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Course Overview

This course provides a comprehensive review of the Manage and Record Requisition
processes.

This course 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

The following audience(s), by INFORMS Security role(s) are required to complete this
course prior to being granted related system access:

e Department Requisition Processor
e Department Buyer
e Department PO Processor

Participants are required to complete the following End-User Training courses prior to
starting this course:

e ERP 101 - Overview of INFORMS
e ERP 102 — INFORMS Navigation, Reporting, and Online Help
e SCM 101 - Supply Chain Management Fundamentals

This course is intended to be delivered through Instructor-led Training.

The total duration of this course, when delivered through Instructor-led Training, is 2.5
hours.
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Module 1: Course Introduction
Topics This module covers the following topics:

e Course Administration and Logistics

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Key Changes to the Business Process

e The End-to-End Business Process

e Introduction to Demonstrations and Exercises



nferms
End-User Training Guide — SCM 201: Manage and Record Requisition ut .

Module 1: Course Introduction

Course To get the most benefit from this course, participants should:

Administration o Actively participate in class, and ask questions as needed

and Logistics e Please turn off cell phones, and refrain from the use of email and the Internet
e Take breaks as scheduled and return to the classroom promptly
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Learning
Objectives

Module 1: Course Introduction

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

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

e Understand the components of a requisition
e (Create arequisition

e Manage a requisition

e Navigate the requisitions approval process

inferms
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Training
Audience:

Roles and
Responsibilities

Module 1: Course Introduction

The following roles are associated with this course and will play a part in conducting the
related business processes for the County:

e 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: Course Introduction
Navigate to Finance/Supply Chain (FSCM) tile>Supply Chain Operations
tile>eProcurement tile>Create Requisition tile
1. Login into INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM) tile.
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Key changes to
the Business
Process

Module 1: Course Introduction

The key changes to the Manage and Record Requisition business process include:

INFORMS is the system of record for requisitions
o Transit is the only department integrating EAMS requisitions.
o Requisitions can be sourced to a purchase order or sourcing event.
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)
Standard requisition workflow
o Dollar Thresholds
o Item Categories
o ChartField Values
Web Suppliers
o Office Depot
o Grainger
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Module 1: Course Introduction

The End-to-End
Business PROCURE TO PAY

Business Process

Process
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The INFORMS procure-to-pay process consist 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

O O O 0O O O O

e Sourcing Event

Prepare Event

Event Approval

Post Event

Receive Bidder/Supplier Bids
Review Tally

Award Supplier to a PO Contract

o O O O O O

e Contract
o Create Group Multi-Supplier Contract
o Manage Department Allocations
o Manage Bidder Groups
o Create Purchasing Contract



End-User Training Guide — SCM 201: Manage and Record Requisition

Module 1: Course Introduction

The End-to-End
PG 0 i
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e Contract (cont.)
o Approve Contracts
o Associate Purchasing Contract to Group Multi-Supplier Contract
e Purchase Order
Copy from Contract or Requisition
Enter or Validate Schedule Information
Enter or Validate Accounting Information (ChartFields)
Submit for Approval
Budget Check
Dispatch to Supplier
e Receipt
Select Purchase Order
Select PO Lines
Enter Receiving Quantities or Amount
Enter Capital Asset Information
Save Receipt

o O O O O O

o O O O O

e Voucher

Voucher Entry

Document Tolerance Checking
Budget Check

Matching

Voucher Approval

Voucher Posting

Pay Cycle

Payment Post
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The End-to-End
Business
Process

Module 1: Course 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 define the goods or services details 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.

10



inferms

End-User Training Guide — SCM 201: Manage and Record Requisition Y .

The End-to-End
Business
Process

Module 1: Course Introduction

Requisition Defaults

Requisition Defaults: The INFORMS system is highly integrated, and a user will
experience its integration and defaults as they peel the 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 will default from a higher
level, validate, and change any if necessary. It is also important to note that if a user
changes the value at a lower level (e.g., Requisition Defaults page), the new value will
prevail 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 GL Unit — Default from the purchasing business unit.

e Account — Default from the item category.

11
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Introduction to
Demonstrations
Activities, and
Exercises

Instructor
Demonstrations

Training
Activities

Training
Exercises

Module 1: Course Introduction

Users will take part in three types of hands-on learning throughout this course:
Instructor Demonstrations, Training Activities, and Training Exercises- The definitions
and descriptions of each are below.

Instructor demonstration activities involve a walk-through of tasks and processes in
INFORMS. The instructor will show how to perform these activities while users follow
along.

Users will perform tasks and processes in the INFORMS training environment by using
the Training Activity and Data Sheet provided, and by using this training guide as a
reference.

The Instructor will ask questions related to the lecture content and training activities,
which are used to check a user’s knowledge and understanding of course content.

12
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Module 1:
Course
Introduction
Summary

Module 1: Course Introduction
The following key concepts were covered in this module:
e Course Administration and Logistics
Learning Objectives
e Roles and Responsibilities
e Navigation
e Key Changes to the Business Process
e The End-to-End Business Process
e [Introduction to Demonstrations, Activities, and Exercises

e Overview of the procure to pay business process

13
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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

-

4

inferms
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Lesson 1:
Introduction

Lesson 1: Create a Requisition

At the conclusion of this lesson, the user will be able to:

Select an Item

Create a Requisition from the Master Item Catalog
Create a Requisition from Web Suppliers

Create a Special Request

15
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Key Terms

q}.\

inferms

Lesson 1: Create a Requisition

The following key terms are used in this Lesson:

Term

Attention To

Definition

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

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. Sometimes the term is

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

Checkout Page

the last step before submitting the requisition for approval.

Distribution Page

The Distribution Page is the fourth layer of a requisition used to
enter accounting information (ChartFields).

Due Date The date the requester anticipates the receipt of the goods or
service.
eProcurement the 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 more straightforward online template.

Favorites

A user's personal list of navigation shortcuts.

16
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Key Terms
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inferms

Lesson 1: Create a Requisition

The following key terms are used in this Lesson:

Term Definition

Fund Code The primary structural units of Education and Government
accounting. At MDC this will capture the source of
revenue\expenses and be a self-balancing ChartField.

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 Page

The Items Detail Page displays the item description, negotiated
price, and availability for all items that meet the selected item
category.

Line Details Page

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

Manufacturer Item
ID

Displays the EAMS Manufacturer ID. This field is required for the
EAMS and INFORMS integration.

National Institute
of Government
Purchasing (NIGP)
Code

A standard taxonomy for classifying goods and services. The intent
of adopting a universal taxonomy is to improve visibility and
conduct an in-depth analysis of spending to inform sourcing
strategies and improve buying efficiency.

Product Details
Page

The Product Details Page provides item attributes such as the
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.

17
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Lesson 1: Create a Requisition

Key Terms The following key terms are used in this Lesson:
Term Definition
s Requisition 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 the purchase and how much of the
total price each department should pay.

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 accesses the other
requisition layers.

Requisition Name | Displays a description of the request to help you identify the
requisition as it flows through the system. Certain departments will
use this field to reflect the EAMS Requisition ID. If the field is left
blank, the system used 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 | The Save confirmation Page is intended to enable the requisitioner

Page to view a summary of the final requisition.

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

Search Results The Search Results Page displays all items that met the search
Page criteria.

18
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Lesson 1: Create a Requisition

Key Terms The following key terms are used in this Lesson:
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 Request A method that allows requisitioners to enter item descriptions for
goods or services that may not be active in the internal or external
catalogs.

Supplier Item ID Field will be used by certain departments to reflect EAMS Item ID

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

19
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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 will be introduced, and, in the lectures that follow, there will be a deeper dive into
Item several of the options. Note: Job aids will be created for methods that are not detailed in this
training manual.

Lecture 1:
Selecting an

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 will be
available to all business units. Specific item categories may require additional catalogs, and
access will be limited to particular users or departments.

= v Search Results
w ltem Category Items 1 through 50
[J Recycled Office Supplies (561) Itsms
Recycled Office Furniture: &= | %5 Compars
[J Bookshelves, Chairs, Credenzas,
C (86) 42565202605 (%) R
upplier
[ Envelopes: Clasp, String, etc. (8) "CABINETS, RECYCLED, LATERAL $0.0000 Supplier Hlem 1D
FILING, 36 IN. WIDE, 5 ROLL OUT Units Manufscturer 1D
O gﬁ'ce “‘aCh'”ES:dESq“'PF”E‘”t: SHELVES W/RECEDING DOOR, 1 Manufastorer
Rgiiﬁsg)‘e& and supplies, POSTING SHELF, POLISHED 2% Add to Cart g ltem 1D

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 will have the ability to browse the external catalogs and select
items into the INFORMS requisition.

.1 Browse Catalogs Web Suppliers
el )

© ltem 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 may not be active in the 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
. *Category Q Due Date
£a Web Suppliers
Supplier ID Supplier Name
i? Special Requests Q

20
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Lesson 1: Create a Requisition

Express Item Entry — This is a method that allows requisitioners to quickly add items to a

requisition using a more straightforward online template. Using this template will require the

requisitioner to know the Item ID and Item Category.

Lecture 1:
Selecting an
ltem

Express Item Entry -

Line Perzonalize | Find | View Al | £2'] = First ‘4’ 10of1 '*' Last
Details Supplier Information tem Information | [IF5K)

- . . Merchandise
Itermn 1D Description Quantity uom Category Price — Currency

1 Q & Q 2 usD + =

Add to Cart

Favorites — This is a method that 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 4 rows
W Add | [ AddtoTemplate(s) | W Delete Selected i

v Favorites

t Item Description © Supplier Name ¢  Price ¢ CUrrency UOM Quantity
E Templates - - ;
) 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

. ) 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
“ Jtem History Company Templates ar
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

21
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Lesson 1: Training Exercise 1

Debrief An external catalog maintained by a supplier and connected to the INFORMS system is
known by what name?

What purchasing method would you use to enter item descriptions for goods or
services that may not be active in the internal or external catalogs?

22
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Lesson 1: Create a Requisition
Navigate to Finance/Supply Chain (FSCM) tile>Supply Chain Operations tile>eProcurement

Lecture 2: tile>Create Requisition tile
Creating a 1. Login into INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM).
Requisition Y inferms
from the .
Master inance I Supply Chain (FSCM) Approvals Budget Scorecard
ltem X X (':_ Oey “men
e | @ 1H|
Catalog
Employee Self-Service Manager Self-Service Human Resources (HCM) Leamning (ELM)
g i O oL @) =
Analytics (OBIA) Capital Security Request Form About
21O T 1
T = inferms

2. Select the SUPPLY CHAIN OPERATION tile.

Finance / Supply Chain (FSCM)

4 Supply Chaim Operstions

My Régiiisitions Rerview Chahge Regquenls Retrvied Chadge Tracking
o -
= | 4% (&
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Lecture 2:
Creating a
Requisition
from the
Master Item
Catalog

Lesson 1: Create a Requisition
IMPORTANT! Miami-Dade County (MDC) uses the National Institute of Government
Purchasing (NIGP) standard taxonomy for classifying goods and services. The benefit of a
universal taxonomy is to improve visibility and conduct an in-depth analysis of spend and
improve buying efficiency. The NIGP code has also been cross-referenced with other
standard taxonomies such as the United Nations Standard Products & Services Code
(UNSPSC). The cross-reference is helpful since MDC will be introducing "web suppliers,"
and they utilize UNSPSC standard. The NIGP code structure includes:
e 5-digit Item Category
e 7to11-digit Items

Common fields used in creating a requisition from the master item catalog:

e Attention To — The person to whom the goods/services are to be delivered.

e Business Unit — The field defaults from the requisitioner's user profile. It represents
the requisitioner’s department.

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

e Category — The category (5-digit NIGP) 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 Manufacturer Item ID — Displays the EAMS Manufacturer ID. This field is required for
the EAMS and INFORMS integration.

e Price — Displays the supplier unit price, which is established when a contract is
awarded to a supplier or an estimated supplier unit price.

e Regquisition ID — This field is a system-generated number.

e Requisition Name — Displays the request's description to help identify the requisition
as it flows through the system. This field will also display the EAMS Requisition ID. This
field is required for the EAMS and INFORMS integration.

e Ship To — Location where the supplier will ship the order.

e Supplier Item ID — Displays the EAMS Requisition ID. This field is required for the
EAMS and INFORMS integration.

e Show at Receipt — Select for comments to appear on the receipt documents

e Send to Supplier — Select for comments on the requisition to appear on the purchase
order that is dispatched to a supplier.
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Lesson 1: Create a Requisition
eProcurement Requisition Navigation Page:
The INFORMS eProcurement/Purchasing module provides several ways for sourcing items to a
requisition (i.e., Catalog, Favorites, Templates, Web). This lecture will primarily focus on
sourcing an item from the master item catalog. INFORMS provides basic and advanced search
options to help find items to include in the requisition.

Create Requisition ® Q

Advanced Search Requisition Defaus

[ W Browse Catalogs e Catalogs

P b All Categories in the List
™ hem Hestory

Yo Favortes

[0 Templates

72 Web Supphers

§7 Special Reguests

9 Fixed Cost Service m
) Variable Cost Senvice

&) Time and Materials

1. Enter the description of the item on the SEARCH field located at the top of the page.

The system will display the search results. If an item is not available based on the basic search
criteria, the system will display a message "No search results were found." It is required to
select the OK button. To refine the search, proceed to the next step.

Create Requisition f O
0
0 Advanced Search Requisition Defaults ""
= T
 ltem Category Hems 1 through 50 of 3569
[ Censtution, Sewer and Mams
Storm Drain (675) B i = Eampare
Lamgs. Construction
[ Equipment, Partatée, Shap 26051251308 (@ :
d Work Site (400)
Ak e EE FLATWARE, STANLESS STEEL, 18% CHROME CONTENT, 3 DOZICTH, “WITTNGE £0.0000
Censtuetion, Streets, Major PATTERN™, DIMENSION APPROX. STAMPED WITH MFG. STANDARD MARKING, K Carion
[ and Residential, including ENTRE, n V21N, MIN. WT. PER GROSS 23 LB, PLAIN EDGE, 1 PIECE CONSTRUCTION -
Reco (308) DOZICTH W Add 1 Cant
Conskudion, Water System, -, .
[J Prants, Wain and Sendce Line
(151) 28031251405 (3)
Censtuction, Bridge and FLATWARE, STAIMLESS STEEL, 18% CHROME CONTENT, 3 DOZ/ICTN, “WINDSOR #0.0000
[ Grawtrioge, Incluting PATTERN™, DIMENSION APPROX. STAMPED WITH MFG. STANDARD MARKING, KNIVES, ion
Reconstrucso (143) ENTRE, B-12 IN., MIN. WT. PER GROSS 23 LB, PLAIN EDGE, 1 PIECE CONSTRUCTION - 3
0 Constudion, Pips Culen m DOZICTH W Add to Cant
(138}
Conskudion, General: Bacidil -
[J Seraces. Digging, Ditching, 208291207
(109} FLATWARE, STAINLESS STEEL, 18% CHROME CONTENT, 3 DOZ/CTH, =WINDSOR +0.0000
Earth Maving Equipment, FATTERW™, DIMENSION APPROK. STAMPED WITH MFG. STANDARD MARKING, KNIVES, =
[ Graders, Dosers, Loaders, ENTRE, 8-1/2 IN., MIN. WT. PER GROSS 23 LB., SERRATED EDGE, OHNEPIECE '
el Renta (30) CONSTRUCTION - 3 DOZICTH W Add fo Cart
|—| File Folders: Expanding cpber
Ernvelopes, Wallets, #ic (78)
g CONHLCEN, Induding IBEAEIOTIS () 10,0000
i Ay 5 8
a ?703:, Up Type Message Signs LAMPS, MINIATURE, FLASHLIGHT AND HAND LANTERN, 3 "07 CELL, KRYFTON, RAY- e
QWAL ND. K3-2 OR EQUAL - 120CASE ™
Mare . W Add o Cart
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2. Select the ADVANCED SEARCH link located at the top of the page. The requester will be
required to enter at least one value on any of the search criteria listed.

3. ltisrecommended that the requester enter the 5-digit NIGP item category (formally known
as Commodity Code) on the ITEM D field.

4. Select the drop-down

5. Select the BEGINS WITH option.

This option enables the system to search the database for any item that begins with the 5-digit
NIGP item category added to the ITEM ID field.

Note: As mentioned at the beginning of the lecture, Miami-Dade County has adopted the NIGP
standard taxonomy. Therefore, the previous item descriptions used in the department-specific
systems may not generate a hit on the advanced search.

6. Select the SEARCH button located on the top left of the page. The system will display
items that meet the criteria on the search results page.

5D

N Browse Catalogs
=7 nem History

Y Favorites

[ Tempiates

£ Web Supphers

#” Special Requests
4 Fied Cost Service
35) Vanable Cost Service

£ Time and Materials

Search Name

Advanced item Search
*Search Contains
Description
Manufacturer
Manufacturer ID
Supplier

Supplier ID

Advanced Search

All |~ of the following search fields entered
Contains Any '~
Comtains Any ~
Contains Any v
Contains Any v

Contains Any '~

[l(cm D

Begins With ~ 90634

Mode!

UPNID

Category ID
Supplier Item ID
Manufacturer Item 1D

Category

Contains Any v
Equals

Contains Any ~
Contains Any ~
Contains Any ~

Contains Any '+

inferms
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Lesson 1: Create a Requisition
Search Results Page: The search results page displays all items that met the search criteria. The
requisitioner will have a chance to refine their search results by selecting any of the menu
options located on the left of the page. The menu includes the Item Category, Supplier Name,
and the Preferred Supplier.

Note: The preferred supplier and supplier value may not necessarily reflect the supplier that will
be used to source the requisition. An existing purchasing contract may have more than one
supplier. The Buyer or Procurement Officer will make the final sourcing decision at the purchase
order level.

7. Select the ADD TO CART button for the desired item. This action will update the SHOPPING
Cart.

Create Requisition

Advanced Search Requisition Defaulls

Search Results

 Item Category Items 1 through 1 of 1
General Construction, ltems

Architectural Services (1) o I B3 Compare

 Manufacturer Name

90638000000 (2 w Contract v Price Break

General Construction, Architectural Services
er ROYAL CARIBEEAN CRUISES LTD

[ No Value (1)

w Supplier Name

ROYAL CARIBEEAN CRUISES m
LTD 1)

w Preferred Supplier

O ves (1)

8. Select the SHOPPING CART button. This action will route to the shopping cart page.

Hllﬂra
Jcounmy]

inferms

Create Requisition

search Q

Advanced Search Requisition Defaults

:=‘v|

Search Results

« ltem Category Items 1 through 1 of 1

Items
|E| [z E5 Compare TL

Supplier ID 0000011714

General Construction,
Architectural Services (1)

+ Manufacturer Name

O Mo vate (1 90638000000 () + Contract + Price Breaks 0.0000
o Value (1) General Construction, Architectural Services Each

Supplier ROYAL CARIBBEAN CRUISES LTD v A Add to Cart Wi tem 1D

w Supplier Name Lead Time Days

[ ROYAL CARIBBEAN CRUISES m
LTD (1)

w Preferred Supplier

[ Yes (1)
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Shopping Cart Page: The shopping cart page enables the requestor to review and update the

shopping cart before proceeding to the CHECKOUT page. Below are some of the actions and

options available:

a. The REQUISITION NAME field can be updated to reflect a description that makes it easier
for the approver to identify. IMPORTANT! Several departments will use this field (e.g.,
Transit) to reflect the EAMS Requisition ID. This field will be required for the EAMS and
INFORMS integration.

b. The QUANTITY field can be modified.

c. The DELETE button can be selected to remove items from the shopping cart.

d. The CONTINUE SHOPPING button can be selected to return to the Miami-Dade Item Catalog
to add additional items.

e. Once changes have been made to the shopping cart, it will be necessary to select the
UPDATE CART button to save any changes.

A s B By P

FmAnegr linii 3F
1Mame  EAMES Rag D

priil D _FO_CPT_RECUEIMOoN_FRCSR

N D Spon R Prira iy m

=]
L]

. 10000 00 S0 10000 | LE

Tatal 150000.00 USD
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Checkout Page: The checkout page is the last step before submitting the requisition for
approval.

9. Verify and perform various actions on 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
will:

10. 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 will use the Requisition ID
as the name. IMPORTANT! Several departments will use this field (e.g., Transit) to reflect
the EAMS Requisition ID. This field is a required field for the EAMS and INFORMS
integration.

11. Select the appropriate PRIORITY value to indicate to the approver the priority. The
approver will have visibility to the priority field on the approver page.

i. Low
ii. Medium (system default)
iii. High

The HEADER COMMENTS/ATTACHMENTS button is available to enter comment text and add
attachments. The additional comment functionality is available to display text on other
transactions downstream (e.g., receipt, voucher).

Create Requisition ® Q

Contiswe Shopping Save Submit |

Order Total 150000.00 USD

Fequesior MD_PO_DPT_REQLISITION_PRCSR

Hesder CommentaATtachements Currency LED

IMPORTANT! 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 will leverage this information for
the creation of a sourcing event.
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The requisitioner should enter any essential information on the COMMENT TEXT field relevant
to the item's sourcing.

12. Select the ADD ATTACHMENT button.

Cancel Requisition Header Comments and Attachments ‘Done I_)_!/_I-I‘"Lb
Comments

Checkout Comment Text
Send 10 Sopplier No Order Tots! 0,00 USO
~« Reguisition Summary Shaw at Receipt No
Buniness Unix 5P Show at Veuther No
Reguaiten Name mmﬂ Add Attachment

13. Select the MY DEVICE icon. This action will open the File Upload page.

File Attachment X

Choose From

iy

My Device
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Lesson 1: Create a Requisition
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15. Select the OPEN button to attach the selected file to the File Attachment Page.

Note: INFORMS will accept any file type (i.e., Word, Excel, PDF, Visio, Audio, and Video), and file
size should not be an issue.

File Attachment

x
Choose From
@ File Upload x
T <« Test » Cycle7 » Documentumn w (4] 2 Search Documentum
D Organize = Mew folder = - [ @
~
: L Statu Date modified T
My Device 3 Quick access
I Deskt » @ Excel - Documentum Test @ I
eskto
P PDF - Documentum @ A
* Downloads |:] Waord - Documentum @
|| Decuments
&= Pictures b
SPD Internal f
Documentum
Documentum
Purchasing
Training
General C @ OneDrive - Miami 0.00USD
v < >
File name: | PDF - Documentum V| All Files ~
16. Confirm the file upload is complete and select the DONE button.
File Attachment Done

Choose From

PDF - Documentum.pdf
=3 | File Size: 31KB

Upload Complete
|
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17. Verify that all selected files reflect in the Attachments section. To add additional files, repeat

Lectu.re 2 the previous steps before selecting the DONE button. This action will route to the checkout
Creating a
page.
Requisition
from the P
Cancel Requisition Header Comments and Attachments Done
Master Item
Catalog
Comments
Comment Text
Send to Supplier - No |
Show at Receipt | Ne |
Show at Voucher : No |
Add Attachment
Attachments 1 row
View < Attachment < oo tufupplier
[1 View PDF_-_Documenturm.pdf R MNo | — ]
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The Requisition Lines section (also known as the "Line," and the second layer of a requisition)

Lectu.re 2: displays item details, adds functionality, and accesses the other requisition layers.
Creating a a. The ADD TO FAVORITES button is available to add the selected lines to the favorites list
Requisition for future use.
from the b. The DELETE SELECTED button deletes the selected requisition lines.
Master Item c. Once the requisition line is verified, select the SCHEDULE DETAIL button.
Catalog
dr 40 o Frvncies || [ Aot o Tompiatecs) | [ Dolete Selecind || 1 Mus Change -
O vine Item Description Quantity Unit of Measure Price Tatal
o i —_— 10000 Deltatm JEO00AUSD  EN00OUSD 7

Budgel Check Status Mot Chik'd

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

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

IMPORTANT! All ship to values start with the business unit prefix (i.e., TP for Transit) If the
correct value is not found, notify the purchasing section, and contact will be made to Central
Procurement for location table updates.
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19. Update the DUE DATE field. This field defines what date items are expected to arrive at the
SHIP TO location.
20. Select the DISTRIBUTION icon once the schedule detail page has been reviewed or updated,
and the system will route to the Distribution page.

Cancel Schedule Detail |Done|
Line 1 - General Construction, Architectural Services
Item ID 80638000000 Supplier ROYAL CARIBBEAN CRUISES LTD
Price 0.00USD Supplier Item 1D
Quantity 1.0000 Manufacturer
Unit of Measure Each Manufacturer's Item ID
Item Category General Construction, Architectural Services Lead Time 0
Attributes
Catalog tem + Contract Preferred Supplier
Ship To
Schedule *Ship To Address Quantity Price Total Due Date Attention To
1 |SP00000003 Q | 1015 N AMERICA WAY MIAMI, FL 33132 1.0000 0.00USD 0.00 USD 11/06/2020 [ Thomas Bums %+

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.

IMPORTANT! The accounting information entered at the beginning of the procure-to-pay
process (requisition) will carry over to the purchase order and voucher. It is prudent that the
correct ChartField values are added before the transaction is submitted for approval. This action
will contribute to the prompt payment of a supplier. The GL BUSINESS UNIT field will always
display "MDADE" as a default value.

21. Select the CHARTFIELD2 tab.

Cancet Destribution Lone

row

P— Outy || Dudpeintermton || Asseimiormsien | s

Dawistaton Live © Sleten Cowl Py Lacamn Qrarriey Cpen Gy Poermet Worchmiiw Amooet G Henmens Dl

03 MOADE A + -
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22. Enter a FUND CODE value.

Lecture 2:
Creati 23. Enter a DEPARTMENT value
rea Ing d 24. Enter an ACCOUNT value
Requisition 25. Enter a GRANT value.
from the
Master ltem Note: A requisitioner must enter an actual grant value if this item is expensed to an active
Catalog grant. If not, the "NO-GRANT" value must be selected.

IMPORTANT! 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:

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

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

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

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

cancel Distribution | Done |

Schedule 1
Item Description General Construction, Architectural Senvices
Quantity 1.0000 Each

Merchandise Amount ~ USD

Distribute By | Qfy |v

Chartfields1 Chartfields2 Details Budget Information AssetInformation Show All

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

ES001 Q| sP01010000 Q5320210000 Q  NO-GRANT Q Q| Q) Q

30. Select the DONE button when all the ChartField values have been selected. The system will
then return to the Checkout page.
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IMPORTANT! The following instruction is for departments (i.e., Transit) who leverage the EAMS

Lecture 2: and INFORMS integration.

Creating a
Requisition 31. Select the LINE DETAILS button located on the Requisition Lines section.
from the
Master Item b
Comtmee Sheppivg | Seve | Subem
Catalog s
fer Toisl W50000,08 USD
---------- Mams |EAME RagD
iy || Mesom i3 Raguesier MD_PO_DPT_RECUETION_PRCSA
AT DT R LT R s Cwrercy USD
A i Ppevtes | [T dniin Tewpmiens ) Duiete foimciod Mann Chpiga =
O uee Hem Descripaon Oty Ui of Meae Frice Tosal
1 g 18000 [l L o 150008 20 LSO 150000 B LIS D
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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 that | will highlight, which are vital for the EAMS
and INFORMS integration.

32. Enter the SUPPLIER CATALOG NUMBER value.

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

33. Enter the MANUFACTURER'S ITEM ID value.

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

34. Select the DONE button when updates and relevant fields are verified. The system will then
route to the Checkout page.

Carid Line Details

T a
(Dl LA T Eurgst Infurmiion

hcw Configer st

37



inferms

End-User Training Guide — SCM 201: Manage and Record Requisition Y -

Lecture 2:
Creating a
Requisition
from the
Master ltem
Catalog

Lesson 1: Create a Requisition
IMPORTANT! 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.

35. Select the SUBMIT button when all relevant fields have been updated. The system will then
route to the Save Confirmation page.

e

Chackout
dev lonal VEHEHL S0
- ' ¥
Ui =P
apith i Mare | EARS Rag D
ity | Swom B ¥ 0P RE LY =
Hrgtr el s ke mest ity currency LSD
A powr
W Al by Pevielen  [1] Ape e Terplie B Doew Salmcied Wanh Crisige
| Ling: e Descripon gty Ui od Bedsare Price Tatal
] q nui 15084 Dl Ln B THBON M LSD AEO00E 8 LSO B

Save Confirmation Page: The Save confirmation page is intended to enable the requisitioner to
view a summary of the final requisition. Also, it provides access to preview the approval
workflow and to print the requisition.

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

Create Requisition ® Q=

o [ e
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Note: Miami-Dade County has adopted a standard approval workflow process for all
requisitions. Workflow details will be included in Module 3 (Managing Requisitions), Lecture 1

(Approvals).

MD Requisition Approval
= EAMS Req ID

Start New Path
Department ID Approver

Z Pending

MD_PO_DPT_REQ_APRVR1

il Mot Routed

Multiple Approvers
Requisition Dollar Approver2

El Hot Routed

Multiple Approvers
Requisition Dollar Approver3

Department Requisition Approv1

Approval Flow

Pending
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Instructions

Lesson 1: Training Activity 1

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Please refer to Activity 1 on the SCM 201 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on their
workstation using the INFORMS training environment. Instructors will explain how to
log into INFORMS.

Users will perform the activity by following the SCM 201 Training Activity Guide and
Data Sheet and by using the training materials as reference tools.

Instructors are available to answer any questions.
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Debrief (True/False) The preferred supplier and supplier value may not necessarily reflect the
supplier that will be used to source the requisition.

(True/False) The Schedule Page is used to review and modify schedule details for an
item.
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Navigate to Finance/Supply Chain (FSCM) tile>Supply Chain Operations tile>eProcurement tile

Lecture 3: >Create Requisition tile

Creating a 1. Login into INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM) tile.

Requisition

from Web D {:_i_j},g'n

Suppliers HOME A Qm =
inance ! Supply Chain (FSCM) Approvals Budget Scorecard

K.A Loy
4 |

[ r% |

Fo ilii

Learning [(ELM)

2=

COMING SOO0N

Employee Self-Service Human Resources (HCM)

s ry @

By )
COMING SOON COMING SOON COMING SOON

Analytics (OBIA) Capital Security Request Form About
pAE o '
= INJ&ris
-m || u ]

COMING SO0M COMING 500N COMING SOON

2. Select the SUPPLY CHAIN OPERATION tile.

Finance | Supply Chain (FSCM)

Supply Chain Opsrations

3. Select the ePROCUREMENT tile.

4 Finance | Supphy Chain [F SCHE Supply Chain Operations

eProcurement

Review Change Tracking
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What is a web supplier (Punchout)? The ability to access remote catalogs (i.e., Office Depot
and Grainger) that are maintained by a supplier rather than Miami-Dade County (MDC). The
interaction enables an MDC requisitioner to browse and search the web supplier's online
catalog to select items to add back into the INFORMS system requisition.

IMPORTANT! The Internal Services Department (ISD), Materials Management Division will no
longer support the ISD Business Supplies Catalog. All business units will be required to order
office supplies via the web supplier (punchout) option in INFORMS. All deliveries will be made
directly from the supplier and not ISD Material Management.

Common Elements Used in Web Suppliers:

e The HOME button is used to return to the main page.

e The SEARCH button is used for a global search of the system.

e The MENU button is used to navigate throughout the system.

e The SHOPPING CART button is used to view the items selected and enter the desired
quantity.

e The VIEW SCHEDULE button is used to view the schedule details page.

e The ADD ATTACHMENTS AND COMMENTS button is used to view the line comments and
attachment page.

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

e The ADD A NEW ROW button is used to add a new line on the transaction.

e The DELETE ROW button is used to delete a row on the transaction.

e The DISTRIBUTION button is used to view the Distribution page.
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Lesson 1: Create a Requisition
eProcurement Requisition Navigation Page: The INFORMS eProcurement/Purchasing module
provides several ways for sourcing items to a requisition (i.e., Catalog, Favorites, Templates,
Web). This lecture will primarily focus on sourcing an item from web suppliers.
5. Select the WEB SUPPLIERS button to access the Web Supplier page.

Create Requisition w O
k Q, Advanced Search Requisition Detsuks !

N Browss Catslogs Browse Catalogs

_ Al Categories in the List

W Nem Hestory

Jr Favorites

[ Temetates
[:.' Web Suppliers l

¥ Special Requests
4 Fined Cogl Sardce
47} Variable Cosl Service

&) Time and Materials m

Web Suppliers Page: The web suppliers page displays only those suppliers who have established
a direct connection with Miami-Dade County.

Note: Office Depot and Grainger are the only two suppliers available currently. The Internal
Services Department will be making this option available to additional suppliers in the future.

6. Select the SUPPLIER link to access the supplier's catalog page.

Create Requisition # Q

@ Advanced Search  Requisition Defaults !

N Browse Catalogs Web Suppliers
1 LR Grainger Punch Cut

i Favorites

[ trempiates ’ Office Depaot Punch Out

73 Web Suppliers

 SpedalRequests
4 Fixed Cost Senvice

<) vanable Cost Senice

&) Time and Materials m
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Catalog Page: The catalog page will vary by supplier. However, both will have basic and advance

Lectu.re 3: search options. Each option enables the requisitioner to key specific information to route them
Creating a to the item category or item details.

Requisition

from Web Note: The supplier catalog will only display items that are available to Miami-Dade County based
Suppliers on the contract guidelines.

7. Enter the desired item or select an item from the available drop-down menu.
Note: The results will vary based on the level of detail entered or selected.

< Requisition Create Requisition
Products © [ Search O\] @ Find & Store @f;o;&:omﬁw Eﬁ?m i
Office Supplies >

Paper >

Ink & Toner

Breakroom >

Cleaning >

Electronics >

Furniture >

School Supplies >

Computers & Accessories >

Print & Copy >

Proprietary Items

8. Select the item category. The system will route the requisitioner to the items details
page and display all items that meet the criteria.

Home / Office Supplies / Pens, Pencils & Markers / Pencils

View all 643 items >

Pencils

Shop

Colored Pencils {153}
Mechanical Pencil Refills (S7)
Mechanical Pencils (140)

Pencil Cases (102

e

Pencil Grips (31 X
Wood Pencils (160) Mechanical Pencil Refills =7 Mechanical Pencils '42 ‘Wood Pencils (150)
Need Help?

Email Assistance *

FAQs :
More Ways to Shop Colored Pencils (153 Pencil Cases (102) Pencil Grips '

Office Depot Brand Products
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Lesson 1: Create a Requisition
Items Detail Page: The items detail page displays the item description, negotiated price, and
availability for all items that meet the selected item category (i.e., Wood Pencils).

9. Select the ITEM icon. This action will route the requisitioner to the product details page.

Note: The item icon will vary based on the item selected. Also, it is not required to select on the
item icon. A requisitioner can enter a quantity and select the ADD TO CART button. For this training,
we will drill down to the product details page.

() office Depot (15)
See All Brand
B Pack Size
‘i‘ 12 68 Item 747195
) 14 Ticonderoga® Woodcase Pencils, 53234 pack
— e #2 Lead, Soft, Pack of 96
e Availability: 22
O1a2 /' Sold Online 0 co
D366
See All Pack Size
B Color (Barrel)
() Yellow (&2
(O Multicolor (25
() Assorted (1) "
em 760452
U Black ) Ticonderoga® Pencils , Pre- $T4 /box
() White () Sharpened, #2 Soft Lead, Yellow -
Qf Add to Cart
See All Color (Barrel) Barrel, Box Of 30 Y
Availability: 518 O c
B Lead Type  Sold Online
‘:‘ £ a1 » Safety Data Sheets
(JHB @Y
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Product Details Page: The product details page provides item attributes such as the product
description and specifications. The page also provides details related to availability and price.

Requisition 10. Enter the QUANTITY by either keying in the amount or selecting the plus sign.
from Web 11. Select the ADD TO CART button. This action will route the requisitioner to the shopping
Suppliers cart review page.

Products V{ Search Q ] @ Findl a Store

&) Orders [i=] order By Item [ Shopping Lists

Home / Office Supplies / Pens, Pencils & Markers / Pencils / Wood Pencils
Product Details

Ticonderoga® Pencils , Pre-Sharpened, #2 Soft
Lead, Yellow Barrel, Box Of 30

Item #760452 | Manufacturer #13830

What's New?

oy
E Pty
/ SHARPENED
F _AFFILE + AFILADO

Account: 05226677 IEI Contact

Log out Us
$7.64 box
[ 1)
Delivery

Item Not Available For Delivery
Out of Stock Not Available for shipping

Others also purchased

O

Office Depot® Brand
Standard Composition

Book, 6 7/8" x...
Reg. $0.99 (You save $0.10)
$0.89 sale

=]

Description

&8 safety Data Sheet

An American favorite since 1913, the iconic yellow na.2 HB Ticonderoga pencil not anly looks good on your desk, it writes smoothly and lasts beautifully too, a must have
on any desk

» Smooth no.2 graphite core provides a dark, legible mark with minimum effort.

# Ticonderoga's traditional yellow woodcases are crafted from reforested premium Californian cedar.

 Latex-free eraser toppers for easy, smudge-free and allergy-friendly corrections.

® Certified PMA nontoxic.

View Details
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Shopping Cart Review Page: The shopping cart review page will provide a summary of the item

Lectu.re 3: that was selected. The requisitioner will see a brief description of the item, unit price, and

Creating a quantity.

Requisition

from Web Note: This page has several options that include the continue shopping, SHOPPING CART, and

Suppliers CHECKOUT buttons. Also, this information may vary based on the web supplier. For this training
we will:

12. Select the SHOPPING CART button. This action will route the requisitioner to the
shopping cart page.

i [ . ] . () Account: 05226677 Contact  —g
Products v | Search Q | @ Findastore L 2) ) oqou Us H@s1528

& Orders [E5] order By Item [ Shopping Lists
Home / Find Your Product
The item listed below was added to your shopping cart. Need Help?
* Email Assistance
Description Your Price/unit Qty. = Phone Support
" FAQs
— Ticonderoga® Pencils , Pre-Sharpened, #2 Soft Lead, Yellow Barrel, Box Of 30 $7.64 /box 2

[tem # 760452 Entered Item # 760452

Continue Shopping

SHOPPING CART CHECK OUT
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Lesson 1: Create a Requisition
Shopping Cart Page: The shopping cart page is the final step before the checkout. On this page,
a requisitioner will see the estimated total, item details, quantities per item, unit price, and any
additional fees that are applicable. Also, there are options to remove an item or continue
shopping.

13. Select the CHECKOUT button. This action will route the requisitioner to the INFORMS
checkout page.

Note: All items that have been selected on the web supplier catalog will be imported to the
INFORMS checkout page. Technically, this is the last step in the external catalog. The remaining
steps will occur inside of INFORMS.

4 A 0522
Productsv[ Search O\] @ Find a Store @[‘;;O;IS:' 5226877 Eﬁgntad g°$1528

&) Orders [E5] Order By Item % Shopping Lists

Shopping Cart

Continue Shopping (]
Estimated Total: $16.67 Checkout

Shipping Qty. Price
Ticonderoga® Pencils , Pre-Sharpened, #2 $15.28
Soft Lead, Yellow Barrel, Box Of 30 $7.64b
J 10).4
Item # 760452  Entered Item # 760452
Save For Later
Remove
Fees ™ $0.30
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Lesson 1: Create a Requisition
Checkout Page: The checkout page is the last step before submitting the requisition for
approval. The requisitioner will verify and perform various actions on 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 will:

14. 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 will use the
Requisition ID as the name. IMPORTANT! Several departments will use this field (e.g.,
Transit) to reflect the EAMS Requisition ID. This field is a required field for the EAMS and
INFORMS integration.

15. Select the appropriate PRIORITY value to indicate to the approver the priority. The
approver will have visibility to the priority field on the approver page.

i. Low
ii. Medium (system default)
iii. High

16. The HEADER COMMENTS/ATTACHMENTS button is available to enter comment text and
add attachments. The additional comment functionality is available to display text on
other transactions downstream (e.g., receipt, voucher).

Create Requisition #Qq =

Contnue Shopping Save Submit

Checkout
rder Totnl 15,28 USD

Requisition Summary

1 PR

lamme  EAMS REQID
Prigaity  Madium |~ Reguaster BURNST

Header Coenmenta ATehments Currency USD
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Lesson 1: Create a Requisition
The Requisition Lines section (also known as the "Line," and the second layer of a requisition)
display item details, add functionality, and access the other requisition layers.

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

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

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

I Hot Chi'd

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

20. Review or update the SHIP TO field. This field designates where the goods are
received from a supplier. IMPORTANT! All ship to values start with the business unit
prefix (i.e., TP for Transit), and if the correct value is not found. Notify the purchasing
section, and then contact will be made to Central Procurement for location table
updates.

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

22. Once the schedule detail page has been reviewed or updated, select the
DISTRIBUTION icon, and the system will route to the Distribution page.

Cancel Schedule Detail | Done |
Line 1 - Ti Pencils , Pi #2 Soft Lead, Yellow Barrel, Box Of 30
Item 1D Supplier OFFICE DEPOT INC
Price 764 USD Supplier tem ID EAMS ITEM ID
Quantity 2.0000 Manufacturer
Unit of Measure Manufacturer's ltem ID
Item Category Pencils, Lead; Including Pencil Leads and Pencil Lengtheners Lead Time 0
Attributes
%4 Externalltem « Contract
Ship To
Schedule *Ship To Address Quantity Price Total Due Date Attention To
1 | PR00000001 Q | 1451 NW BTTH ST MIAMI. FL 33147 2.0000 764USD 15.28USD  11/27/2020 = Bums, Thomas
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Lesson 1: Create a Requisition

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

inferms

accounting information (ChartFields). There are several tabs on this page, but we will only
concentrate on the CHARTFIELDS 1 and CHARTFIELDS 2 tabs. IMPORTANT! The accounting
information entered at the beginning of the procure-to-pay process (requisition) will carry
over to the purchase order and voucher. It is prudent that the correct ChartField values are

added before the transaction is submitted for approval. This action will contribute to the

prompt payment of a supplier.

23. The GL BUSINESS UNIT field will always display "MDADE" as a default value.

Chantheldsz

24. Select the CHARTFIELD2

tab.

Cancel

Schedule 1

Quantity 2.0000

Merchandise Amount 15.28 USD

Distribute By | Qfy |~

Chartfields1 Chartfields2 Details Budget Information Asset Information

1 Open D5A2210001 Q 2.0000

Distribution Line Status < Dist Type Location < Quantity <

Distribution

Show All

Open Qty <

20000

Percent ©

100.0000

Item Description Ticonderoga(R) Pencils, Pre-8harpened, #2 Soft Lead, Yellow Barrel, Bax Of 20

Merchandise Amount < GL Business Unit <

1528 WMDADE

25. Enter a FUND CODE value.
26. Enter a DEPARTMENT value
27. Enter an ACCOUNT value
28. 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.
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Lesson 1: Create a Requisition

IMPORTANT! 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 it is not being expensed to a project.

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

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

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

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

Cancel Distribution Done

Schedule 1
Item Description Ticonderaga(R) Pencils , Pre-Sharpened, #2 Soft Lead, Yellow Barrel, Box Of 30
Quantity 2.0000

Merchandise Amount 15.28 USD

Distribute By | Qty |v

Chartfields1 Chartfields2 Details Budget Information AssetInformation Show All

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

ES001 Q| SP01010000 Q5320210000 Q| |NO-GRANT] Q Q Q Q) Q

33. Select the DONE button when all ChartField values have been selected. The system
will return to the Checkout page.

IMPORTANT! The following instruction is for departments (i.e., Transit) that leverage the
EAMS and INFORMS integration.

34. Select the LINE DETAILS button located on the Requisition Lines section.

Create Requisition “ Q :: =
Continue SBOppng Fava Subenit

Checkout
Order Total 15.28 USD

o Mar: EAMS REQ D
Priority | Medium |~ tor BURMST

Hesder Comments ATIs:hments Currency WSD

O Ling: Iam Descripson ‘Quantsy Uinit of Measure Price Total

O 1 ConceTgmR) e ST, S Soul e B9 2 oooo 7 64 USD 15 28 USD Fo D

Budget Check States NotChicd
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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 that | will highlight, which are vital for the
EAMS and INFORMS integration.

35. Enter the SUPPLIER CATALOG NUMBER value. IMPORTANT! Several departments will
use this field (e.g., Transit) to reflect the EAMS Requisition ID. This field is a required
field for the EAMS and INFORMS integration.

36. Enter the MANUFACTURER'S ITEM ID value. IMPORTANT! Several departments will
use this field (e.g., Transit) to reflect the EAMS Manufacturer ID. This field is a
required field for the EAMS and INFORMS integration.

37. Select the DONE button when all the relevant fields have been updated and verified.
The system will then route to the Checkout page.

Cancel Line Details

Line 1 - Ticonderoga(R) Pencils , Pre-Sharpened, #2 Soft Lead, Yellow Barrel, Box Of 30

Item Details
Item ID Physical Nature | Goods |+~
Price 7.64USD
Buyer | BURNST Q
Quantity 2.0000
Lead Time 0

Unit of Measure
Item Category Pencils, Lead; Including Pencil Leads and Pencil Lengtheners Buyer Information
Original Substituted Item
: Show Configurator
Long Description

Attributes

%% Externaltem « Contract

¥ ltem Additional Information

~ Contract Information

Use Contract if Available | Yes ) Contract Line

Contract ID Q Category Line

Contract Version Contract Details

~ Supplier Information
Supplier ID | 0000007563 Q Supplier Name OFFICE DEPOT INC

Supplier's Catalog Number

o

Supplier Location

Supplier item ID | EAMS ITEM ID ftem Supplier Priority

Suggest New Supplier

~ Manufacturer Information

Manufacturer ID Q Manufacturer
Manufacturer's liem ID | EAMS MANUFACTURER ID Q
UPN Type Q
UPNID Q

» Procurement Group Information

» Sourcing Controls
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IMPORTANT! Please make sure to follow the steps noted above for each requisition line. A

Lecture 3: requisition line requires an update to the ChartField values on the Distribution page before

Creating a submitting the requisition for approval.

Requisition 38. Select the SUBMIT button when all relevant fields have been updated. The system will
from Web route to the Save Confirmation page.

Suppliers

Creale Requisition

Checkout
Onder Total 15.28 USD

+ Requisition Summary

Business Unit FR

Reguisition Mame EAMS REQ ID

Priarit .
viarity | Modim Requester BURNST

Haadar Commants/ATachemans Currency USD
 Requisition Lines
1 row
o add o Favortes [0 Aadw tempiaters) | [ Delete Seecies Mass Chamge

Line © ltem Description Quantity ©  Unit of Measure Prica © Todal -
_ Ticonderoga(R) Pencls | Pre-Shapened, #2 Soft —
O 1 Lead, Yelow Barmel, Bcx Of 30 20000 TEAUSD 1528USD |5 »
Justification Comments

hack Budged Pria-Chack Budgel Budget Check Status Mol Chk'd

Asd Reues] Dadument
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Save Confirmation Page: The Save confirmation page is intended to enable the requisitioner to
view a summary of the final requisition. Also, it provides access to preview the approval
workflow and to print the requisition.
39. Select the VIEW APPROVAL CHAIN button to view the list of approvers for the
requisition.

Create Requisition #g =

My Mogurietuess | Craea Rw Reutino |

Sequisiaon Mame EAM3 Req D
T Al 153000 09
ancy LD
|

MuE Pemang dgpeel

[ by Apzioed Chain ]

faear Pk

stgal Chick fiatin HMCHID

Note: Miami-Dade County has adopted a standard approval workflow process for all
requisitions. Workflow details will be included in Module 3 (Managing Requisitions), Lecture 1
(Approvals).

Approval Flow x
MD Requisition Approval
~EAMS Req ID Pending
Start New Path
Department ID Approver

Z Pending

MD_PO_DPT_REQ_APRVR1
Department Reguisition Approv1

El Mot Routed

Mutltiple Approvers
Reguisition Dollar Approver2

El Mot Routed

Muttiple Approvers
Reguisition Dollar Approver3 >
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Demonstration

Instructions

Lesson 1: Training Activity 2

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Please refer to Activity 2 on the SCM 201 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on their
workstation using the INFORMS training environment. Instructors will explain how to
log into INFORMS.

Users will perform the activity by following the SCM 201 Training Activity Guide and
Data Sheet and by using the training materials as reference tools.

Instructors are available to answer any questions.
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Debrief Which two web suppliers are currently available?

(True/False) the web supplier checkout page is where you will submit for approval all
items selected from the web supplier catalog.
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Lesson 1: Create a Requisition

Navigate to Finance/Supply Chain (FSCM) tile>Supply Chain Operations tile>eProcurement tile >Create
Lecture 4: e e e
Requisition tile

Creating a 1. Login into INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM) tile.
Special |
Request =2 inferms

Finance / Supply Chain (F SCM) Approvals Budget Scorecard

L3, =

o= 270
a8 =
| e | =
Employee Self-Service Manager Self-Service Human Resources (HCM)

T by (G XY

an e
COMING SOON COMING SOON COMING SOON CoMmia s00N

Analytics (OBIA) Capital Security Request Form About
il ! n ] a
fo i | & | inferms

SOON COMING SOON

Creais Requisition My Requisitions Review Chamge Requesis Reeview Chamge Tracking
Ve iy
o z
s U L O
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Lesson 1: Create a Requisition
What is a Special Request? A Special Request is used to create a requisition for items and or

Lecture 4: . . . . L )
) item categories not included in the Miami-Dade Item Catalog. A special request can be routed
Creating a to the MDC Item Master to establish or activate a new NIGP item or item category.
Special
R e q U e St Create Requisition

search Q Advanced Search Requisition Defaults !

N Browse Catalogs Special Requests

*ltem Description
=7 tem History
Fc Favorites *Price *Currency Code |USD Q
[ Templates “Quantity *Unit of Measure
£ Web Suppliers Category Q Due Date =
Supplier ID Supplier Name
§ Special Requests

Location

) Fixed Cost Service
Supplier Item ID

<0) Variable Cost Senice
Suggest New Supplier
4 Time and Materials Manufacturer ID Manufacturer

Manufacturer's ltem ID
Additional Information

Sendto Showmat Showmat o Request
No No No No |
Supplier Receipt Voucher Hewr ltem

‘!Md‘

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 |tem Description — This is a brief description of the item that is needed.

e Manufacturer Item ID — Specific departments will utilize this field (e.g., Transit) to display
the EAMS Manufacturer ID. The field will be 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,
guantities, and costs.

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

e Unit of Measure (UOM) — Select the type of unit by which the item will be shipped to the
requisitioner (e.g., EA, BX, LE).
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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 has
selected and entered all the required fields, update the shopping cart with the special
request item details and display a count on the shopping cart icon.

Lecture 4:
Creating a

Special 6. Select the SHOPPING CART button to confirm all line items, quantities, and costs are correct.
Request
Q Advanced Search Requismon Detaults .!’T!
W Browse Catalogs Special Requests
“ltemn Descrption
= e Higiory Congulling i
i Favoritas “Price | 150000.00 “Curency Code |USD (=1
@ Tempiates "Guasiity |1 “Unit of Measure |LE
70 Wen Supgliens “Category |S0538 a Due Date | 117202 it
Supplier 1D o Suppher Harme
B Specisl Requests
< Fasscousnns B )
) Variable Cost Senice EA D
&) Time and Maberials il-.u;'-l.l.uril.l-ﬁl ;n.:: - Man .
Q

Manstacterers Ham I
EAME Manulactunes ID]

Additonal Information

.
Sond 1o Shown at Showm ot Rsgquist
He He !
Supph = Receipt “owcher 4 HMew Bem
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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 are some of the 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.

IMPORTANT! Several departments will use this field (e.g., Transit) to reflect the EAMS
Requisition ID. This field will be required for the 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 Item Catalog

to add additional items.
e Changes have been made to the shopping cart, it will 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_PO_DPT_REQUISITION_PRCSR

Currency USD

Quantity  Unit of

BHCalS Measure ©

Item Description © Status ©

Consulting 150000.00 USD 1.0000 LE Q| i Delete

Total 150000.00 USD
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Lesson 1: Create a Requisition
Checkout Page: The checkout page is the last step before submitting the requisition for
approval. The requisitioner will verify and perform various actions on 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 will:

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 will use the
Requisition ID as the name. IMPORTANT! Several departments will use this field (e.g.,
Transit) to reflect the EAMS Requisition ID. This field is a required field for the EAMS
and INFORMS integration.

8. Select the appropriate PRIORITY value to indicate to the approver the priority. The
approver will have visibility to the priority field on the approver page.

i. Low
ii. Medium (system default)
iii. High

Create Requisition #® Q : =

Contisus Shopping Save Subimil |

Checkout
Order Total 15000000 USD

« Requisition Summary

nit 5P
Requisition Hame  EMNS Req 10

srtorty | Bacam [

Pi = Aequesier MD_PO_DPT_REQUISITION_PRCSR

Bgacher CoOmim i AT hements Currency SD
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Lesson 1: Create a Requisition
The HEADER COMMENTS/ATTACHMENTS button is available to enter comment text and add

Lectu.re 4: attachments. The additional comment functionality is available to display text on other
Creating a transactions downstream (e.g., receipt, voucher).

Special

Request IMPORTANT! 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 will leverage this information for the creation of a
sourcing event.

Cancel Requisition Header Comments and Attachments | Done |

Comments

Comment Text

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

Add Attachment

Attachments 1 rowwe
Wiew < Attachment < Send to Supplier <
1 View Word_- Documentum.docx i No ] —

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

display item details, adds functionality, and accesses the 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.

¥ Add o Favortes | [0 iddio Template(s) | [ Delete Selecind isss Change

0 Line Nem Diseription Cuantity Unit &f Measure Price Tetal

] 1 nsulting 1.0000 Diel L Hem 150000 00 USD 150000 00 LSO Fz]

Budgel Chéck Stalus Mot Ched
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Schedule Detail Page: The Schedule Page is the third layer of a requisition, and it 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 start 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 will route to the Distribution page.

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

IMPORTANT! The accounting information entered at the beginning of the procure-to-pay process
(requisition) will carry over to the purchase order and voucher. It is prudent that the correct
ChartField values are added before the transaction is submitted for approval. This action will
contribute to the prompt payment of a supplier.

The GL BUSINESS UNIT field will always display "MDADE" as a default value.

13. Select the CHARTFIELD?2 tab.
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Special
Request

Lesson 1: Create a Requisition

14. Enter a FUND CODE value.
15. Enter a DEPARTMENT value
16. Enter an ACCOUNT value
17. Enter a GRANT value.

inferms

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.

IMPORTANT! 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

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

Fund Code < Department *Account < Grant

Q| 5470120000 Q| |NO-GRANT

G5005 Q| 1001010000

Distribution

Show All

PC Business Unit © Project < Activity

Source Type

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

The system will then return to the Checkout page.
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Lesson 1: Create a Requisition
IMPORTANT! The following instruction is for departments (i.e., Transit) who leverage the EAMS

Lecture 4. and INFORMS 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

« 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 | [T Add to Template(s) || fj Delete Selected || (7} Mass Change

] Line © Item Description Quantity < Unit of Measure © Price < Total <

O 1 Consulting 1.0000 Del Ln kkm 150000.00 USD 150000.00 USD <] (=
Justification Comments

% Check Budget Pre-Check Budget Budget Check Status Mot Chkd

Add Request Document
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Lesson 1: Create a Requisition
Line Details Page: The Line Details page is used to verify and edit additional details for a line. As

Lectu.re 4: mentioned previously, there are several fields that | will highlight, which are vital for the EAMS
Creating a and INFORMS integration.

Special

Request 24. Enter the SUPPLIER CATALOG NUMBER value.

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

25. Enter the MANUFACTURER'S ITEM ID value.

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

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

The system will then route to the Checkout page.

s Line Details )

Lk 1 - C oo g

v Sevices

Eargsy 1eFu rition

iy Canaral ConsmeThan IO Beraied i S——

' sordal Reduast
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Lesson 1: Create a Requisition
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.

inferms

27. Select the SUBMIT button when all relevant fields have been updated. The system

will then route to the Save Confirmation page.

Checkout

[0 Line©

O 1

 Requisition Lines

‘a Check Budget

w Requisition Summary
Business Unit SP

Requisition Name |EAMS ReqID

Priority | Medium |v

Header CommentsiAttachments

Y Addto Favortes || [ Add to Template(s) || [ Delete Selected || (7] Mass Change

Item Description ©

Caonsulting

Justification Comments

Pre-Check Budget Budget Check Status Not Chkd

Add Request Document

Create Requisition

Quantity <

1.0000

Continue Shopping

Requester MD_PQO_DPT_REQUISITION_PRCSR

Currency USD

Unit of Measure © Price & Total <

Del Ln ktm 15000000 USD

15000000 USD

o ()

Order Total 150000.00 USD

Save Confirmation Page: The Save confirmation page is intended to enable the requisitioner to
view a summary of the final requisition. Also, it 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

2 Check Budget

Business Unit SP
Requisition ID 0000000043
Requisition Name EAMS ReqID
Total Amount 150000.00
Currency USD
Total Lines 1

Status Pending Approval

View Approval Chain

View Print

Pre-Check Budget Budget Check Status Mot Chkd

My
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Lesson 1: Create a Requisition
Note: Miami-Dade County has adopted a standard approval workflow process for all
requisitions. Workflow details will be included in Module 3 (Managing Requisitions), Lecture 1
(Approvals).

inferms

MD Requisition Approval
~EAMS Req ID

Start New Path

Department ID Approver

Z Pending
MD_PO_DPT_REQ_APRVR1
Department Requisition Approv1
El ot Routed

Multiple Approvers

Requisition Dollar Approver2
El Hot Routed

Multiple Approvers
Requisition Dollar Approver3

Approval Flow

Pending

v

v
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Demonstration

Instructions

Lesson 1: Training Activity 3

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Please refer to Activity 3 on the SCM 201 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on their
workstation using the INFORMS training environment. Instructors will explain how to
log into INFORMS.

Users will perform the activity by following the SCM 201 Training Activity Guide and
Data Sheet and by using the training materials as reference tools.

Instructors are available to answer any questions.
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Lesson 1: Training Exercise 4

Debrief (True/False) A special request can be routed to the MDC Item Master to establish or
activate a new NIGP item or item category.

Which page allows a user to view a summary of the final requisition and provides
access to preview the approval workflow and to print the requisition?
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Lesson 1: Lesson Summary
Having completed the Manage and Record Requisitions lesson, users should be able to:

e Selectan ltem

e Create a Requisition from the Master Item Catalog
e Create a requisition from Web Suppliers

e Create a Special Request
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Module 3: Managing a Requisition

Module 3: This module includes the following lessons:
Course e Lesson 1— Manage a Requisition
Introduction e Lesson 2 — Approve a Requisition
Summary

=

inferms
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Module 3: Managing a Requisition
Lesson 1: At the conclusion of this lesson, the user will be able to:

Introduction e Copy a Requisition
e Edit a Requisition
e View and Print a Requisition
e Cancel a Requisition

inferms
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Lesson 1: Manage a Requisition

Key Terms The following key terms are used in this Lesson:

Term ‘ Definition

Checkout Page The last step before submitting the requisition for approval.

Distribution Page The Distribution Page is the fourth layer of a requisition used to
enter accounting information (ChartFields).

Edit Requisition The Edit Requisition Page enables the requisitioner to make
Page changes to the requisition.

My Requisitions Used to view or take action on requisitions created by the
Page requisitioner.

Requisition Lines Also known as the “Line,” and the second layer of a requisition, the
section requisition lines section displays item details, adds functionality,
and accesses the other requisition layers.

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 Confirmation | The Save Confirmation Page is intended to enable the requisitioner

Page to view a summary of the final requisition.

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

Shopping Cart Enables the requestor to review and update the shopping cart
Page before proceeding to the checkout page.
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Navigate to Finance/Supply Chain (FSCM) tile>Supply Chain Operations tile>eProcurement tile

Lecture 1: >Mly Requisition tile
Copya 1. Login into INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM)
Requisition
inferms

=
=

Budget Scorecard

; O] e\
E> (*s}@ 1M

Approvals

inance / Supply Chain (FSCM)
KA
lal

Human Resources (HCM) Learning (ELM)

Employee Self-Service

G 33 (G EX

COMING SOON

o A
COMING SOON COMING SOON COMING SOON
Analytics (OBIA) Capital Security Request Form About
ih » ' .
@ B) s e
oL BBt o INJerms
- LH V4 B a
COMING SOON COMING SOON COMING SOON

Supply Chain Operations

€ Finanee | Sugpdy Chain (FSCM)

Creale Requisition Reguisilions Réview Change Requests Réviewr Change Tradking
P .
- = -
- Y| F
. s _/ et 6]
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Lesson 1: Manage a Requisition
Common Elements Used in My Requisition:

Lecture 1: The FILTER BY button is used to narrow the such results on the my requisitions page.

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

e View Print
e Budget Check
e Edit

The VIEW DETAILS button is used for the Line Details page.
My Requisition Page: 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 will only
cover the copy option.

5. Select the RELATED ACTION icon. The system will display the actions menu.
IMPORTANT! The requisitioner must select on the related action icon of the requisition

to copy.
< eProcurement My Requisitions
S n
ACHION e quisition Name < i itiRequisition ID < isition Date < o RequestState ©  Budget Status © Total Amount ©
® EAMSREQID /0000000151 1112712020 MD_PO_DPT_REQUISITION_PRCSR Approved Not ChKd 69.70 USD >
® EAMSREQID IT/0000000150 1112712020 MD_PO_DPT_REQUISITION_PRCSR Pending Mot Chk'd 13.94 USD >
© 0000000149 /0000000149 11124/2020 MD_PO_DPT_REQUISITION_PRCSR Canceled Valid 0.00 USD >
© 0000000123 /0000000148 11124/2020 MD_PO_DPT_REQUISITION_PRCSR Canceled Valid 0.00 USD >

6. Select the COPY option. The system will route the requisitioner to the shopping cart
page.

Actions nferms
Letats s

&
b7 |
L e Pt
e | Barness Quretsen 10 Daee - Reueer St Butpet Sats © ool Amount
§ Gudget Cach
2 anesd | 1eG00m0ILY nwarzno MO PO _OPT_REQUESINON PRCSR Agpraved Nat Chikd .7 usD
| t- Te0000016) 1272020 VO_PO_DPT_REGUSIMON_PRCSR Peading Mot Chid 1) ™ USD
MWMM0149 Te000000149 1172872020 ND_PO_DPT_REQUSITION_PRCSR Careled Wit 090 USD
CCOm0 e T 2000000142 19202020 ND PO _DPT_REQUSINON PRCSR Canceled Valu ee0uUs0
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Lecture 1:
Copy a
Requisition

Lesson 1: Manage a Requisition
IMPORTANT! The copy functionality defaults the requisition header, line, schedule, and
distribution details on a new requisition. Also, it copies any comments and attachments
added to the header, line, or schedule. Note that the data has been 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
step is 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 will default
the Requisition ID as the name. IMPORTANT! Several departments will use this field
(e.g., Transit) to reflect the EAMS Requisition ID.

8. Update the QUANTITY field. This action will increase or decrease 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. The action will delete the item selected from the shopping
cart.

11. Select the UPDATE CART button. This action will save the changes and update the
shopping cart.

12. Select the CHECKOUT button. This action will route the requisitioner to the checkout

page.

T EARES REC 10|

¥ rorwr

Nim Dt igaion [TE [r— Guasaty  Uenst

JEN Papeaf) Printer Pagai, Lamar
Size B 12 x 1}, BY Lh, Seai
Segaidresem Matallic. Ress OF 23
Slma

pan 135 D 2 0000 = a W Dot

Total 27T.88 USD
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Lesson 1: Manage a Requisition
Checkout Page: The checkout page is the last step before submitting the requisition for
approval. The requisitioner will verify and perform various actions on each section. The
Requisition Summary section (also known as the “Header” and the first layer of a requisition)
Requisition displays default values from the requisitioner’s user profile (i.e., business unit, requestor, and
currency). The requisitioner will:

Lecture 1:
Copy a

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

Creats Requisition ® O

vl Saiete) Save Sagtmiar

Checkout
i 3788 USD

EAMS REOQ I

[mr:m.umnm; ]
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The Requisition Lines section (also known as the “Line,” and the second layer of a requisition)

Lecture 1: displays item details, adds functionality, and accesses the other requisition layers.
Copy.a. _ 16. The ADD TO FAVORITES button is available to add the selected lines to the favorites list
Requisition for future use.

17. The DELETE SELECTED button deletes the selected requisition lines.
18. Once the requisition line has been verified, select the SCHEDULE DETAIL button.

SeatuS Quantry Unit af Maasere Prica Total

1 o \ailic. 0 v ' Opan 20000 Cello Pack 1394 USD 2788 USD

Hot 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.
19. 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, and then there will contact
procurement for location table updates.

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

21. Select the DISTRIBUTION icon. The system will route the requisitioner to the distribution
page.

Schedule Detail

Cancel ‘ 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 13.94 USD
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

152 NW 8TH ST MIAMI, FL 33136

1 |ID00000003 Ql O

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

Lead Time 0

Quantity Price Total Due Date

2.0000 13.94 USD 27.88 USD 11/27/2020

Attention To

[ | Thomas Bums
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Lesson 1: Manage a Requisition
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. IMPORTANT! The accounting
information entered at the beginning of the procure-to-pay process (requisition) will carry
over to the purchase order and voucher. It is prudent that the correct ChartField values are
added before the transaction is submitted for approval. This action will contribute to the
prompt payment of a supplier.

22. The GL BUSINESS UNIT field will always display "MDADE" as a default value.
23. Select the CHARTFIELD2 tab.

Cances Distribution

Dawtrtution Line © Slatws et Typw L e when Gurty

trow
. k

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.

IMPORTANT! 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 it is 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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Lecture 1: 32. Select the DONE button once the pertinent fields are entered. The system will route the
' requisitioner to the checkout page.
Copy a
ReC]UISItlon i Distribution I-I
.--.. I.h.:..h S50 P a g TR Piekii Papar Lomi 52 08 1030 1) B LS S Slaidnkacs Watile, e 0035
CQuaridy 20003 CeboPacx
A i s AT 748 L=
Caaetiabis Cnsrabisd Dweaks Bt i alian Ll nlamalon Snon &l
Vi Conju e e et i Gl P Busitaes Une Prageds A ity S T oy
Ceabdn I 100 Q| SENEI030 B MO-GReT L= 1| | 0 MeDREMEDVADHOC @ ADOMdsC-RCE O L+
IMPORTANT! 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 will route to the Save Confirmation page.

i
Coivbitas SRR Agur E
Checkout
dee Tokad 27 880USD
= tan .
wueany e T
Hegusmon Hame  ESFSAEQ D
frone e B i 0 _FO_DFT_REGUSTon_PecaR
BEabes OIS AT el Cumenry LED
goiition Lines
o row
g Favortes | [E] a0 0 Tewpieeis) | (] Delels G iy [P
Lime Tipm Disre rgeion S niity Umit of WMeazure Price Fartsl
s i
! " I Dipun 28208 el Back 118 USD  ITEEUSD
Jusdl T
I wech Sintan NSECREY
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Lesson 1: Manage a Requisition

Save Confirmation Page: The save confirmation page provides the requisitioner with a summary
Lecture 1: : - L . . . .
c of the final requisition. Also, it gives access to view the approval chain and print the requisition.
opy a

Requisition Fr—

Create 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 Mot Chkd
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Demonstration

Instructions

Lesson 1: Training Activity 1

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Please refer to Activity 4 on the SCM 201 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on their
workstation using the INFORMS training environment. Instructors will explain how to
log into INFORMS.

Users will perform the activity by following the SCM 201 Training Activity and Data
Sheet and by using the training materials as reference tools.

Instructor(s) are available to answer any questions.
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Lesson 1: Training Exercise 1

Debrief (True/False) 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.
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Lesson 1: Manage a Requisition
Navigate to Finance/Supply Chain (FSCM) tile>Supply Chain Operations tile>eProcurement tile

LeFture 2 >My Regquisition tile
Edit a 1. Login into INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM) tile.
Requisition

inferms

=
=

Approvals Budget Scorecard

; O] .
E> (*s}@ 1M

inance / Supply Chain (FSCM)
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lal

Employee Self-Service Manager Self-Service Human Resources (HCM) Leaming (ELM)
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3. Select the ePROCUREMENT tile.

< Finance | Supgsy Chain (FSCM) Supply Chain Operations

Review Change Tracking

Review Change Regquests
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Edita
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Lesson 1: 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.
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 Requisition Page: 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 1D,
requester, request state, budget status, and total amount.

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

1. Select the RELATED ACTION icon. The system will display the actions menu.

< eProcurement My Requisitions
4rows
v T
ACC“O" Requisition Name < il i isition ID < isition Date © ¢ Request State < Budget Status < Total Amount =
® EAMSREQID IT/0000000151 1112742020 MD_PQ_DPT_REQUISITION_PRCSR  Approved Not Chk'd 69.70 USD »
© EAMSREQID IT/0000000150 M/27/2020 MD_PO_DPT_REQUISITION_PRCSR Pending Mot Chk'd 13.94 USD >
© 0000000149 IT/0000000149 11/24/2020 MD_PO_DPT_REQUISITION_PRCSR Canceled Valid 0.00 USD >
© 0000000148 [T/0000000148 1112442020 MD_PQ_DPT_REQUISITION_PRCSR Canceled Valid 0.00USD »

2. Select the EDIT option. The system will route the requisitioner to the edit requisition page.

Actions inferms
Oetats :

| ceer 4raws
v
sl
] Date Xl Requeet §1a00 Budgel St Total Amount
| Buagu Chach
2 Swrew | 1RN0mM01LY naraee MO PO _DPT_REQUESITION PRCSR  Acpraved Mot Chid §8.nush
|
= B | T 0000180 N0 VO_PO_DPT_RFQUAMICH_PRCSR Pemiing Nt Chk'e 1) M USD
oI M00149 112672020 MO _PO_DPT_REQUSIMON_PRCSR Canceled Wi edousSD
Ceo0o0 148 TWo00148 1202020 MO FO DPT_REQUESITION PRCSR Canceled Vua edouso
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Lesson 1: 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.

Lecture 2: Edit a
Requisition

3. Edit the QUANTITY field. This action will increase or decrease the number of items
requested.

4. Select the UNIT OF MEASURE. IMPORTANT! 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. IMPORTANT! If the field is left blank, the system
will default the requisition ID. Also, several departments will use this field (e.g., Transit)
to reflect the EAMS Regquisition ID.

6. Select the DELETE button. The action will delete the item in question.

Coatines Shappng Vptmte Cort | Chachmt

Shepping Cart for Requisitian 1D 0000000761

 emin) s B 0w

Heme EANEREG D
ar MO_P_DFT_REGUAITIZN_FRESR

-]

Fern D rtion Hahn Prite

LA Pragpesr{ ) Prrimtses Pupes, Lemes
%’:i_:iulm'ﬂ‘:‘; % Fr—— 1384 LISD L0000 | P a
Tensl €5.70 USD
7. Select the UPDATE CART button. This action will save the changes and update the
requisition.
8. Select the CHECKOUT button. The action will route the requisitioner to the checkout
page.

Shopping Cart for Requisition 1D 000000151

1 Brmizilo B now

EAME MEQIL
s WD_BO_DPT_RESETION_PRCSR

¥ S0
[Ty [EST Pan

SR Pragef) Primises Prpess. | ffie Sirm
17w L A0 L, Silves Shmrdies Apgrrsd 13 5 USSE 00 | M o Dete
Mwialbc, Aeam 0 15 S

Teasd  I7.BE USD
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Lecture 2:
Edita
Requisition

inferms

Lesson 1: Manage a Requisition

Note: We will assume that the requisition header, lines, schedules, and distributions have been
updated for this lecture.

9. Select the SUBMIT button. The system will route the requisitioner to the save confirmation
page.

p—

Checkout for Reguisiton ID 0000000151

s Totad 2T AEUSD

= Rarjuiall v
PR——
R cpaminan i | EABKS FE ID)
Py | Nedhen = Rt WD_PO_DST_SEQUISTION_PACSS
HERTE | T T T ATI TR T v UBD
w Bequititien Line
1 row
# A Feaomes [ 200w Yo, | [ Do Ssemed e
W Femm Tenrechen Ciwtam Tumivy Lt ef Wearare Prica Toiml
1 Pratiy i arrr i she e Agpraad 70507 Cols Pack UWUGD IS0 i

Justicaticn Comimsnts

by e dgel Chel Stpgs WAl ORird

Save Confirmation Page: The save confirmation page enables the requisitioner to view a

summary of the final requisition. Also, it provides access to preview the approval workflow and
to print the requisition.

< My Requisitions

Edit Requisition

My Requisitions Create New 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 >

a Check Budget Pre-Check Budgst

Budget Check Status Not Chk'd
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Demonstration

Instructions

Lesson 1: Training Activity 1

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Please refer to Activity 5 on the SCM 201 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on their
workstation using the INFORMS training environment. Instructors will explain how to
log into INFORMS.

Users will perform the activity by following the SCM 201 Training Activity and Data
Sheet and by using the training materials as reference tools.

Instructor(s) are available to answer any questions.
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Lesson 1: Training Exercise 2

Debrief (True/False) When editing a requisition, the requisitioner cannot add more items to the
requisition.
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Lecture 3:
View and
Print a
Requisition

Lesson 1: Manage a Requisition
Navigate to Finance/Supply Chain (FSCM) tile>Supply Chain Operations tile>eProcurement tile
>My Requisition tile
1. Login into INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM) tile.

inferms

=
=

Approvals Budget Scorecard

; O] e\
E> (*s}@ 1M

inance / Supply Chain (FSCM)

L]
nax

Employee Self-Service Manager Self-Service Human Resources (HCM) Leaming (ELM)
2e, W T e 2 @
g g Wil ARl -
By o im) =
COMING SOON c&ub so-ou COMING SOON COMING SOON
Analytics (OBIA) Capital Security Request Form About
@ g I, .
e/ o= ~py .
) IT] = inferms
- Ll TV 4 B 8
COMING SOON COMING SOON COMING SOON

2. Select the SUPPLY CHAIN OPERATION tile.

Finance / Supply Chain (FSCM)

3. Select the ePROCUREMENT tile.

€ Finanee | Sugpdy Chain (FSCM)

4. Select the MY REQUISITION tile.

€ Supply Chain Operstions

Creale Requisition Reguisilions Réview Change Requests Réviewr Change Tradking
f —
e i
- (i
s = o 5]
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Lecture 3:
View and
Print a
Requisition

Lesson 1: 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.
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 Requisition Page: 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 1D,
requester, request state, budget status, and total amount.

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

1. Select the RELATED ACTION icon. The system will display the actions menu. IMPORTANT!
The requisitioner must select on the related action icon of the requisition to print.

< eProcurement My Requisitions
Y T
ACC“O" Requisition Name < il i isition ID < isition Date < ¢ Request State < Budget Status < Total Amount <
® EAMSREQID IT/0000000151 1142742020 MD_PQ_DPT_REQUISITION_PRCSR Approved Not Chk'd 69.70 USD »
® EAMSREQID IT/0000000150 1112742020 MD_POQ_DPT_REQUISITION_PRCSR Pending Not Chk'd 13.94 USD »
® 0000000149 IT/0000000149 11/24/2020 MD_PO_DPT_REQUISITION_PRCSR Canceled Valid 0.00 USD >
© 0000000148 IT/0000000148 11/24/2020 MD_PO_DPT_REQUISITION_PRCSR Canceled Valid 0.00 USD >

2. Select the VIEW PRINT option. The system will display a prompt.

..’ Actions inferms
Ceta
Ceey
{
. '-m
e | ) Butnee 0 Date " Bequect S1n00 Bwdpel Satws  Total Amount
§ e Cluch
C g— | 1000000151 N0 MU _PO_OPT REQUESINION PRCSR Agpraved Mat Chkd € .79 USD
@ ' | MEN0000018) 1220 VO_PO_DPT_RFQUAIMOH_PROER Pemiing Mot Chid 1) 1 LUSD
00000001 TR000000149 112622020 VO_PO_DPT_REQUSTION_PRCSR Canceled ek 890 USD
2000000 148 000000148 1202020 VO_FO_DPT_REQUSSITION PROSR Canceled s 040 USD
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Lesson 1: Manage a Requisition
The Distribution Details option displays the previously selected ChartFields on the printed

L(.ecture 3 requisition. It is recommended to select YES if the requisition approver requires a hard copy. The
View and requisition approver must validate that the selected ChartFields are correct before the final
Printa approval. Note that a printed requisition may not substitute for an electronic approval in
Requisition INFORMS.

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

Do youwant to print the requisition with distribution details 7

Yes Ho

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

Business Unit: T Requester: MD_PC_DPT_REQUISITION_PRCSR Status: Approved
Requisition: 0000000151 Requested By: MD_PO_DPT_REQUISITION_PRCSR  Currency: USD
Requisition Mame: EAMS REQ ID Entered Date: 11727720 Requisition Total: 2725
Lime: 1 itern Description: JAM Paper(R) Printer Paper, Letier Size (8 Quantity:  2.0000 UOM: PK Price: 135400 Line Total: 2733
1i2 x 11}, 80 Lb, Siver Stardream Metallic, Ream OF 25
Sheels
Line Status: Approved
Ship Line: 1 Ship To: 1200000003 Address: Shipping Quantity- 20000
Attention: Thomas Bums Due Date: 11127720 152 NW 8TH 5T Shipping Total: 27 .35
Ship Via: COMMON Freight Terma:DES 0101040501010
MIAMI FL 33136
United States
Diist. Status Location Oty PCT Amount GL Unit Account
1 COpen |DOD0O0003 20000 100.00 2788 MOWDE ‘3320210000
Dapt Opear Unit Fund
MI040000 NOHGRANT G500
Open QTY PG BU Project Activity Open Amt
2.0000 IT TADREMEDYADHOC ADDITIONALCHRGS 00000
GL Bass Ampunt Gurrancy Saquance Gapitaliza
Ires usD i} N
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Lecture 4:
Cancel a
Requisition

Lesson 1: Manage a Requisition
Navigation to: Finance/Supply Chain (FSCM) tile>Supply Chain Operations tile>eProcurement
tile >My Requisition tile
1. Login into INFORMS and select the FINANCE/SUPPLY CHAIN (FSCM) tile from the
home landing page:

inferms

=
=

inance / Supply Chain (FSCM) Approvals Budget Scorecard

L3¢,
2y

Human Resources (HCM) Leamning (ELM)

e

COMING SOON

Employee Self-Service

it ks @

COMING SOON COMING SOON COMING SOON

Analytics (OBIA) Capital Security Request Form About
th 1 p
A - ’ ~1
~ I = nferms
- amm o om 8
COMING SOON COMING SOON COMING SOON

2. Select the SUPPLY CHAIN OPERATION tile from the Finance/Supply Chain (FSCM)
page:

Finance ! Supply Chain (FSCM])

4. Select the MY REQUISITION tile from the eProcurement page:

£ Supply Chain Operstions

Create Requisition Requisitions Reviay Change Regquests R Change Tracking
/u =
i
= e 5]
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Lecture 4:
Cancel a
Requisition

Lesson 1: 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.
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 Requisition Page: 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 1D,

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

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

1. Select the RELATED ACTION icon. The system will display the actions menu.

My Requisitions

2rows
- T
Ag.lfon Requisition Name < il i isition ID < isition Date © ¢ Request State < Budget Status © Total Amount <
@ 0000000149 [T/0000000149 11/24/2020 MD_PO_DPT_REQUISITION_PRCSR Canceled Valid 0.00 USD >
© 0000000148 IT/0000000148 1M/24/2020 MD_PO_DPT_REQUISITION_PRCSR Open Mot Chk'd 108.48 USD bd

2. Select the DETAILS option. The system will route the requisitioner to the line details page.

ctons x| inferms

Wiew Print

Ui 1 L] isition Dale Reubaler Request Slate Dwdget Status = Total Amount
Budget Chack

& g MH0000D0 145 WE2020 MD_PO_DPT_REQUISITION_PRCSR Opsn Mot Chicd 1384 USD

& 000000048 MGoHa00148 WE2020 MOD_PO_DPT_REQUISITION_FRCSR. Open Mot Chicd 108.48 USD
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Lecture 4:
Cancel a
Requisition

Lesson 1: Manage a Requisition
Line Details Page:The line details page is split into three sections. The requisition summary
section displays the requisition header information. Key fields include the business unit,
requisition ID, 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. IMPORTANT! In this lecture, we will cover the cancelation of the entire
requisition.

3. Select the CANCEL REQUISITION button. The system will display the confirmation
prompt.

4. Select the YES button. The system will display the confirmation message. IMPORTANT! A
canceled requisition cannot be reopened, and it is closed permanently. The requisitioner
will be required to 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 HNo
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Lesson 1: Manage a Requisition
5. Select the OK button. The system will route the requisitioner to the line details page.

Lecture 4:
Cancel a Requisition 0000000149 Canceled.

Requisition
OK

6. Confirm that the REQUEST STATE field reflects “CANCELED.”
7. Select the CLOSED icon. The system will route the requisitioner to my requisitions page.

e o DHsaSp B T T iy A P il Bl

er 1 Papeif) Pardm e

aurw i %3
SupdreaT Muale Bens 0 74 Sheeny
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Lesson 1: Training Activity 1

Demonstration The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Instructions Please refer to Activity 6 on the SCM 201 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on their
workstation using the INFORMS training environment. Instructors will explain how to
log into INFORMS.

Users will perform the activity by following the SCM 201 Training Activity and Data
Sheet and by using the training materials as reference tools.

Instructor(s) are available to answer any questions.
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Lesson 1: Training Exercise 4

Debrief (True/False) A canceled requisition cannot be reopened; it is closed permanently.
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Lesson 1: Lesson Summary

Lesson Having completed the Manage and Record Requisitions lesson, users should be able to:
Summary e  Copy a Requisition
"% e  Edit a Requisition
' V ' e  View and Print a Requisition
& . Cancel a Requisition
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Lesson 2:
Introduction

Lesson 2: Approve a Requisition

At the conclusion of this lesson, the user will be able to:

Approve a requisition
Deny a requisition
Pushback a requisition
Hold a requisition

inferms
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Lesson 2: Approve a Requisition
Key Terms The following key terms are used in this Lesson:

Term Definition

Pending Approval | The Pending Approval Page displays pending requisition header
Page information for the approver to review.

L)

Requisition Header | The Requisition Header Approval Page displays the requisition

Approval Page header, lines, and approver comments.
Approval Line The Approval Line Detail Page displays the requisition line and
Detail Page shipping information.

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

Lesson 2: Approve a Requisition

Navigate to Approvals tile

1. Login to INFORMS and select the APPROVALS tile.

inferms
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Lesson 2: Approve a Requisition
IMPORTANT! As discussed earlier in the key change section. Miami-Dade County has adopted a

Lecture 1: standard approval workflow for requisitions. Specific security roles have been created, and
Approve a departments will assign staff based on their delegated authority. The workflow conditions
Requisition include:

REQ WORKLOW
User Submits Req for
Approval

¥ Y

SUPERVISOR AND DOLLAR THRESHOLD

STAGE 2

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
o Temp Services
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Lecture 1:
Approve a
Requisition

Lesson 2: Approve a Requisition
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.

IMPORTANT! Some approvers may have access to approve other supply chain or financial
transactions on this page. This lecture will only cover the approval of requisitions. Also, Miami-
Dade County will 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.

< HOME

Pending Approvals a Qe
View By  Type - {
. | Apptmr NOve Deny Pushback
@
e Requisition 2 rows
W Reguisition 2 O
] Requisition Add Requisition Name - SP / 0000000041 Routed
0.00 USD MD_PO_OPT_REQUISIMON_PRCSR 1110472020 U
2\ Medum Pnonty
] Requisition EAMS Regq ID - SP 7 0000000043 MD_PO_DPT_REQUISITION_PRCSR Routed )
15000000 USD A\ Medium Prority 11/05/2020

Approver Comments

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 2: Approve a Requisition
2. Select the HEADER COMMENTS AND ATTACHMENTS button. This action will route the
approver to the requisition header comments and attachments page.

Regeedt it AME e D
1508000 USD Api s vy Pl

5 wasacaris parding s g proal

B} i Procasa

i% Uil &P guisition I G000000043
Hipsaembar 3, 20 mika o Dunle Bired mider 5, 20
i Wl PO DET_RDOUsTION P Ci niared by NO_PG_OPT_RIGUISTION_FRCER

=ader Sisme Mol Budpel Checesd

Leres layrmber b Dearriphion Merchandme dmoui

Cotaudineg 1000 LD

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

IMPORTANT! The approver should validate that the market research provided meets the
standards set by the departments purchasing unit. If the requisition requires a sourcing event.
This information will be used to develop the event.

5. Select the CLOSE button.

The action will route back to the requisition header approval page.

Requisition Header Comments and Attachments X
Business Unit SP
Requisition ID 0000000043
Header Details
w Comment 1
Sequence Attached File
1 wa Word_-_Documentum.docx

108



nferms
End-User Training Guide — SCM 201: Manage and Record Requisition l.'}:l - -

Lesson 2: Approve a Requisition

6. Select the MORE button.
Lecture 1:

Approve a This action will route to the approval line detail page.
Requisition < pencing Approvai Requisition # Q =

Request for EAMS Req ID
15000000 USD

Approve Deny Pushback

= Header is pending your approval

£} inProcess
Summary
Business Unit 5P Requisition 1D 0000000043
Rowted Date  Movember 5, 2020 Requisition Date  November 5, 2020
Requoster MO_PO_DET_REGUISITION_PRCSR Entared by MO_PO_OPT_RECUISITION_PRCSR

Budget Header Status  Not Budget Checied

~ Moie Inlermation
Header commants and aflachments
igw Printably Varsion

- Lines

Line Humbar em Description Marchandise Amosnt

1 Consulting 150,000.00 ULSD D

Approver Commants

Approval Chain

Approval Line Detail Page: The approval line detail page displays the requisition line and
shipping information.

7. Review the Line Detail 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.

IMPORTANT! A requisition could 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 button. This action will route to the distribution page.

< Back to Header Approval Line Detail

Consulting
150,000.00 USD

Line Details

Business Unit SP Requisition ID 0000000043
Line 1 Item ID
Supplier Quantity 1 LE
Price 150,000.00 USD Ship To SP0O0000004

Category 90638
Shipping Information

Schedule Ship To Quantity Price Amount Attention Due Date

1 SP00000004 1LE 150,000.00 USD 150,000.00 USD MD_PO_DPT_REQUISITION_PRCSR 2020-11-08 >
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Lecture 1:
Approve a
Requisition

Lesson 2: Approve a Requisition

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

IMPORTANT! The accounting information entered at the beginning of the procure-to-pay
process (requisition) will carry over to the purchase order and voucher. It is critical to the
process that the correct ChartField values have been added.

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

IMPORTANT! 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 not expenses it to a project.

14. Confirm the PC BUSINESS UNIT value. This field should reflect 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 should only be used when the
project is GOB funded.

18. Select the CLOSE button. The action will route back to the approval line details page.

Distributions X

Fluid Approval Distribution
Line 1

Schedule 1
Item Description Consulting
Merchandise Amount 150,000.00 USD
Quantity 1.0000 LE

P i GL " Fund PC - -
Distribution Requisition " Merchandise Currency Department . ; . Project Activity|
Line © Quantity - Euslr!‘ess Amount & Code = Cvde Account < Grant Bulsn!‘ess : ;

Unit < : Unit
1 1.0000 MDADE 150000.00 USD G5005 1D01010000 5470120000 MNO-GRAMT
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Lesson 2: Approve a Requisition

Lecture 1: 19. Select the BACK TO HEADER button. This action will route back to the requisition header
' approval page.

Approve a
Requisition
] LR B N
1
1 i
= L) R
Wi
Lhapping e
U bk g La SanEly Fras= Lewmid BT Thir Pein
i o o TR AL ol S 0 5 S e i (Tl ol T e e el il

Requisition Header Page: Once all requisition values have been reviewed and confirmed:

20. Select the APPROVE button. The system will display the approver comments page.

Request for EAMS Req D

g
15000000 USD Dy Pushback

[ Header is penaing your approval
£% inProcess

Summary
Business Unit SP Requisiion ID 0000000043

Rowted Date Howmber 5, 2020 Requisition Date  Howmber 5, 2020

Requester MO_PO_DPT_REQUISITION_PRCSR

nleded by MO_PO_DPT_REQUISITION_PRCSR

Budge! Header Status Mol Budget Checked

= Maore Information

Header comments and atachments »

Wiew Printable Version

- Lines

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

22. Select the SUBMIT button. This action will route the back requisition header page.

Cancel Approv | Submit

You are about to approve this request.

Approver Comments
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Lesson 2: Approve a Requisition

Lecture 1: 23. Select the APPROVAL CHAIN button. This action will route to the approval chain page.

Approve a
e Husguasnd fost AN Ry
Requisition 15000 S0
% i Frocess - Huflgie Sgproeers
S
1 LR BP B T M0I00043
Souted i Hyssmger 5 2020 Sequestion ez Ngvember ©. 2527
i Etal WD PO OFT REGUISITICRN_PRCSR T Al WO_PO_DFT_SEOLASITION PRCSS
gt Hasduat Siaiun St lockget S
w Mcww It
PRI e pra——
Vit FATIIDIE vErSioe
-
[ T Hem e o Keirsides Amasm
i Corduling TS0 DER s UED
Apgena Chan

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

24. Select the CLOSE button. This action will route back 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 Requisition Approvl »
T1/05/20 341 PM

%z Pending

Multiple Approvers
Reguisition Dollar Approver2 >

El Not Routed

Multiple Approvers
Reguisition Dollar Approver3 >
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Lesson 2: Approve a Requisition

Lecture 1: 25. Select the PENDING APPROVALS button. This action will route back to the pending
' approval page.

Approve a
Requisition
B Fasi § LW By K3
oM
B wrritea: unpe spgese
Ty
" 5 O DO
i tizenroer £ 160 it Rnamcee !
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Repeat all the steps discussed until all pending requisitions have been approved.

Pending Approvals

View By | Type ~

-
H
@ Al 1
Al 1 row
¥ Requisition 1 Requisition Add Requisition Name - SP / 0000000041 Routed
0.00 USD MD_PQ_DPT_REQUISITION_PRCSR 11/04/2020 >
A Medium Priority
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Lesson 2: Training Activity 1

Demonstration The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Instructions Please refer to Activity 7 on the SCM 201 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on their
workstation using the INFORMS training environment. Instructors will explain how to
log into INFORMS.

Users will perform the activity by following the SCM 201 Training Activity and Data
Sheet and by using the training materials as reference tools.

Instructor(s) are available to answer any questions.
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Lesson 2: Training Exercise 1

Debrief (True/False) The approver should validate that the market research provided meets the
standards set by the departments purchasing unit.
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Lecture 2:
Deny a
Requisition

Lesson 2: Approving a Requisition

Navigate to Approvals tile

1. Login to INFORMS and select the APPROVALS tile.

inferms

=)
ooy

Finance | Supply Chain (FSCM)

K,A
lai

Budget

10}
% o

Secorecard

inferms

Employee Self-Semvice Manager Self.Semvice Human Resources (HCM) Learning [ELM)
S 7] . . °
(= [P || B = an
9 e - ‘mm
COMING 500N COMING 500N COMING 500N CONBIA $00H
Analytics (OBIA) Capital Security Request Form About
ll/l " 1 59 -
o ol = T o o e T [
o EE = infsrms
L | [} ] ]

COMING 500N COMING SOON COMING 500N

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.

Note: Some approvers may have access to deny other supply chain or financial transactions on
this page. This lecture will only cover the denial of a requisition. Also, Miami-Dade County will

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.
Pending Approvals
View By = Type v v

@ 5
All 5rows

N Requisition 5 Requisition Add Req Name - SP / 1 Routed
0.00 USD MD_PO_DPT_REQUISITION_PRCSR 11/04/2020 7

A\ Medium Priorty

Requisition EAMS Req ID - SP / 0000000045 MD_PO_DPT_REQUISITION_PRCSR Routed :
150,000 00 USD A\ Medium Priority 1110572020
Requisition EAMS Req ID - SP / 0000000046 MD_PO_DPT_REQUISITION_PRCSR Routed 5
000 UsD A\ Medium Priority 11/0572020
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
40000 USD A\ Medium Priority 11/05/2020
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Lecture 2:
Deny a
Requisition

Lesson 2: Approving a Requisition
Requisition Header Approval Page: The requisition header approval page displays the
requisition header, lines, and approver comments. IMPORTANT! Approvers should review all
four layers of a requisition and comments/attachments before the final denial.

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

ngeedl i 1 OO
Spads UAD Appioeg Dy Fuidifiih

5 vewantaris panding sour seproval

B wProcacs

nichs Lnil 5P esulion 1 000000088
wiail Dona Pemembar 5, 2020 Bpisiios (et Plesimio S U0
li W0_PO_DRT_ADOUSSTION_PRCE Imersd by ME_PO_DPFT_FICUsIMOoN_Pecin
s Piot Budgel Creoied

Lies Nayrmies hem Cearrnighion Usrchmdine Amourt

Spyerayl Chain
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Lecture 2:
Deny a
Requisition

inferms

Lesson 2: Approving a Requisition

Review the comment text submitted by the requisitioner.

4. Select the ATTACHED FILE icon for each document that has been attached. IMPORTANT!
The approver should validate that the market research meets the standards set by the
departments purchasing unit. If the requisition requires a sourcing event, the attached
market research will help the Buyer in developing the sourcing event details.

5. Select the CLOSE button. The action will route back to the requisition header approval

w

page.
Requisition Header Comments and Attachments x
Business Unit SP
Requisition ID 0000000048
Header Details
 Comment 1
Required for operations.
Sequence Attached File
1 e Word_-_Documentum.docx

6. Select the MORE button. This action will route to the approval line detail page.

< Pending Approvals Requisition
Request for SP/0000000048
500.00 USD Deny Pushback

E Header is pending your approval

Q In Process

Summary
Business Unit SP Requisition ID 0000000048
Routed Date November 5, 2020 Requisition Date November 5, 2020
Requester MO_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 >
w Lines
1row
Line Number Item Description Merchandise Amount
1 test 500.00 USD >

Approver Comments

Approval Chain >
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Lecture 2:
Deny a
Requisition

Lesson 2: Approving a Requisition
Approval Line Detail Page: The approval line detail page displays the requisition line and
shipping information.

2. Review the Line Details section and confirm that the correct QUANTITY and PRICE are
listed.

3. Review the Shipping Information section and confirm that the SHIP TO, ATTENTION, and
DUE DATE fields are correct. IMPORTANT! A requisition could 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).

4. Select the MORE button. This action will route to the distribution page.

Approval Line Detail

500.00 USD

Business Unit SP Regquisition ID 0000000048
Line 1 item ID
Supplier Quantity 5 LE
Price 100.00 USD Ship To SP00000002
Category 90638
Shipping Information

Schedule ship To Quantity Price. Amount Attention Due Date

1 SP00000002 SLE 100.00 USD 500.00 USD MD_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. IMPORTANT! The accounting information entered at the beginning of the
procure-to-pay process (requisition) will carry over to the purchase order and voucher. It is
critical to the process that the correct ChartField values have been selected.

7.  Confirm the FUND CODE value.

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

IMPORTANT! 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.

11. Confirm the PC BUSINESS UNIT value. This field should reflect the business unit of the
requestor.
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Lesson 2: Approving a Requisition
12. Confirm the PROJECT value. This value is created in the project costing module and must

Lecture 2: _ ,
Denv 3 be in an active status.

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

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

14. Select the CLOSE button. This action will route the approver back to the approval line
details page.

Distributions X

Fluid Approval Distribution
Line 1
Schedule 1
Item Description test
Merchandise Amount 500.00 USD
Quantity 5.0000 LE

L GL . Fund PC
Distribution Requisition Merchandise Currency Code D:partment Account & Grant & Business

Line © Quantity < Business Amount ¢ Code <

Project Activity 1]
Unit & & Unit & M M

1 5.0000 MDADE 500.00 USD ES001 SPO0O1010000 5320210000 NO-GRANT

15. Select the BACK TO HEADER button. This action will route the approver back to the
requisition header approval page.

L R Approval Line Delail | - H '

Fhodaly ok NI Frica B 4 A ECT Do Dot
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Lecture 2:
Deny a
Requisition

Lesson 2: Approving a Requisition
Note: All approvers can deny a requisition. When a requisition is denied, the approval
workflow stops regardless of the approval level and sets the transaction back to the
requisitioner.

16. Select the DENY button. The system will display the approver comments page.

Hegeedl k4O

LT e Appiowe m Fushads

5 vesastaris paning st sepraeal
B i Procass

L &P ersucaliin 1D BOOL00004E

te Blowaimbst 5 2000

by MD_PD_DFT_RECLRSITION MeltR

s Mok Burigel Cresnnd

W PR e e

Liwes Sy e Cescrigtion Wsrctpndine Amoust

Note: The requisition approver should enter explicit comments explaining the reason for
denying the requisition. The approver's comments will be visible to the requisitioner.

17. Enter approver comments.
18. Select the SUBMIT button. This action will return the approver to the requisition header

page.

Cancel Deny Submit

You are about to deny this request.

Approver Comments
Incorrect quantity|
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Lesson 2: Approving a Requisition

Lecture 2: 19. Select the APPROVAL CHAIN button. This action will display the approval chain page.
Deny a < Pemding Approvals Requisition
Requisition St e (PG

(&) Deried on 117202020
Summary

Business Ut 29 Requesstion 1D DOOHNHHIB

Routed Dase  Movembsr & 30340 Riequesstion Dese Movermnber & 5050

Reguester MD_PO_DFT_REQUSITION_PRCSR Emtered by MO_PO_DPT_RECUISITION_PRCSR

Buadget Header Status Mot Budget Chesclosd
= are Information

Header comments and BEachmenis

View Printable Yersion

= Lines
T v
Lins Numbser Item Description Marchandies Amount
1 tast So00n WsD
Appieal Chain

Note: On this page, the approver can confirm that the requisition approval status reflects
Denied.

Approval Chain x

MD Requisition Approval
 Requisition 0000000048 Denied

Department |ID Approver

%) Denied

WMD_PO_DPT_RECQ_APRVR1
Department Reguisition Approv >
110520 4:30 PM

 Comments

MD_PO_DPT_REQ_APRVR1 at 11/05/20 - 4:30 PM
Incorrect quantity.
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Lesson 2: Training Exercise 2

Debrief (True/False) When a requisition is denied, the approval workflow stops regardless of
the approval level and sets the transaction back to the requisitioner.
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Lesson 2: Approving a Requisition
Navigate to Approvals tile

Lecture 3:
Pushback a 1. Select the APPROVALS tile.
Requisition __
) inferms
Finance | Supply Chain [FSCM) Approvals Budget Scorecard
M, = 00y oo
gaa @ @ llll

Employee Salf.Service Manager Self.Sarvice Human Resources (HCM) Leaming (ELM)
S E- -| 1] - hd
fm g il Eot -
g o im -
COMING 500N :%N:G s.’ou COMING SOON SO BOON
Analytics (DBIA} Capital Security Request Form About
il P | 2 .
~y cd ] - 11V &
g i — LNJ&rinis
L) L] L] L]
COMING SOON COMING SOON COMING SOON

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.

Note: Some approvers may have access to other supply chain or financial transactions on this
page. This lecture will only cover 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 -
@ Al 1
All 1 row
& Requisition 1 Requisition EAMS Req ID - SP /0000000043 MD_PO_DPT_REQUISITION_PRCSR Routed
150.000.00 USD /A Medium Priority 11/05/2020
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Lecture 3:
Pushback a
Requisition

Lesson 2: Approving a Requisition

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

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

Fosigerat bar LARKE Bpg 10
TS a0 ush

5 hsaitar i paroding i o prvad

B o Procass

il hlpaemies B JU00
¥ e WD _PO_DPT_REOUE THON PSR al lry WD_FO_DPT_RECUISITION_FreOSR

vtz Wl Busigel Craceed

["!:\:':fl:ﬁ"ml"“': and afachments ]

Lt N ey Eein Do Ofigptite Merzhandite Amcuil

anaubng 152,200 00 o

Aggrall Chian

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

IMPORTANT! The approver should validate that the market research meets the standards set
by the departments purchasing unit. If the requisition requires a sourcing event, the attached
market research will help the Buyer in developing the sourcing event details.

6. Select the CLOSE button. The action will route back to the requisition header approval
page.
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Lesson 2: Approving a Requisition

Lecture 3: Requisition Header Comments and Attachments
PUShbaCk a Business Unit SP

Requisition Requisition ID 0000000043

Header Details

w Comment 1

Sequence Attached File

1 w=a Word_-_Documentum.docx

7. Select the MORE button. This action will route to the approval line detail page.

Request for EAMS Req 1D
15000000 WSD

Approve Dany Pushback
[ Header is pending your approval

ﬂ In Process
Summary
Business Unit 5P

Requisition I 0000000043

Rowted Date  Movember 5, 2020 Reguisition Date  November 5, 2020

Requesier MO_PO_DPT_REQUISITION_PRCSR Entared by MD_PO_DPT_RECLRSITION_PRCSR

Budget Header Status. Not Budget Checked
+ More Infermation

Header commants and aflachments

Viaw Printabia Varsion

= Lines

1 row
Line Humber Rem Description Marchandise Amount
1 Consulting 150.000.00 USD
Approver Comments

Approwal Chaln

Approval Line Detail Page:
8. The approval line detail page displays the requisition line and shipping information.
9. Review the Line Detail section and confirm that the correct quantities and prices are listed.

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

IMPORTANT! A requisition could 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).
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Lecture 3:
Pushback a
Requisition

Lesson 2: Approving a Requisition
11. Select the MORE button. This action will route to the distribution page.

. ==
rr— Approval Line Detail # Q=™ : =
Consulting
150,000.00 USD
Lire Datails
Busimess Unit SP Requisiticn 10 0000000043
Line 1 e 10
Supglier Quantity 1 LE
Price 15000000 USD Ship To SPOOCDOD04
ategory  BDG3E
Shipping Information
Schadule Ship To Csantity Price Amaint Aftention Due Date
SPOMO0004 1LE 150,000.00 LUSD 150,000.00 LD MD_PO_DPT_REGLESTION_PRCER 2020-11-08 D

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

IMPORTANT! The accounting information entered at the beginning of the procure-to-pay process
(requisition) will carry over to the purchase order and voucher. It is critical to the process that the
correct ChartField values have been added.

12. Confirm the FUND CODE value.
13. Confirm the DEPARTMENT value.
14. Confirm the ACCOUNT value.

15. Confirm 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.

IMPORTANT! 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 it

is not being expensed to a project.

16. Confirm the PC BUSINESS UNIT value. This field should reflect the Business Unit of the
requestor.

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

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

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

20. Select the CLOSE button. The action will route back to the approval line details page.
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Lecture 3:
Pushback a
Requisition

Lesson 2: Approving a Requisition

inferms

Fluid Approval Distribution
Line
Schedule
Item Description
Merchandise Amount

Quantity

P A GL ] Fund
Distribution Requisition i Merchandise Currency Department N -
Line ¢ Quantity < ﬁ:;‘"j“ Amount ¢ Code < nge = Account ¢ Grant &
1 1.0000 MDADE 150000.00 LsD Gh005 1D01010000 5470120000 NO-GRAMNT

Distributions

1
1

Consulting
150,000.00 USD
1.0000 LE

PC
Business

Project Activity|
Unit N

\.r

21. Select the BACK TO HEADER button. This action will route back to the requisition header

approval page.

€ Back o Header

Consulting
150.000,00 USD
Line Details
Busimass Umit SP
Lime 1
Supphier
Price 150,00000 USD
Cafegory BS0638
Shipging Informaticn
Schedule Ship To Quantity Price
1 SPOODOD004 ilE 150,000.00 USD

Approval Line Detail

Amaount

150,000,000 S0

Requisition 10 0000000043
Item 1D
Cuantity 1 LE

Ship To  SPOO000004

Attention

MD_PO_DPT_REQLESITION_PRCSR

Due Daie

2020-11-06
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Lesson 2: Approving a Requisition
Requisition Header Page:

Lecture 3:
PUSht_)?C_k a Note: Only the second, third, and or fourth approvers can use the pushback functionality. A
Requisition pushback action returns the transaction to the previous approval step, requiring the prior approver

to reevaluate the approval. The meaning of pushback is that the approver is questioning the prior
step’s approval and is requesting clarification on the transaction before a potential denial of the
transaction (will be covered in another lecture).

22. Select the PUSHBACK button once all requisition values have been reviewed and confirmed.
The system will display the approver comments page.

& Pawefing Aporovsin Requisition ® O m =

Rl far EAME Reg 10
5 bwacdaris panding pour eprova

B P

tummn b A P lain Wiwemsed §J00
Wl WD_FO_DPT_REOUEITION _PReCS i lry W3 FO_DFT_REDUEITION_PROSR
dyet Header Seates Wl Budget Chected
Heaaer comments and aachments
o
Lt M il i Dot figliia MErEhandite Amduil
armAuling 152,200 00
nain

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

23. Select the SUBMIT button. This action will return to the requisition header page.

Cancel Pushback

You are about to pushback this request.

Approver Comments
Meed more information |
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Lecture 3:
Pushback a
Requisition

Lesson 2: Approving a Requisition
24. Select the APPROVAL CHAIN button. This action will display the approval chain page.

£ Pending Approvils

Request for EAMS Req D
150.000.00 W3D

£} i Process

‘View Printable Version
= Lines

Liré Nusmiber

1

Approver Commeants

ﬁ Header s pending your approval

Summarny
Business Unit SP
Routed Date Mevember 5, 2020
Requester WD_PO_DPT_REQUISITION_PRCSR
= More Information
Header commenls and aHachments »

M Dessriplion

Cansulting

Approval Chain

Requisition

Requisition [0 0000000043
Requisition Date  November 5, 2020
Embered by MD_FO_DPT_RECANSITION_FRCSR

Badijet Header Statas. Mot Budget Chacked

MheTe han dise Amdunt

150,000.00 USD

Note: On this page, the approver can confirm that their approval status reflects Push Back, and
the prior approvers status changed to Pending.

MD Requisition Approval
= EAMS Req ID

Start New Path

Department ID Approver
Z Pending

MD_PO_DPT_REQ_APRWR1
Department Requisition Approwvi

& Pushed Back

MD_PO_DPT_REQ_APRWRZ
Requisition Dollar Approver2
11005420 515 PM

El Mot Routed

Multiple Approvers
Requisition Deollar Approverd

 Comments

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

Measd more information.

Approval Chain *

Pending
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Lesson 1: Training Exercise 3

Debrief (True/False) The meaning of pushback is that the approver is questioning the prior
step’s approval and is requesting clarification on the transaction before a potential
denial of the transaction

(True/False) The first, second, third, and or fourth approvers can use the pushback
functionality.
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Lecture 4:
Hold a
Requisition

inferms

Lesson 2: Approving a Requisition
Navigation to: Approvals tile

1. Login to INFORMS and select the APPROVALS tile.

s ) inferms
#« Q™ =

Finance ! Supply Chain (FSCM) Scorecard

K, N

3 R,
2y @ ||l|

Employes Self.Service Manager Self. Service Human Resources (HCM) Learmning [ELM)
U 7 - . o
=P | 0 4L “I-I
3K : .* im
COMING 500N COMING 500M COMING SOON CONBG 500N
Analytics (OBIA) Capital Security Request Form About
@ g | *
e’ "' 9 — T T*I YV 0
o = nferms
L L] u [ ]
COMING SOON COMING SOON COMING SOON

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.

Note: Some approvers may have access to hold other supply chain or financial transactions on this
page. This lecture will only cover the hold of a requisition. Also, Miami-Dade County will 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
@& o 6
All 6 rows
& Requisition & Requisition EAMS Req ID - SP /0000000057 MD_PO_DPT_REQUISITION_PRCSR Routed N
20000 USD A\ Wedium Priority 11/17/2020
Requisition EAMS REQ ID - SP / 0000000058 MD_PO_DPT_REQUISITION_PRCSR Routed
20000 USD /A Medium Priority 111772020
Requisition EAMS REQ ID - SP / 0000000058 MD_PO_DPT_REQUISITION_PRCSR Routed
>
900.00 USD /A Medium Priority 11/17/2020
Requisition EAMS Req ID - SP / 0000000060 MD_PO_DPT_REQUISITION_PRCSR Routed N
000 USD A\ Medium Priority 1119/2020
Requisition EAMS REQ ID - IT / 0000000150 MD_PO_DPT_REQUISITION_PRCSR Routed
3 - - - - >
13.94 USD A\ Wedium Priority 11/27/2020
Requisition EAMS REQ 1D - IT / 0000000153 MD_PO_DPT_REQUISITION_PRCSR Routed 5
2788 USD /A Medium Priority 11/29/2020
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Lesson 2: Approving a Requisition
Requisition Header Approval Page: The requisition header approval page displays the requisition

Lecture 4: header, lines, and approver comments. IMPORTANT! Approvers should review all four layers of a
Hold a requisition and comments/attachments before taking action.
Requisition

2.  Select the MORE button. The system will display the additional approval tasks.

Request for EAMS REQ ID

2788 USD Deny More

E Header is pending your approval

g In Process

Summary

Business Unit [T Requisition ID 0000000153
Routed Date November 29, 2020 Requisition Date November 29, 2020
Requester MD_PO_DPT_REQUISITION_PRCSR Entered by MD_PO_DPT_REQUISITION_PRCSR

Budget Header Status Not Budget Checked

~ More Information

View Printable Version >
~ Lines
1 row
Line Number Item Description Merchandise Amount
1 JAM Paper(R) Printer Paper, Letter Size (8 1/2 x 11), 80 Lb, Silver Stardream Metallic, Ream Of 25 Sheets 2788 USD >

Approver Comments

Approval Chain >

IMPORTANT! 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 will display the approver comments page.

£ Panding Approvals Requisition

Resguast for EAMS REG ID

= Lt o

[ Header b prercing your approval

E_hpm Paskback
Bassimass Unit 1T Regulsiton I OO0GG00153

Rowtsd Date Nawember 79 2000
Requester WD _PO_DPT_REQUISITION_PRCSR

Reguisiton Date  Nowember 28, 70210
Entered by WD _PO_DPT_REQUISITION_PRCSR
Bisdget Hesder Satus Mot Budpst Ctit kivd
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Lesson 2: Approving a Requisition

Note: The requisition approver should enter explicit comments explaining the reason for holding
Lecture 4: _— , . . I
the requisition. The approver’s comments will be visible to the requisitioner.
Hold a 4. Enter approver comments.

Requisition 5. Select the SUBMIT button. This action will return 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 will display the approval chain page.

Regeesi for EAMS REG 1D
2THE USD

5 Header i= pending your approsal

Summary

Business Uniz [T Raguisizion ID  OO0MK1 53
Routed Date  Movernber 28 2020 Requisition Date Mowember 25, 2080
Regesster MO_PO_DET_REOUSITION FRCSH Entered by MD_PO_DFT_RECUISITION PRCSR
Budgst Header Status Mol Dudgel Cheg e

w More Information
Wi Printable Version ]

w Lindd

Lime Mussbar B Decription MarchanSse Amourt

1 Ll Pagan|H | Frimier Baper, Lafar Sire (8 13 x 11), B3 LG, Sder SRandraam Metalc Ream OF 20 Shaets #TBR =D

Approreer Comesents

Apgeewal Chain H
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Lecture 4: Hold
a Requisition

Lesson 2: Approving a Requisition
IMPORTANT! The approver can confirm that the requisition approval status reflects on hold.
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Lesson 2: Training Exercise 4

Debrief (True/False) 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.
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Lesson 2: Lesson Summary

Lesson Having completed the Manage and Record Requisitions lesson, users should be able to:

Summary e Approve a Requisition
TRk e Deny a Requisition

' V ' e Pushback a Requisition
/ [ ]

Hold a Requisition

137



nferms
End-User Training Guide — SCM 201: Manage and Record Requisition y:?’ . -

Module 4: Course Summary

Objectives Congratulations! You have completed the Manage and Record Requisitions Course. You now
Achieved should be able to:
T e Create a Requisition
: V ' e Manage a Requisition
& e Approve a Requisition
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Additional
Training and Job
Aids

Module 4: Course Summary

Other training courses you may be eligible to take, based on the roles you are assigned,
include:

e SCM 201 — Manage and Record Requisitions

e SCM 202 — Manage and Record Purchase Orders

e SCM 203 — Record Receipt of Goods and Services

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

e SCM 301 - Central Supplier Contract Management

e FIN 303 — Central Supplier Management

Users also have the following resources available:

User Productivity Kits

e Create and Edit a Requisition

o Create a Web Supplier Requisition

e Create a Special Request Requisition
e Copy a Requisition

e Cancel a Requisition

e Approve Requisition

Job Aids
e N/A

For additional Information, be sure to visit:
e Miamidade.gov/informs
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Key
Terms

Approval Line Detail
Page

inferms

Module 4: Course Summary

The following key terms are used in this course:

Term Definition

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

Attention To

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

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. Sometimes the term is used

by the INFORMS team to reference a specific field within the chart of
accounts (i.e., Fund, Account, Dept ID).

Checkout Page

the last step before submitting the requisition for approval.

Distribution Page

The Distribution Page is the fourth layer of a requisition used to enter
accounting information (ChartFields).

Due Date

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

Edit Requisition Page

The Edit Requisition Page enables the requisitioner to make changes to
the requisition.

eProcurement

the 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 more straightforward online template.

Favorites A user's personal list of navigation shortcuts.

Fund Code The primary structural units of Education and Government accounting.
At MDC this will capture the source of revenue\expenses and be a self-
balancing ChartField.

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 Page

The Items Detail Page displays the item description, negotiated price,
and availability for all items that meet the selected item category.

Line Details Page

The Line Details Page is used to verify and edit additional details for a
line.
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Key
Terms

L

inferms

Module 4: Course Summary

The following key terms are used in this course:

Term
Manufacturer Item ID

‘ Definition
Displays the EAMS Manufacturer ID. This field is required for the
EAMS and INFORMS integration.

My Requisitions Page

Used to view or take action on requisitions created by the
requisitioner.

National Institute of
Government Purchasing
(NIGP) Code

A standard taxonomy for classifying goods and services. The intent
of adopting a universal taxonomy is to improve visibility and conduct
an in-depth analysis of spending to inform sourcing strategies and
improve buying efficiency.

Pending Approval Page

The Pending Approval Page displays pending requisition header
information for the approver to review.

Product Details Page

The Product Details Page provides item attributes such as the
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 PO
Requestor A user that needs to procure goods or services.

Requisition Header
Approval Page

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

Requisition ID

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

Requisition Lines section

Also known as the “Line,” and the second layer of a requisition, the
requisition lines section displays item details, adds functionality, and
accesses the other requisition layers.

Requisition Lines

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

Requisition Name

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

Requisition Summary

Also known as the “Header” and the first layer of a requisition, the
Requisition Summary displays default values from the requisitioner’s
user profile (i.e., business unit, requestor, and currency).
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Module 4: Course Summary

Key The following key terms are used in this course:
Terms Term ‘ Definition
Requisition 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 the
purchase and how much of the total price each department should
pay.

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

Search Results Page The Search Results Page displays all items that met the search criteria.

Ship To The department location where the supplier will ship the order.

Shopping Cart Page The shopping cart page enables the requestor to review and update
the shopping cart before proceeding to the checkout page.

Shopping Cart Page Enables the requestor to review and update the shopping cart before
proceeding to the checkout page.

Special Request A method that allows requisitioners to enter item descriptions for
goods or services that may not be active in the internal or external
catalogs.

Supplier Item ID Field will be used by certain departments to reflect EAMS Item ID

Templates Allows requisitioners to group items together to simplify ordering.

Web Suppliers Page The web suppliers page displays only those suppliers who have

established a direct connection with Miami Dade County.
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