO_DPT_REQUISITION_PRCSR Approved Mot Chk'd 69.70 USD >
© EAMSREQID IT/0000000150 /2772020 MD_PO_DPT_REQUISITION_PRCSR Pending Mot Chk'd 13.94 USD >
& 0000000149 IT/0000000149 1172472020 MD_PO_DPT_REQUISITION_PRCSR Canceled Valid 0.00 USD b
© 0000000148 IT/0000000148 1172472020 MD_PO_DPT_REQUISITION_PRCSR Canceled Valid 0.00 USD b
6. Select the COPY option. The system then routes the requisitioner to the shopping
cart page.
..a Actions inferms
e inferms
Ueta 4
) s
7| |
1 veew Pt
m..; Beaness UnNLRogurisen 10 Reguuton Dane Requester Regueot S Budpet S2atus Total Arrount
Gyl Chwch
anest ‘ 1eG00mo nwarmo VO PO DPT_RLQUESINON PRCSR Agpraved Nat Chid 9. usDh
‘
" I T 000160 127200 V0_PO_DPT_RFCUSIMON_PRCSR Peadng Nt Chi'd 1) M USD
O] G000 11242020 ND_PO_DPT_REQUSITION_PRCSR Carceled Wi 090 USD
000 e 720000 14a 120200 AD PO DPT_REQUESITION PRCER Casceled Vaa ee0uUsD
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The copy functionality defaults the requisition header, line, schedule, and distribution details
on a new requisition. It also copies any comments and attachments added to the header, line,
or schedule. Note that the data is copied but not saved to the shopping cart page.

Shopping Cart Page

The shopping cart page displays recently selected or copied items from a requisition. The
requisitioner can update the requisition name, quantity, unit of measure, and delete lines.
The user can also select the continue shopping option to add additional items or select the
UPDATE CART button to reflect recent changes on the shopping cart page. The last stepis to
select the CHECKOUT button to proceed to the checkout page.

7. Update the REQUISITION NAME field. If the field is left blank, the system defaults to
the Requisition ID as the name.

Note: Several departments use this field (e.g., Transit) to reflect the EAMS Requisition
ID.

8. Update the QUANTITY field. This action increases or decreases the number of items
requested.

9. Select the UNIT OF MEASURE value. Usually, the unit of measure is static on most
items. The requisitioner can select another value, but it may require further discussion
with the buyer before the requisition is sourced.

10. Select the DELETE button. This action deletes the item selected from the shopping
cart.

11. Select the UPDATE CART button. This action saves any changes and updates the
shopping cart.

12. Select the CHECKOUT button. This action routes the requisitioner to the checkout

page.
4 iy A aition Create Regquisition #® Q i =
Shopping Cart
1 Fiermind B bay rew
i EapE REQ D]
e 3 [ REGEuT
AT
1 rawr
T Dt fiption itatyn Price Ousatty Lmed
JEN Papaofd) Prinaer Pagsai, Lamar
Siza [B 13 = 1}, BI Lb, Sivar o 3 5 USD B
Saatrasam Watallic. Fesm OF 23 “wen L e 2000 (FK QW e
1y
Total ZTMAUSD
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Checkout Page

The Checkout page is the last step before submitting the requisition for approval. The

requisitioner is required to verify and perform various actions on each section. The

Requisition Requisition Summary section (also known as the “Header” and the first layer of a
requisition) displays default values from the requisitioner’s user profile (i.e., business unit,
requestor, and currency). The requisitioner must:

Lecture 1:
Copy a

1. Verify the REQUISITION NAME field. The requisitioner should reflect a description
that makes it easier for the approver to identify.
2. Select the PRIORITY value. The approver has visibility to the priority field on the
approver page.
e Low
e Medium (system default)
e High
3. Select the HEADER COMMENTS/ATTACHMENTS button. This functionality is
available to enter comment text and add attachments.
Note: The requisitioner may need to attach market research if the item is not on an
existing contract. The buyer or procurement officer uses the attached market
research (i.e., pictures and item specifications) to source the requisition.

Creats Requisition # O

vt Taoete) S Saabema
Checkout

ial ¥T88 USD

EAMS REQ I

[mr:m.umnm; I
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The Requisition Lines section (also known as the “Line,” and the second layer of a requisition)
displays item details, adds functionality, and provides access to other requisition layers.

1. The ADD TO FAVORITES button is available to add the selected lines to the favorites list
for future use.

2. The DELETE SELECTED button deletes the selected requisition lines.

3. Once the requisition line has been verified, select the SCHEDULE DETAIL button.

L Ham Dascripton Status ‘Quany Unit of Maasere Prics Tatal

1 o tailic. R " ' Open 20000 Cells Pack 134 USD 2788 USD

Mot Chicd

Schedule Detail Page: The Schedule Page is the third layer of a requisition, and it is used to
review or modify schedule details for an item.

4. Select the SHIP TO value. The field designates where the requisitioner wants to receive
the goods or services from a supplier.

Note: All ship to values begins with the business unit prefix (i.e., TP for Transit). Please notify
the purchasing section if the desired location is not found so the team may contact
procurement for location table updates.

5. Select the DUE DATE value. This field defines what date items are expected to arrive at
the ship-to location.

6. Select the DISTRIBUTION icon. The system then routes the requisitioner to the
distribution page.

Cancel Schedule Detail | Done |

Line 1 - JAM Paper(R) Printer Paper, Letter Size (8 1/2 x 11), 80 Lb, Silver Stardream Metallic, Ream Of 25 Sheets

Item ID
Price 13.94USD
Quantity 2.0000
Unit of Measure Cello Pack
Item Category Copy Paper, Specialized High Speed, Including Recycled
Attributes
¥ Special Request «~ Contract
Ship To
Schedule *Ship To Address

1 ||D00000003 Q| o 152 NW 8TH ST MIAMI, FL 33136

Quantity

2.0000

Supplier OFFICE DEPOT INC
Supplier ltem ID EAMS PART ID
Manufacturer
Manufacturer's ltem ID EAMS MANUFACTURER ID

Lead Time 0

Price Total Due Date

1394 USD 2788 USD 11/27/2020

Attention To

(= Thomas Bums
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Distribution Page: The distribution page is the fourth layer of a requisition used to enter

accounting information (ChartFields). There are several tabs on this page, but we will only
concentrate on the CHARTFIELDS 1 and CHARTFIELDS 2 tabs.

Note: The accounting information entered at the beginning of the procure-to-pay process
(requisition) carries over to the purchase order and voucher. It is prudent that the correct
ChartField values are added before the transaction is submitted for approval (e.g. ensuring
that the correct GL Business Unit is selected). This action facilitates prompt payment of a
supplier.

22. Select your GL BUSINESS UNIT.
23. Select the CHARTFIELD2 tab.

Canced Distribution Do

e et idge e sence Agxel Ihztmson Pow Al

Dawtrtution Line © Slates oot Typw Low when Gty e Gty Vertmat Wherthantive Amest  GL vwnens Ui

1 Ope D000 Q 20000 13020 109 2000 78 oD a -+ -

24, Select the FUND CODE value.
25. Select the DEPARTMENT value.
26. Select the ACCOUNT value.

27. Select the GRANT value.

Note: A requisitioner must enter an actual grant value if this item is expensed to an active
grant. If not, the "NO-GRANT" value must be selected.

Note: The following fields are required when expensing an item to an active capital or
operational project that has been created in the Project Costing module. The fields remain
blank if they are not being expensed to a project.

28. Select the PC BUSINESS UNIT value. This field should reflect the business unit of the
requestor.

29. Select the PROJECT value. The project value is created in the project costing module.

30. Select the ACTIVITY value. The activity value represents a subtask of a project (i.e.,
Planning, Design), and the value is created in the project costing module.

31. Select the SOURCE TYPE value. The source type field should only be selected when a
project is GOB funded.
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32. Select the DONE button once the pertinent fields are entered. The system then routes
the requisitioner to the checkout page.

Cafeli

Distribution I- I
L i
Vemrrprbos S PApaTTR) P Papar Ladi Sz ol 10 1) Y LS S Slaankaen Wi, ke 0625 8
Quarity 20000 CaloPace
it Bl Amus 7738 LED
1
CoGaais | CRBTTkisd Catats b O 0 sasdl Wk o Al

Fume Do e s oant i o Businous Uni Praject Axciwity o T il
(Flii ] I 100is Q| [SENIvIM B | HO-SRaT QT G MeDREMEDYADHOC @ ADOMOsaC-RCE 0 L

Note: Please make sure to follow the steps noted above for each requisition line. A requisition
line requires an update to the ChartField values on the Distribution page before submitting the
requisition for approval.

33. Select the SUBMIT button. The system then routes to the Save Confirmation page.

H

Checkout
dee Totad T7 48 USD

- lan 1

3 laf T
Regiistgn Hame  ESFSAEQ D
e = Reqeasted MD_PO_DPFT_REGUISITION_PRCSR
S T BT PP 1 Curmescy LED
suinition Lines
o
o i Faates | B oo o Tewiaen () et Gesmed i (Mg
B U — ’ ety Ottty Usi of Weasure Pricn Tatsl
& 7 S T b "
! s s Cgan 20000 (el Pack 1154 USD  ITHEUSD
i i
[ wek Slntas MEECRID
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Lecture 1: Save Confirmation Page: The save confirmation page provides the requisitioner with a summary
" of the final requisition. Also, it gives access to view the approval chain and print the requisition.

Copy a
Requisition py—

Create Requisition

My Requisitions Create New Requisition

Business Unit IT
Requisition ID 0000000153
Requisition Name EAMS REQID
Total Amount 27.88
Currency USD
Total Lines 1

Status Pending Approval

View Approval Chain >

View Print

% Check Budget Pre-Check Budget Budget Check Status Not Chkd
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Lesson 2: Manage a Requisition

Navigate to Finance/Supply Chain (FSCM) tile > Supply Chain Operations tile >
eProcurement tile > My Requisition tile

Lecture 2: Edita
Requisition

1. Logininto INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM).

INFORMS News & Announcements!

News & Announcaments Tile
I E INFORMS Team 02202024

Budget

Finance | Supply Chain (FSCM) | Approvals

K_ N
Kai

Employee Sell-Service Manager Seif-Service

Cl e[
A
- 25m

2. Select the SUPPLY CHAIN OPERATION tile.

Finance / Supply Chain (FSCM)
Finance & Accounting Grants Management Customer Contracts Supplier Administration
) .
an] 2 &
(@] K !
Supply Chain Operations Cash Management Credit to Cash Operations Asset Tracking
o o 4

@ =
X -9 1%

3. Select the ePROCUREMENT tile.

Buyer WorkCenter Approvals

b
=

Supplier Contracts Center Procurement Card Center

£ B

Buyer

poy

eProcurement

g.!};

R

4. Select the MY REQUISITION tile.

My Requisitions

R~/

eProcurement
Create Requisition

Review Change Requests

Review Change Tracking

51



End User Training Resource Guide — SCM 201: Manage and Record Requisitions

Lecture 2:
Edit a
Requisition

Common Elements Used in My Requisition:
The FILTER BY button is used to narrow the such results on the my requisitions page.
The RELATED ACTIONS button is used to display the available actions such as:

Details
Copy

View Print
Budget Check

Edit

Lesson 2: Manage a Requisition

The VIEW DETAILS button is used for the Line Details page.

inferms

My Requisition Page: My requisitions page is used to view or take action on requisitions created
by the requisitioner. The page displays the requisition name, business unit, requisition ID,

requester, request state, budget status, and total amount.

Note: A requisitioner may have access to all the related actions; however, this lecture only
covers the edit option.

1.

<

Action

‘eProcurement

-
"

® EAMSREQID

©® EAMSREQID

© 0000000149

© 0000000148

Requisition Name <

Business Unit/Requisition ID <

IT/0000000151

IT/0000000150

IT/0000000149

IT/0000000148

My Requisitions

Requisition Date ©

11/27/2020

/2772020

11/24/2020

11/2412020

Requester &

Request State ©

MD_PO_DPT_REQUISITION_PRCSR Appraved

MD_PO_DPT_REQUISITION_PRCSR Pending

MD_PO_DPT_REQUISITION_PRCSR Canceled

MD_PO_DPT_REQUISITION_PRCSR Canceled

Budget Status ©

Mot Chk'd

Not Chk'd

Valid

Valid

Select the RELATED ACTION icon. The system then displays the actions menu.

69.70 USD

13.94 USD

0.00 USD

0.00USD

4 rows

T

Total Amount &

2. Select the EDIT option. The system then routes the requisitioner to the edit requisition
page.
h"‘ié Actions Il'lft nns
e = ’ Burness UntRogarnen IO Resueitin Dace Bequeen Bequeet Siaee Butpet Siatus  Total Amount

@ —— " 1ENoImMO0LY naraRe MU PO _OPT_REQUESITION PRCSR Agpraved Mat Chikd .nush

o B ‘ T 00160 "27200 VO _PO_DPT_RFQUAMCH_PRCSR Peming Mot Chi' 1) M USD
M0 HY T0M0149 112872020 VO _PO_DPT_REQUSITON_PRCSR Canceled W sdousSnD
O E | T 000 us 1202020 MO FO _OPT_REQUSSITON PRCSR Canceled Vg ed0uUs0
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Lecture 2: Edit
a Requisition

Lesson 2: Manage a Requisition
Edit Requisition Page: The edit requisition page enables the requisitioner to make
changes to the requisition. Changes include quantity, unit of measure, requisition name,
and delete a line. The requisitioner can also select the continue shopping option to add
more items to the requisition or select check out to finalize the transaction.

3. Edit the QUANTITY field. This action increases or decreases the number of items
requested.

4. Select the UNIT OF MEASURE.
Note: Usually, the unit of measure is static on most items. The requisitioner can
select another value, but it may require further discussion with the buyer before the
requisition is sourced.

5. Update the REQUISITION NAME field.
Note: If the field is left blank, the system defaults the requisition ID. Also, several
departments use this field (e.g., Transit) to reflect the EAMS Requisition ID.

6. Select the DELETE button. The action deletes the item in question.

Coatines Shoppng \pemin Cort | Chachest |

Shopping Cart for Requisition 1D 0000000151
p——

5 Bl A0

Heme  EANEREG D
Hisasiar MO_PO_DPFT_REALISTION_FRESR

]

B Deacrgtion st Frice
AAM Praspesr{ R Primiesr Papses, Lefes

Sare @ 172 w 1), 8Lk, Silver I I —

Semrdrmam Mstallic, Resen 06 35 fppmd 3 88 USD W | PR a
LT

Tetsl €3.70USED

7. Select the UPDATE CART button. This action saves the changes and update the
requisition.

8. Select the CHECKOUT button. The action routes the requisitioner to the checkout
page.

Shopping Cart for Requisition 1D 0000001561

¥ Brmiz]io Busnow

EALE MEQIL
a1 MD_BG_DPT_RECUSMON_PRCSR

¥ S0
Fanr Uy s gl [E P

L] Pyimdins Papar, | sfes Larn
17 = 1 A0 LR, Silver Shurdress Apgnesd 17 54 LS Jo00 | Ps G D
Bwinlbc, Heam OF 35 Sheain

Teasd I7.B8 USD
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Lesson 2: Manage a Requisition
For the purposes of this lecture, it is assumed the requisition header, lines, schedules, and

Lecture 2:  ytributions were previously updated.

Edit a
Requisition 9.  select the SUBMIT button. The system will route the requisitioner to the save confirmation
page.

Checkout for Reguisiton ID 0000000151

trder Toksl  FPAEUSDH
w Baguisit ’
[——
g it i EE REG 0D
—— Rgeeine WD PO DRT_SEQUISTION_PRCSH
Heirbe o T AT T I
= Bequisiiien Line
1 row

oSBT Feomes [ o000 Tempeis) | [ Do Soome s (T
O e Bem Deseriphon Shmtan Tumtity wnt of Wen Price Trtwl

1 rrap- -y Shemme Bagrovad 7 m0g Colls Pk NWUED  I7TIUSD s

Justicaticn Comimants

L dpel (el Stwigs WA ORara

Save Confirmation Page
The Save Confirmation page enables the requisitioner to view a summary of the final requisition.
It also provides access to preview the approval workflow and to print the requisition.

< My Requisitions Edit Requisition

Business Unit IT
Requisition ID 0000000151
Requisition Name EAMS REQID
Total Amount 27.88
Currency USD
Total Lines 1

Status Approved

View Approval Chain >
View Print >
% Check Budget Pre-Check Budgst Budget Check Status NotChkd
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Lecture 3: View

and Print a
Requisition

eProcurement tile > My Requisition tile

1. Logininto INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM).

INFORMS News & Announcements!

News & Announcaments Tile
I E INFORMS Team 02202024

Budget

Lesson 2: Manage a Requisition
Navigate to Finance/Supply Chain (FSCM) tile > Supply Chain Operations tile >

Finance | Supply Chain (FSCM) | Approvals

K_ N
Kai

Employee Sell-Service Manager Seif-Service

Cl e[
A
- 25m

2. Select the SUPPLY CHAIN OPERATION tile.

Finance / Supply Chain (FSCM)
Finance & Accounting Grants Management Customer Contracts Supplier Administration
) .
an] 2 &
(@] K !
Supply Chain Operations Cash Management Credit to Cash Operations Asset Tracking
o o 4

@ =
X -9 1%

3. Select the ePROCUREMENT tile.

Buyer WorkCenter Approvals

b
=

Supplier Contracts Center Procurement Card Center

£ B

Buyer

poy

eProcurement

g.!};

R

4. Select the MY REQUISITION tile.

My Requisitions

R~/

eProcurement
Create Requisition

Review Change Requests

Review Change Tracking

inferms

55



inferms

End User Training Resource Guide — SCM 201: Manage and Record Requisitions wndda

Lecture 3: View
and Print a
Requisition

Lesson 2: Manage a Requisition
Note: Refer to View and Print PDF Requisition job aid for detailed steps.
Common Elements Used in My Requisition
The FILTER BY button is used to narrow the such results on the my requisitions page.
The RELATED ACTIONS button is used to display the available actions such as:
e Details

e Copy

e View Print

e Budget Check
e Edit

The VIEW DETAILS button is used for the Line Details page.

My Requisitions Page

The My Requisitions page is used to view or take action on requisitions created by the
requisitioner. The page will display the requisition name, business unit, requisition ID,
requester, request state, budget status, and total amount.

Note: A requisitioner may have access to all the related actions; however, this lecture
only covers the view print option.

1. Select the RELATED ACTION icon. The system then displays the actions menu.
Note: The requisitioner must select on the related action icon of the requisition to

print.
My Requisitions
ACC"°" Requisition Name Business UnitRequisition ID < Requisition Date © Requester < Request State < Budget Status © Total Amount
© EAMSREQID 1T/0000000151 172772020 MD_PQ_DPT_REQUISITION_PRCSR Approved Mot Chikd 69.70 USD >
©® EAMSREQID IT/0000000150 11/27/2020 MD_PO_DPT_REQUISITION_PRCSR Pending Mot Chk'd 13.94 USD >
@ 0000000149 1T/0000000149 112472020 MD_PO_DPT_REQUISITION_PRCSR Canceled Valid 0.00 USD >
@ 0000000148 1T/0000000148 112472020 MD_PO_DPT_REQUISITION_PRCSR Canceled Valid 0.00 USD >

2. Select the VIEW PRINT option. The system then displays a prompt for review prior
to printing.

:a Actions x| inferms
e My Requisitions #Q : =
| coer i arown
3 (-m |
Lo | ‘ Burnese UntRoganoe 0 Regunioe Dave Bequecter Bequect Siae Buigel Sats Total Aot
By Chacs
3 |

rest 2072020 MU _PO_OPT_REQUESINON PRCSR Agpraved Mat Chkd €79 USD
72020 VO_PO_DPT_RFCUSITON_PROSR  Peting Mot Ci 1) 04 LUSD

000000019 TR0I000149 19262020 VO_P0_DPT_REQUSTION PROSR Canceled o] 30 USD
2000000 148 12000000 148 11202020 VO_FO_DPT_REQUSSITION_PROSR Cacceled Vg 040 USD
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Lesson 2: Manage a Requisition

The Distribution Details option displays previously selected ChartFields on the printed

requisition. It is recommended to select YES if the requisition approver requires a hard copy. The

requisition approver must validate that the selected ChartFields are correct before final

Print a approval. Note that a printed requisition may not substitute for an electronic approval in

Requisition INFORMS.

Lecture 3:
View and

3. Select the YES button. The system then routes the requisition processor to the printable
page and include the ChartFields on the requisition.

Do you want to print the requisition with distribution details ?

Yes Ho

4. Depending on the browser, select the PRINT option.

Business Unit: IT Requester: MD_PO_DPT_REQUISITION_PRCSR Status: Approved
Requisition: 0000000151 Requested By: MD_PO_DPT_REQUISITION_PRCSR.  Currency: USD
Requisition Name: EAMS REQ ID Entered Date: 11/27/20 Requisition Total: 27 88
Line: 1 Item Description: JAM Paper(R) Printer Paper, Letier Size (8 Quanfity:  2.0000 UOME: PK Price:  13.9400 Line Total: 27.83
112 x 11}, 50 Lb, Siver Stardream Metallic, Ream OF 25
Sheels
Line Status: Approved
Ship Line: 1 Ship To: ID00000003 Address: Shipping Quantity- 20000
Attention: Thomas Bums Due Date: 1112720 152 WW 8TH 5T Shipping Total: 27.83
Ship Via: COMMON Freight Terms:DES 01040501010
MIAMI FL 33136
LUinited States
Diist Status Location Oty PCT Amount GL Unit. Account
1 Cpan |CODOO0003 2.0000 100.00 2788 MOWDE 3320210000
Dapt Opar Unit Fund
TO040000 NOHGRANT 55001
Dpen QTY PG BU Project Activity Open Amt
2.0000 IT TADREMEDYADHDC ADDITIONALCHRGS 0,000
GL Basa Amount Gurrancy Jequance Gapitalize
2res uso L1} N
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Lecture 4:
Cancel a

Requisition

Create Requisition

Lesson 2: Manage a Requisition

inferms

Navigate to Finance/Supply Chain (FSCM) tile > Supply Chain Operations tile >

eProcurement tile > My Requisition tile

1. Logininto INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM).

INFORMS News & Announcements!

Finance / Supply Chain (FSCM)
MNews & Announcements Tik

INFORMS Tesam, 022072004 Ké’
I L e |

Budget

Approvals

56
Scorecard Employee Sell-Service Manager Seif-Service
@@ ) B [] e
L] : al
= o il L
o) ilil o o>

2. Select the SUPPLY CHAIN OPERATION tile.

Supply Chain Operations Cash Management Credit to Cash Operations

=X

Grants Manaoemem Customer Contracts SIIDDIIGI Administration
r o
- {‘@ e
(] ko &

Asset Tracking
o o 4
) -
" = B

Finance / Supply Chain (FSCM)
Finance & Accounting

3. Select the ePROCUREMENT tile.

Buyer WorkCenter Approvals

b
=

Buyer

poy

Supplier Contracts Center Procurement Card Center eProcurement
rm [ i @
= X

4. Select the MY REQUISITION tile.

eProcurement

My Requisitions Review Change Requests Review Change Tracking

@
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Lesson 2: Manage a Requisition

Common Elements Used in My Requisition

The FILTER BY button is used to narrow the such results on the my requisitions page.

Cancel a The RELATED ACTIONS button is used to display the available actions such as:
Requisition e Details

Lecture 4:

e Copy

e View Print

e Budget Check
e Edit

The VIEW DETAILS button is used for the Line Details page.

My Requisition Page

The My Requisitions page is used to view or take action on requisitions created by the
requisitioner. The page displays the requisition name, business unit, requisition ID, requester,
request state, budget status, and total amount.

Note: A requisitioner may have access to all the related actions; however, this lecture only
covers the details option.

1. Select the RELATED ACTION icon. The system then displays the actions menu.

My Requisitions

Acclion Requisition Name < Business Unit/Requisition ID < Requisition Date < Requester & Request State Budget Status © Total Amount ©
© 0000000149 IT/0000000149 11/24/2020 MD_PO_DPT_REQUISITION_PRCSR Canceled Valid 0.00 USD »
© 0000000148 IT/00000007148 1172412020 MD_PO_DPT_REQUISITION_PRCSR Open Not Chk'd 108.48 USD >

2.  Select the DETAILS option. The system then routes the requisitioner to the line details
page.

Acthons x| inferms

Wiew Print

ot Chack Buginess UnivRequisition i Raquisition Date Rgueslar Recquest Slate Bedget States ©  Telal Amount

udgat Chac

@ Edit MO0 145 Wi24/2020 MD_PO_DPT_REQUISITION_PRCSR  Open Mot Chicd 1354 USD
|

@ 0000000148 MOGeO000 145 NA2020 MD_PO_DPT_REQUISIMON_PRCSR Open Mot Chicd 108 45 USD
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Lesson 2: Manage a Requisition
Line Details Page

Lecture 4: i . L . — .
ecture The Line Details page is split into three sections. The requisition summary section

Cancel a displays the requisition header information. Key fields include the business unit,

Requisition requisition 1D, requisition date, total amount, and requisition status. The requisition

lifeline section provides a downstream view of the requisition process and highlights its
steps. Lastly, the requisition line information section displays item details such as the
description, quantity, unit of measure, and price. Also, it provides the requisitioner
access to cancel a requisition or requisition lines.

This lecture covers the cancelation of the entire requisition.

3. Select the CANCEL REQUISITION button. The system then displays the confirmation
prompt.

Line Dwtails

4, Select the YES button. The system then displays the confirmation message.
Note: A canceled requisition cannot be reopened, and is closed permanently. The
requisitioner must create a new requisition and submit through the approval
process.

This will cancel your entire requisition. Are you sure you want to do this?

Yes Ho
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Lesson 2: Manage a Requisition

5. Select the OK button. The system then routes the requisitioner to the line details page.
Lecture 4:
' 6
Cancel a
Requisition Requisition 0000000149 Canceled.

oK

7. Confirm that the REQUEST STATE field reflects “CANCELED.”

8. Select the CLOSED icon. The system then routes the requisitioner to the my requisitions
page.

e o DA o g e 0 L ke Guaimy - 0M P Tl A

rr | Paperf) Parle Pane

s 7
Simdenm Munle Busm 0 3 S
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Lesson
Summary

v

Lesson 2: Lesson Summary
Having completed the Manage a Requisitions lesson, users should be able to:
e Copy a Requisition
e Edit a Requisition
e View and Print a Requisition

e Cancel a Requisition

inferms
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Lesson 3: Approve a Requisition
Lesson 2: At the conclusion of the lesson, you should be able to:
Introduction e Approve a requisition
e Deny a requisition
e Pushback a requisition

e Hold a requisition

inferms
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Lesson 3: Approve a Requisition

Key Terms The following key terms are used in this lesson:
Vs Term Definition
) Pending The Pending Approval Page displays pending requisition header
Approval information for the approver to review.
Page

Requisition The Requisition Header Approval Page displays the requisition
Header header, lines, and approver comments.

Approval
Page

Approval Line | The Approval Line Detail Page displays the requisition line and
Detail Page shipping information.

Distribution The Distribution Page is the fourth layer of a requisition used to
Page enter accounting information (ChartFields).
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Lecture 1:
Approve a
Requisition

Lesson 3: Approve a Requisition

1. Loginto INFORMS and select the APPROVALS tile.

inferms

Users with the Requisition Approver role will be able to approve requisitions. To
approve requistions, users will need to navigate to: Approvals tile.

56

IMFORMS News & Announcemants! Finance ! Supply Chain {FSCM) Approvals
Mews & Announcaments Tilke
L =)
INFORMS Team. 02202024 B e \
="
e’ =€
Bisdget Scorecard Employes Sell.5ervice Manager Salf.Senvice
@'@ ‘g [ o
@ ikl e o5
Y 1
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Lecture 1:
Approve a
Requisition

Lesson 3: Approve a Requisition

inferms

As discussed previously, Miami-Dade County follows a standard approval workflow for
requisitions. Specific security roles are assigned to staff by departments based on their
delegated authority. The workflow conditions include:

STAGE 2

REQ WORKLOW
User Submits Req for = SUPERVISOR AND DOLLAR THRESHOLD
Approval : : : Q
. ﬂ.’ ! » ] Approver 1 Approver 2
Chartfield Approver
°© 0 <
cmA;w u::nld mm Cllmfuld M&uhr‘? I%m

e Dollar Thresholds
o $0-524,999.99
o $25,000.00 - $99,999.99
o $100,000.00 - $249,999.99
o $250,000.00 - Above
e ChartField Approver
o Projects
o Grants
o GOB
e [tem Category
o Information Technology
o Fleet
Temp Services
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Lesson 3: Approve a Requisition
Pending Approval Page

inferms

Lecture 1: The Pending Approval Page displays pending requisition header information for the
Approve a approver to review. The header information includes the transaction total, priority,
Requisition and requisition name.

Some approvers may have access to approve other supply chain or financial
transactions on this page. This lecture only covers the approval of requisitions. Miami-
Dade County does not allow approval of mass transactions at the header level.

1. Select the ALL button. This action routes the approver to the requisition header

approval page.

150.000.00 USD A\ Medium Pronty

< HOME Pending Approvals
View By | Type - A

2
0 Requisition
¥ Reguisition 2 O

[J Requisition Add Requisition Name - SP / 0000000041

000 USD MD_PO_DPT_REQUISITION_PRCSR
A\ Medium Prionty
[ Requisition EAMS Req ID - SP / 0000000043 MD_PO_DPT_REQUISITION_PRCSR

Qe =
Deny Pushback
2rows
Routed
!LO-IJOZOD

Routed
11/05/2020

Requisition Header Approval Page

The requisition header approval page displays the requisition header, lines, and

approver comments.
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Lecture 1:
Approve a
Requisition

Lesson 3: Approve a Requisition

2. Select the HEADER COMMENTS AND ATTACHMENTS button. This action routes

the approver to the requisition header comments and attachments page.

4 Persng dprosin Requisfion
etgeral fr | ARAL ey O
15000000 USD Appra vy
5 Hiaaddaris parding pour spprveal
- LT
-
LLELS 5, 2020
Wl FO_CPT DG "
amation
[_ e commiris medachment ]
i PIINGEI R AL
Livex Buyrrires b Dararrplion R rchardme dmoi
Cotg g 150 0G0 LD
spqenal Chal

LI

[CETE

inferms

3. Review the comment text submitted by the requisitioner.
4. Select the ATTACHED FILE icon for each document that has been attached.

Note: The approver should validate that the market research provided meets the

standards set by their respective department’s purchasing unit if the requisition

requires a sourcing event. This information can be used to develop the event.
5. Select the CLOSE button.

The action then routes the user back to the requisition header approval page.

Requisition Header Comments and Attachments

Business Unit SP

Requisition ID 0000000043

Header Details

+ Comment 1

Sequence Attached File

Word_-_Documentum.docx

1 o)
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inferms

Lesson 3: Approve a Requisition

6. Select the MORE arrow.
Lecture 1:

Approve a This action then routes the user to the approval line detail page.
Requisition < Peadmgarvrovis Requisition #aqQwm =
T;:-l;'::';”:;‘; e | Approve .. Deny Pushback

3 Header is pending your approval

£¥ inProcess

Summary
Business Unit 5P
Rowted Date  Movember 5, 2020

Requester MO_PO_DPT_REQUISITION_PRCSR

~ Maode Inlormation
Header comments and allachments

igw Printatln Varsion

= Lines
Lina Numbar em Description
1 Consufting

Approver Comments

Approval Chaln

Requisition I G000000043

Requisilion Daie  November 5, 2020

Entored by MD_PO_DPT_REGUISITION_PRCSR

Budgei Header Status Mot Budget Checked

Merchandisa Amount

150,000.00 USD

Approval Line Detail Page

The approval line detail page displays the requisition line and shipping information.

7. Review the Line Details section and confirm that the correct quantities and prices

are listed.

8. Review the Shipping Information section and confirm that the SHIP TO, ATTENTION

TO, and DUE DATE fields are correct.

Note: A requisition may be sourced to a purchase order and therefore carry over the
shipping information. Inaccurate data in this section could have an impact on the receiving

process (centralized or decentralized).

9. Select the MORE arrow. This action then routes the user to the distribution page.

< Back to Header

‘Consulting
150,000.00 USD

Line Details
Business Unit SP
Line 1
Supplier
Price 15000000 USD
Category 90638

Shipping Information

Schedule Ship To Quantity Price Amount

1 SP00000004 1LE 150,000.00 USD 150,000.00 USD

Approval Line Detail

Requisition ID 0000000043
Item 1D
Quantity 1 LE

Ship To SP00000004

Attention Due Date

MD_PO_DPT_REQUISITION_PRCSR 2020-11-06 >
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Lesson 3: Approve a Requisition
Distribution Page

Lecture 1: The Distribution page displays the ChartField entries selected by the requisitioner.
Approve a
Requisition Note: The accounting information entered at the beginning of the procure-to-pay

process (requisition) carries over to the purchase order and voucher. It is critical to the
process that the correct ChartField values are added (e.g. ensuring that the correct GL
Business Unit is selected).

10. Confirm the FUND CODE value.
11. Confirm the DEPARTMENT value.
12. Confirm the ACCOUNT value.

13. Confirm the GRANT value.

Note: A requisitioner must enter a grant value if an item is expensed to an active grant.
If not, the "NO-GRANT" value must be selected.

Note: The following fields are required when expensing an item to an active capital or
operational project that has been created in the Project Costing module. The fields
remain blank if there are no expenses associated to a project.

14. Confirm the PC BUSINESS UNIT value. This field reflects the Business Unit of the
requestor.

15. Confirm the PROJECT value. This value is created in the Project Costing module.

16. Confirm the ACTIVITY value. The activity value represents a subtask in project
costing (i.e., Planning, Design).

17. Confirm the SOURCE TYPE value. This source type field is used only when a project
is GOB funded.

18. Select the CLOSE button. The action then routes the user back to the approval line
details page.

Distributions b

Fluid Approval Distribution

iy

Line

iy

Schedule
Iltem Description Consulting
Merchandise Amount 150,000.00 USD

Quantity 1.0000 LE

I S~ GL - Fund PC - o
Distribution Requisition . Merchandise Currency Department - y - Project Activity)
Line © Quantity - Bu_sn!\ess Amount & Code © Code Account & Grant Bulsn!\ess y ;

Unit < £ Unit <
1 1.0000 MDADE 150000.00 USD G5005 IDO1010000 5470120000 NO-GRANT
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Lesson 3: Approve a Requisition
19. Select the BACK TO HEADER button. This action then routes the user back to the
requisition header approval page.

inferms

[
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1
1 if
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et ri-0d

Requisition Header Page

Once all requisition values are reviewed and confirmed:

20. Select the APPROVE button. The system then displays the approver comments
page.

Request for EAMS Resq ID
15000000 USD

[ Header is pending your approval

£ In Process

Summary

Business Unit SP

Fouted Date  Nowember §, 2020 Hequas Date Movember 5, 2020

Requester MD_PO_DPT_REQUISITION_PRCSR ed by MD_PO_DPT_REQUISITION_PRCSR

Budget Header Status Mot Budgel Checked

= More Information
Header comments and atachments
Wiew Printable Version

w Lines

21. Enter APPROVER COMMENTS. These comments are visible to the next approver
and the requisitioner.

22. Select the SUBMIT button. This action then routes the user back to the

requisition header page.

Cancel Approv Submit

You are about to approve this request.

Approver Comments
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23. Select the APPROVAL CHAIN button. This action routes the user to the approval
Lecture 1:

chain page.
Approve a
Requisition

n W Fracess - Muflgie Agpraeers

faurmeman "

3l GF

Requisiios D 2020200043

Eouied Duie HosmGer 5, 2020 wir Mpwmber I, 2020

el WD PG OPFT_RECUEIMIGH_PROCER

W_PO_COFT S OLSTION_PRaR
u Bt ihecdpet Checamd

Mikedd 1 el wsd alechimaids

Wit Primiani o versioe
o i
1 e Mumi by e D Ny Mermaidse fminsm
i Corguling 15000000 WUSD
Ao Chan

The approval chain page displays the approval path and pending approvals.

24. Select the CLOSE button. This then routes the user back to the requisition header
page.

Approval Chain x

MD Requisition Approval
= EAMS Req ID Pending

Start New Path

Department ID Approver
& Approved

WMD_PO_DPT_REQ_APRVRI1
Department Reguisition Approvi >
1170520 341 PM

— . +

% Pending

Multiple Approvers

Reguisition Dollar Approver2 >
+

&l Mot Routed

Multiple Approvers
Reguisition Dollar Approver3 >

72



nferms
End User Training Resource Guide — SCM 201: Manage and Record Requisitions e

Lesson 3: Approve a Requisition

7. Select the PENDING APPROVALS button. This action routes the user back to the
Lecture 1:

pending approval page.
Approve a

Requisition

B Fur § RS by K
G

ﬁ FPratea: Wllpie fggeasers
7 D DO
ron [asd Saovmoa ) g
i By WP [T T PR

wr eiger Civscked

by |

Zonuung

Appaed Do

8. Repeat all the steps discussed until all pending requisitions are approved.

Pending Approvals
View By | Type ~ -
& 1
All 1 row
b Requisition 1 Requisition Add Requisition Name - SP / 0000000041 Routed
000 USD MD_PO_DPT_REQUISITION_PRCSR /042020 >
A Medium Priority
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Navigate to: Approvals tile
Lecture 2: g PP

Deny a 1. Loginto INFORMS and select the APPROVALS tile.
Requisition e
INFORMS News & Announcements! Finance | sunprycnn-n lFSCM] ﬂDDIIWiIS

Mews & Annourstements Tile

ggm

INFORMS Teamn 02202024 ‘é'
I e )
56
Budget Scotecard Employes Sall.Service Manager Sell-Service
26 - T
] v al
m . il L
@ 1H o ¥ *5

Pending Approvals Page

The pending approval page displays pending requisition header information for the
approver to review. The header information includes the transaction total, priority, and
requisition name.

Some approvers may have access to deny other supply chain or financial transactions on
this page. This lecture only covers the denial of a requisition. Note that Miami-Dade County
does not allow users to deny mass transactions at the header level.

1. Select the ALL button. This action routes the approver to the requisition header
approval page.

< HOME Pending Approvals a Qe =
View By = Type v -
@& A 5
All 5rows
N Requisition 3 Requisition Add Requisition Name - SP / 000000004 1 Routed
0.00 USD MD_PO_DPT_REQUISITION_PRCSR 11042020
A\ Medium Priorty
Requisition EAMS Req D - SP / 0000000045 MD_PO_DPT_REQUISTION_PRCSR Routed :
150.000.00 USD A\ Medium Prionty 11/05/2020
Requisition EAMS Req ID - SP / 0000000046 MD_PO_DPT_REQUISIION_PRCSR Routed 5
000 UsD A\ Medium Priority 1170572020
Requisition EAMS REQ ID - SP / 0000000047 MD_PO_DPT_REQUISITION_PRCSR Routed
000 UsD £\ Medium Priorty 11/05/2020
Requisition SP /0000000048 MD_PO_DPT_REQUISITION_PRCSR Routed
400.00 USD A\ Medium Priority 11/05/2020
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Requisition Header Approval Page

The requisition header approval page displays the requisition header, lines, and

approver comments.

Lecture 2: Deny
a Requisition

Approvers must review all four layers of a requisition and comments/attachments
before the final denial.

2. Select the HEADER COMMENTS AND ATTACHMENTS button. This action routes
the approver to the requisition header comments and attachments page.

Wegweal i SN0

Shddd UED Appiie [E ) Pushlacs
5 risanaris pansing s approal
B® i Procasa
56 Uil S5 s bion 10 Q000000088
enoar S, 2l Gpisitos [ete Plovamie 5 F0d0
BO_FO_DRT_RDCUSSTION PR CiR wiered by MO_RO_DPT_RECUSITION PMECen
o7 States Mt EuDgel Cramsg
ntion

[‘. o Cormmari: s atiochment ]

Leres Sayrmbze hem Descrigtion Werchndize amoust
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Review the comment text submitted by the requisitioner.
Select the ATTACHED FILE icon for each attached document.
The approver should validate that the market research meets the standards set
by their respective department’s purchasing unit. If the requisition requires a
sourcing event, the attached market research assists the Buyer in developing
sourcing event details.

5. Select the CLOSE button. The action routes the user back to the requisition
header approval page.

Lecture 2: Deny
a Requisition

Requisition Header Comments and Attachments x

Business Unit SP

Requisition ID 0000000048

Header Details

~ Comment 1
Required for operations.
Sequence Attached File
1 wey Word_-_Documentum.docx

6. Select the MORE arrow. This action routes the user to the approval line detail

< Pending Approvals Requisition
Request for SP/0000000048
50000 USD Deny Pushback
= Header is pending your approval
£% In Process
Summary
Business Unit SP Requisition ID 0000000048
Routed Date November 5, 2020 Requisition Date November 5, 2020
Requester MD_PO_DPT_REQUISITION_PRCSR Entered by MD_PO_DPT_REQUISITION_PRCSR
Budget Header Status Not Budget Checked
~ More Information
Header comments and attachments >
View Printable Version >
~ Lines
1 row
Line Number Item Description Merchandise Amount
1 test 500.00 USD >
Approver Comments
Appraval Chain >
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Approval Line Detail Page

The approval line detail page displays the requisition line and shipping information.

Lecture 2: Deny
a Requisition
1. Review the Line Details section and confirm that the correct QUANTITY and
PRICE are listed.
2.  Review the Shipping Information section and confirm that the SHIP TO,
ATTENTION, and DUE DATE fields are correct.
Note: A requisition may be sourced to a purchase order and therefore carry over
the shipping information. Inaccurate data in this section could have an impact on
the receiving process (centralized or decentralized).
3. Select the MORE button. This action routes the user to the distribution page.

‘Approval Line Detail

Business Unit SP Requisition 1D 0000000048
Line 1 item 1D
Supplier Quantity 5 LE
Price 10000 USD shipTo $PO0000002
Category 90638
Shipping Information
Schedule ship To Quantity Price Amount Attention Due Date

1 SPO0000002 SLE 100.00 USD 500.00 USD WMD_PO_DPT_REQUISITION_PRCSR 2020-11-08

More Information

Line comments and attachments

Distribution Page
The distribution page displays the ChartField entries selected by the requisitioner.

Note that accounting information entered at the beginning of the procure-to-pay
process (requisition) carries over to the purchase order and voucher. It is critical to the
process that the correct ChartField values are selected (e.g. ensuring that the correct
GL Business Unit is selected).

Confirm the FUND CODE value.
Confirm the DEPARTMENT value.
Confirm the ACCOUNT value.
Confirm the GRANT value.

No vk

Note: A requisitioner must enter a grant value if this item is expensed to an active
grant. If not, the "NO-GRANT" value must be selected.

The following fields are required when expensing an item to an active capital or
operating project that has been created in the Project Costing module. The
requisitioner must leave the fields blank if there are no expense requisition lines to a
project.

Confirm the PC BUSINESS UNIT value. This field should reflect the requestor’s
respective business unit.
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7. Confirm the PROJECT value. This value is created in the project costing module and

Lecture 2: , ,
D must be in an active status.

eny.a. ] Confirm the ACTIVITY value. The activity value represents a subtask in project
Requisition

costing (i.e., Planning, Design).

8. Confirm the SOURCE TYPE value. The source type field is only be selected when the
project is GOB funded.

9. Select the CLOSE button. This action routes the approver back to the approval line
details page.

Distributions X

Fluid Approval Distribution

Line 1

Schedule
Item Description test
Merchandise Amount 500.00 USD

Quantity 5.0000 LE

e GL " Fund PC . e
Distribution Requisition . Merchandise Currency Department o o . Project Activity ]
Line ¢ Quantity < Eu_smfss Amount & Code & Cfde - Account & Grant < Bu_smf\ess & P

Unit & G Unit <
1 5.0000 MDADE 500.00 USD ES001 SP01010000 5320210000 NO-GRANT

10. Select the BACK TO HEADER button. This action routes the approver back to the
requisition header approval page.

e Approval Line Dt L =, L i =
e
s .
!
3 u

WEAE RO BPEOE

o
Ezhedur oz e Frica A dozren Cur Com

| ¥ i ST P e

[
o o e T ¥
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All approvers can deny a requisition. When a requisition is denied, the approval
Lecture 2: Deny PP yared a PP

workflow stops regardless of the approval level and sets the transaction back to the

a Requisition requisitioner.

11. Select the DENY button. The system then displays the approver comments page.

gl faf 3OO
Sphdd USD

Joorom e
5 vesacaris panding rour cepraval

£ o Procass

Liwe: Mhperizee e Cegcrighion Werchondize Amousi

Note: The requisition approver should enter specific comments explaining the reason
for denying the requisition. The approver's comments are visible to the requisitioner.

12. Enter approver comments.

13. Select the SUBMIT button. This action returns the approver to the requisition
header page.

Cancel Deny Submit

You are about to deny this request.

Approver Comments
Incarrect quantity)
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Lecture 2: Deny Select the APPROVAL CHAIN button. This action displays the approval chain page.
a Requisition P——

Request for SP000000004S
H000 USD

1.

Requisition

(&) Deried an 117202020
Summary

Businsss Usit 5P Requésition 10 0000000048

Routed Date  Movember § 2030 Mavernber & H00
Requester MD_PC_DFT_REQUISIMION_PRCSR Entered by MO_FO_DFT_REQUSTION_FRCSR
Budget Meader Status Mot Budpe! Checiod

= Mors Intarmation

Header comments and aachmenls
View Prirtable Version

w LLines

Lins Number Iem Description Mharehn dse Ameunt

1 tast

["ur\.‘:'-l Chan ]

S00.00 USD

Note: On this page, the approver can confirm that the requisition approval status was
denied.

Approval Chain X

MD Requisition Approval

= Requisition 0000000048 Denied

Department |ID Approver
& Denied

WMD_PO_DPT_RECQ_APRWVR1
Department Reguizition Approv >
11/05/20 4:30 PM

* Comments

MD_PO_DPT_REQ_APRVRA1 at 11/05/20 - 4:30 PM
Incorrect quantity.
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Navigate to: Approvals tile

Lecture 3:
Pushback a 1. Select the APPROVALS tile.
Requisition
INFORM 5 News & ARnouncemanis! Fimance I Supply Chain (FSCM) Approvas

Hews & Announcements Tile

MFORMS Team, 02202024 lé’ i_—'T
lc w R

56
Budget Scorecard Employes Sell-Service Manager Sell-Service
@ . b e B
I & I =P | E i Laal
l l " - . K=

Pending Approval Page
The Pending Approval page displays pending requisition header information for the
approver to review. The header information includes the transaction total, priority,

and requisition name.

Some approvers may have access to other supply chain or financial transactions on this
page. This lecture only covers the pushback of a requisition.

2. Select the ALL button. This action routes the approver to the requisition header
approval page.

Pending Approvals

View By | Type v v
@& 1
Al 1row
" Requisition 1 Requisition EAMS Req|D - SP / 0000000043 MD_PO_DPT_REQUISITION_PRCSR Routed N
150,00000 USD /\ Medium Priority 11/05/2020
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Requisition Header Approval Page

Lecture 3: The requisition header approval page displays the requisition header, lines, and
Pushback a approver comments.
Requisition

3. Select the HEADER COMMENTS AND ATTACHMENTS button. This action
routes the approver to the requisition header comments and attachments
page.

Regereal lar LAME leg i0
WS a0 ush

5 sesacar s paresing maur cpprow

B s Procas

sin Npsemie i JO50
el MO_PO_DPT_REOUETION _PYeCsR ol by WO _FO_DFT_REDUEITION_PRCSS

trates Wl Bucdget Craceed

Lt S P EEih Dos ot Merchandite Amcuil

amaung 19020000 WD

4. Review the comment text submitted by the requisitioner.
5. Select the ATTACHED FILE icon for each attached document.

Note: The approver should validate that the market research meets the standards set
by their respective department’s purchasing unit. If the requisition requires a sourcing
event, the attached market research assists the Buyer in developing the sourcing event
details.

6. Select the CLOSE button. The action routes the user back to the requisition
header approval page.
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Business Unit SP

Requisition ID 0000000043

Requisition Header Comments and Attachments

Header Details

~ Comment 1

Sequence Attached File
1 s Word_-_Documentum.docx
1. Select the MORE arrow. This action routes the user to the approval line detail
page.

P — Requisition ® O - =

Request for EAMS Req ID

15000000 USD Approve Demy Pushback

] Header is pending your approval

£ inPracess

oy
t SP n D 0000000043
MNovember 5, 2020 on Date Novembser 5, 2020
Requester MO_PO_DPT_REQUISITION_PRCSR

» More Information

Header comments and aftachments

Vigw Printable Version

- Lines

Line Numbar

1

Approver Comments

Approval Chain

mem Description

Consutting

Budget Header Status Mot Budget Checked

Merchandise Amount

15000000 USD

by ME_PO_DPT_RECURITION_PRCSR

Approval Line Detail Page:

2. The approval line detail page displays the requisition line and shipping information.
3. Review the Line Detail section and confirm that the correct quantities and prices are

listed.

4, Review the Shipping Information section and confirm that the SHIP TO, ATTENTION
TO, and DUE DATE fields are correct.

Note: A requisition could be sourced to a purchase order and therefore carry over the
shipping information. Inaccurate data in this section may have an impact on the receiving
process (centralized or decentralized).
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7. Select the MORE arrow. This action routes the user to the distribution page.

PR Approval Line Detail ® Q=™ : =

Unit 5P Requisition 1D 0000000043
Lime 1 Item ID
$ Juantity 1 LE
Price 150,00000 USD Ship To SPOODO0OD4
ategory G0638
Shipping Information
Schedule Ship To Quantity Price Amount Attention Dus Date

SPO0O000004 1LE 150,000.00 USD 150,000.00 USD MD_PO_DPT_REQLESITION_PRCSR 2020-11-08 D

Distribution Page
The distribution page displays the ChartField entries selected by the requisitioner.

Note: The accounting information entered at the beginning of the procure-to-pay
process (requisition) carries over to the purchase order and voucher. It is critical to the
process that the correct ChartField values are added (e.g. ensuring that the correct GL
Business Unit is selected).

8. Confirm the FUND CODE value.
9. Confirm the DEPARTMENT value.
10. Confirm the ACCOUNT value.

11. Confirm the GRANT value.

Note: A requisitioner must enter a grant value if the item is expensed to an active
grant. If not, the “NO-GRANT” value must be selected.

The following fields are required when expensing an item to an active capital or
operational project that has been created in the Project Costing module. The fields
remain blank if they are not being expensed to a project.

12. Confirm the PC BUSINESS UNIT value. This field reflects the Business Unit of the
requestor.

13. Confirm the PROJECT value. This value is created in the Project Costing module
and must be in an active status.

14. Confirm the ACTIVITY value. The activity value represents a subtask in project
costing (i.e., Planning, Design).

15. Confirm the SOURCE TYPE value. The source type field is only used when the
project is GOB funded.

16. Select the CLOSE button. The action routes the user back to the approval line
details page.
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Fluid Approval Distribution

A . GL
Distribution Requisition ]
Line & Quantity & E:;"}f’“

1 1.0000 MDADE

Line 1

Schedule 1

Item Description Consulting

Quantity 1.0000 LE

Merchandise Currency Code

Amount & Code <

150000.00 USD

Distributions

Merchandise Amount 150,000.00 USD

Fund PC
Dfpartment Account < Grant ©
- Unit <

GE005 1D01010000 5470120000 NO-GRANT

Business

Project Activity|

21. Select the BACK TO HEADER button. This action routes the user back to the
requisition header approval page.

< Back to Header

Cansulting
150,000.00 USD
Line Datails
Busimoss Unit SP
Lime 1
Supglier
Price 15000000 USD
Category BOG38
Shipping Information
Schedule Ship To Quantity
1 SPOO000O04 1LE

Price Amount

150,000.00 USD

150,000.00 USD

Approval Line Detail

Requisition 10 0000000043
Item 1D
Cuantity 1 LE

Ship To  SPOOODOD0E

Atlention

WD_PC_DPT_RECINSITION_PRCSR

Due Date

2020-11-08

il
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Requisition Header Page

Lecture 3:
Pushback a Within INFORMS, only the second, third, or fourth approvers can use the pushback
Requisition functionality. A pushback action returns the transaction to the previous approval step,

requiring the prior approver to reevaluate their authorization. The term “pushback”
means an approver is questioning the prior step’s approval and is requesting
clarification on the transaction before a potential denial of the transaction (which is
covered in another lecture).

1. Select the PUSHBACK button once all requisition values have
been reviewed and confirmed. The system then displays the
approver comments page.

4 Passiing Aprovsi Requisition N Q=™ : =
Foegural dar LA Beg iD

SN0 USD Appiowe iy
5 swadaris pangeg sur approva

B} i Procas

Hradier comments and aba chments

Lo E T

Lt s rive Berm Descogptos Merehansise ameust

araung 192,200.00 USD

Note: The approver should enter detailed comments requesting clarification on
transaction specifics.

2. Select the SUBMIT button. This action then returns the user to the requisition
header page.

Cancel Pushback

You are about to pushback this request.

Approver Comments
Meed more information)|

86



End User Training Resource Guide — SCM 201: Manage and Record Requisitions

Lecture 3:
Pushback a
Requisition

Lesson 3: Approve a Requisition
17. Select the APPROVAL CHAIN button. This action displays the approval chain page.

< Pending Approvals

Request for EAMS Req ID
150,000.00 USD

!.'.' In Process
Summary

B

* More Information

Wiew Frintable Version

e el

nit &P

te MNovedmber 5, 2020

Requester WO_PO_OFT_REQUISTION_PRCSR

Header comments and atachmants >

- Lines
Line Number Mem Description
1 Censulting
Approver Commants

I Appraval Chain > l

Requisition # Q=

Aequisition ID 0000000043
Requisition Date November 5, 2020
Entered by MD_PO_DPT_REQUISITION_PRCSR

Budget Header Status. Not Budget Checked

Merchandise Amount

150,000.00 USD

Note: On this page, the approver can confirm that their approval status reflects Push

Back, and the prior approvers status is reverted to Pending.

MD Requisition Approval

~EAMS Req ID
Start New Path

Department 1D Approver
Z Pending

MD_PO_DPT_REQ_APAVA1
Department Regquisition Approwvi

# Pushed Back

MD_PO_DPT_REQ_APRVRZ
Reguisition Dellar Approver2
11/05/20 515 PM

El Mot Routed

Multiple Approvers
Reguisition Dollar Approver3

 Comments

MD_PO_DPT_REQ_APRVR2 at 11/05/20 - 5:15 PM

Meed more information.

Approval Chain x

Pending

inferms
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Lecture 4: Hold

Navigation to: Approvals tile

a Requisition 1. Login to INFORMS and select the APPROVALS tile.

INFORMS News & Announcemenis!

Budget

%@

Mews & Announcements Tilke

Ig -

Scorecard

Finance | Supply Chain (FSCM) Approvals
L3¢ | L
a =
Foe’ ()
Employes Sell.5emvice Manager Sall.Senvice
e T -
| o il E Lot
" @ o5

inferms

56

Pending Approvals Page

The Pending Approvals page displays pending requisition header information for the
approver to review. The header information includes the transaction total, priority,

and requisition name.

Note: Some approvers may have access to hold other supply chain or financial

transactions on this page. This lecture only covers the hold of a requisition. Miami-

Dade County does not allow users to hold mass transactions at the header level.

1. Select the ALL button. This action routes the approver to the requisition header

approval page.

View By | Type v v

@ A &

& Requisition 5 Requisition
200.00 USD

All

Requisition
200.00 USD
Requisition
900.00 USD
Requisition
000 USD
Requisition
13.94 USD

Requisition
2788 USD

Pending Approvals

EAMS Req D - SP / 0000000057 MD_PO_DPT_REQUISITION_PRCSR
A\ Medium Priority

EAMS REQ D - SP / 0000000058 MD_PO_DPT_REQUISITION_PRCSR
A\ Medium Priority

EAMS REQ ID - SP / 0000000059 MD_PO_DPT_REQUISITION_PRCSR
/A Medium Priority

EAMS Req|D - SP / 0000000060 MD_PO_DPT_REQUISITION_PRCSR
A\ Medium Priority

EAMS REQ ID - T/ 0000000150 MD_PO_DPT_REQUISITION_PRCSR

/A Medium Priority

EAMS REQ D - IT/ 0000000153 MD_PO_DPT_REQUISITION_PRCSR

/A Medium Priarity

6 rows
Routed
1#17/2020
Routed
1#17/2020

Routed
1117/2020

v

Routed
11/19/2020

Routed
11/27/2020

Routed
11/29/2020
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Lesson 3: Approve a Requisition

Requisition Header Approval Page

Lecture 4:
Hold a
Requisition

approver comments.

The requisition header approval page displays the requisition header, lines, and

Approvers should review all four layers of a requisition and comments/attachments

before acting.

2.  Select the MORE button. The system then displays the additional approval tasks.

< Pending Approvals

Request for EAMS REQ ID
2788 USD

[ Header is pending your approval
¥ In Process

Summary
Business Unit IT
Routed Date November 29, 2020
Requester MD_PO_DPT_REQUISITION_PRCSR
« More Information

View Printable Version >

 Lines

Line Number Item Description

Approver Comments

Approval Chain >

Budget Header Status Not Budget Checked

1 JAM Paper(R) Printer Paper, Letter Size (8 1/2 x 11), 80 Lb, Silver Stardream Metallic, Ream Of 25 Sheets

Requisition

More

Requisition ID 0000000153
Requisition Date November 29, 2020
Entered by MD_PC_DPT_REQUISITION_PRCSR

Merchandise Amount

27.88 USD >

Note: Holding a requisition prevents the approval process from moving to the next
approver. Also, when the approver uses the hold action, the system inserts the
requisition processor as an ad hoc reviewer at the current approval step, and the
approver can request additional information before releasing the hold.

3. Select the HOLD button. The system then displays the approver comments page.

€ Panding Approvals

Request for EAMS REC ID
218 ush

55 Haarder to pring your approval
Ehﬁ'ﬂ&l’-

Summary
Busimsss Uait 1T
Rowted Date Mevwermnber 75 20600
Requester WD_PO_DPT_REQUISITION PRCSR

Requisition

Reguisition I O000000153

Reguisition Date Nowember 28, 2020
Entersd by MWD PO DPT_REQUISITION_PRCSR
Bisdget Hasdas Status Mol Bucget Ched i
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Lesson 3: Approve a Requisition

Note: The requisition approver should enter detailed comments explaining the reason
Lecture 4: Hold . o , ) .
for holding the requisition. The approver’s comments will be visible to the

a Requisition requisitioner.

4. Enter approver comments.

5. Select the SUBMIT button. This action returns the approver to the requisition
header page.

Cancel Hold

You are about to put this request on hold.

Approver Comments

6. Select the APPROVAL CHAIN button. This action displays the approval chain page.

Reguest for EAMS REQ D
2788 USD

[ Header is pending your approval

Summary
Business Uniz T Requisition ID 0000000153

Reowted Date Novernber 29, 2020 Requisition Date Movernber 29, 2000

Reguestar MO_PO_DET_RECANSITION PRCSR Entared by MD_PO_DPT_RECUISITION_PRCSR
Bisdget Heater Status Mot Budget Chebed

w More information

Wiew Prinfabke Version

Lime Nussber Hem Description Maerchandise Amount

1 JA Papan|H} Pimiod Faper, Lafer Sine (B 13 x 1), 80 L, Siver Standraam Matalle Ream Of 25 Sheets #T B8 LS

Approver Commends

[&q.iz:--ql Chain ,]
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Lecture 4: Hold
a Requisition

Lesson 3: Approve a Requisition
The approver should confirm that the requisition approval status is set to On Hold.

Approval Chain

MD Requisition Approval
~EAMS REQ ID

Start New Path

Department ID Approver

Z OnHold
MD_PO_DPT_REQ_APRVR1T
Department Requisition Approv
11/29/20 11:32 PM

Project ChartField Req Appvr
&' Skipped

Mo approvers found
Project Requisition Approver

=

& Pending

Multiple Approvers
Error Step

Pending

inferms
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Lesson
Summary

e,

v

Lesson 3: Approve a Requisition
Having completed the Approve a Requisition lesson, you should be able to:
e Approve a Requisition
e Deny a Requisition
e Pushback a Requisition

e Hold a Requisition

inferms
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Module 3: Guide Summary
Guide Summary The Guide Summary module covers two topics:
e Content Summary

e

{ e Additional Training and Job Aids

inferms
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Module 3: Summary

Objectives You have completed the Manage and Record Requisitions guide. You now should be
Achieved able to:
e Create a Requisition

Y e Manage a Requisition

e Approve a Requisition
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Additional
Training and Job
Aids

Module 3: Summary

Other training materials, related to this topic, include:

SCM 201 — Manage and Record Requisitions

SCM 202 — Manage and Record Purchase Orders

SCM 203 — Record Receipt of Goods and Services

SCM 205 — Departmental Supplier Contract Management
SCM 206 — Grantor Management

SCM 301 — Central Supplier Contract Management

FIN 303 — Central Supplier Management

You also have the following resources available to you:

SCM 201 - Manage and Record Requisitions Job Aid

View and Print PDF Requisitions Job Aid

For additional information, be sure to visit:

Miamidade.gov/informs
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Key Terms

A9

Term

Approval Line
Detail Page

Module 3: Summary

The following key terms are used in this guide:

Definition

The Approval Line Detail Page displays the requisition line and
shipping information.

inferms

Attention To

The person the goods or services are delivered to.

Business Unit

Business Units are defined for each entity and used to maintain and
report on transactional data.

Catalog Displays all active NIGP items that can be selected to add to a
requisition.

Category Classifies asset by type for accounting entry and reporting.

ChartField A term to represent the chart of accounts, often used to reference a
specific field within the chart of accounts (i.e., Fund, Account, Dept
D).

Checkout The last step before submitting a requisition for approval.

Page

Distribution The Distribution Page is the fourth layer of a requisition used to

Page enter accounting information (ChartFields).

Due Date The date the requester anticipates receipt of the goods or service.

Edit The Edit Requisition Page enables the requisitioner to make changes

Requisition to a requisition.

Page

eProcuremen | The purchasing module that provides several ways for sourcing

t items to a requisition.

Express Item
Entry

A requisition method that allows requisitioners to quickly add items
to a requisition using a streamlined online template.

Favorites

A user's personal list of navigation shortcuts.

Fund Code

The primary structural units of Education and Government
accounting. ChartFields are self-balancing due to Fund Codes
capturing sources of revenue/expenses.
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Module 3: Summary

The following key terms are used in this guide:

inferms

Term Definition

Item Catalog | Facilitates selection of goods and services maintained in the Item
Master table from a catalog during the creation of a requisition.

Item ID The unique system identifier for an item.

Items Detail The Items Detail Page displays item descriptions, negotiated prices,

Page and availability of all items that meet the selected item category.

Line Details The Line Details Page is used to verify and edit additional details for

Page aline.

Manufacturer | Displays the EAMS Manufacturer ID. This field is required for EAMS

Item ID and INFORMS integration.

My Used to view or act on requisitions created by the requisitioner.

Requisitions

Page

National A standard taxonomy for classifying goods and services which

Institute of facilitates conducting in-depth analysis of spending to inform

Government | sourcing strategies and improve buying efficiency.

Purchasing

(NIGP) Code

Pending The Pending Approval Page displays pending requisition header

Approval information for the approver to review.

Page

Product The Product Details Page provides item attributes such as the

Details Page product description and specifications.

Punchout The process of leaving a requisition to access the County catalog to
pull the items into a requisition for processing and sourcing to a
Purchase Order.

Requestor A user that needs to procure goods or services.

Requisition The Requisition Header Approval Page displays the requisition

Header header, lines, and approver comments.

Approval

Page
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Key Terms
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Module 3: Summary

The following key terms are used in this guide:
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Lines Section

requisition lines section displays item details, adds functionality, and
provides access to other requisition layers.

Term Definition
Requisition This field is a system generated number associated with a
ID requisition.
Requisition Also known as the “Line,” and the second layer of a requisition, the

Requisition Also known as the "Line," and the second layer of a requisition,

Lines requisition lines display item details, adds functionality, and
provides access to other requisition layers.

Requisition Displays a description of the request to help identify a requisition as

Name it flows through the system. Certain departments use this field to
reflect the EAMS Requisition ID. If the field is left blank, the system
uses the requisition ID as the name.

Requisition Also known as the “Header” and the first layer of a requisition, the

Summary Requisition Summary displays default values from the
requisitioner’s user profile (i.e., business unit, requestor, and
currency).

Requisition An internal INFORMS document for requesting goods and

services. Thisis a formal transaction that informs the purchasing
department on what to order, how much to order, when the order
is needed, as well as other relevant information. Requisitions consist
of these basic elements: headers, lines, schedules, and distributions.
Each requisition has one header, which can have multiple lines. Each
line can have multiple schedules. Each schedule can have multiple
distributions. The schedule defines when and where users want the
line items delivered. The distribution defines internal information
for the schedule, such as how to charge accounts and departments
for the purchase, including how much of the total price each
department pays.

Requisitioner

A user that enters a requisition into INFORMS. Users with this role
can create a requisition for themselves or on behalf of another
Requestor within their department.
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Module 3: Summary

The following key terms are used in this guide:

Definition

Term

Save
Confirmation
Page

The Save Confirmation Page enables the requisitioner to view a
summary of the final requisition.

inferms

Results Page

Schedule The Schedule Detail Page is the third layer of a requisition and is
Detail Page used to review and modify schedule details for an item.
Search The Search Results Page displays all items that meet a submitted

search criteria.

Ship To The department location where the supplier will ship the order.
Shopping The Shopping Cart Page enables the requestor to review and update
Cart Page the shopping cart before proceeding to the checkout page.

Special A method that allows requisitioners to enter item descriptions for
Request goods or services that are unavailable in internal or external

catalogs.

Supplier Item
ID

Field used by certain departments to reflect EAMS Item ID.

Templates Allows requisitioners to group items together and simplify ordering.
Web The Web Suppliers Page displays only suppliers who have

Suppliers established a direct connection with Miami-Dade County.

Page
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