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Ground Rules

Be on time

_D Turn off your cell
l phones when in class

Participate actively in
class; refrain from
email and internet use

Attendance

Take breaks as needed

Feel free to ask
guestions




Course Overview

Course Description This course provides a comprehensive review of Managing and
Recording Requisitions

This course consists of the following modules:
« Module 1: Course Introduction

* Module 2: Manage and Record Requisitions
* Module 3: Manage a Requisition

 Module 4: Course Summary

Training Audiences « Department Requisition Processor
« Department Buyer
* Department PO Processor

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

Estimated Duration 2 Hours and 30 Minutes




Course Outline

Module 1: Course Introduction

Module 2: Manage and Record Requisitions

« Lesson 1: Creating a Requisition From the Master Item Catalog
o Lecture 1: Selecting an Item
o Lecture 2: Creating a Requisition from the Master Item Catalog
o Lecture 3: Creating a Requisition from Web Suppliers
o Lecture 4: Creating a Special Request

Module 3: Managing a Requisition

« Lesson 1. Manage a Requisition
o Lecture 1: Copy a Requisition
o Lecture 2: Edit a Requisition

o Lecture 3: View and Print a Requisition

COUNTY




Course Qutline

Module 3: Manage a Requisition (cont.)

« Lesson 1. Manage a Requisition
o Lecture 4: Cancel a Requisition

« Lesson 2: Approving a Requisition
o Lecture 1: Approve a Requisition
o Lecture 2: Deny a Requisition
o Lecture 3: Pushback a Requisition
o Lecture 4: Hold a Requisition

Module 4: Course Summary
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Module 1: Course Introduction

Course Administration and Logistics
Learning Objectives

Roles and Responsibilities
Navigation

Key Changes to the Business Process
The End-to-End Business Process

Introduction to Demonstrations, Activities, and Exercises
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Course Administration and Logistics

.
To receive credit for m Please turn off your
completing this course, ﬂ _ cell phones and
you must record your | refrain from checking
attendance at the a email and the

beginning and end of Internet while in class
class

Take Breaks at

Actively participate in
scheduled times

class

Be back from Breaks

Ask questions; this :
on time

is your time to learn




Learning Objectives

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

5 * Have a high-level understanding of the procure-to-pay process

* Understand the lifecycle of a requisition
* Understand the components of a requisition

| B

* Create a requisition

* Manage a requisition

* Navigate the requisition approval process




Roles and Responsibilities

The roles and responsibilities associated with Receivables Processing
include:

Role Responsibilities

Department Buyer The Department Buyer has the ability to create and update Purchase
Orders (PO), Change Orders - enter PO or source a PO from requisition, or
change orders and dispatch.

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

Purchase orders prior to final PO approval.




Navigation

1. Login to INFORMS and select Finance/ Supply Chain (FSCM) from
the home landing page below.
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Navigation

2. Select Supply Chain Operations

Financs | Supply Chain (FHCM)
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Navigation

3. Select eProcurement




Navigation

4. Select Create Requisition




The Key Changes in the Business Process

e INFORMS is the system of record for requisitions

« Transit is the only department integrating EAMS requisitions.

5 * 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.

 Item Categories (5 Digits)
— * Items (7 or 11 Digits)

e Standard requisition workflow
* Dollar Thresholds
* |tem Categories
* ChartField Values
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The Key Changes in the Business Process

e Web Suppliers
« Office Depot

« Grainger




The End-to-End B

usiness Process

PROCURE TO PAY

Business Process
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The End-to-End Business Process

The INFORMS Procure-to-pay process consists of the following high-
level steps:

5 * Requisitions
* Sourcing Event

* Contract

— * Purchase Order

| * Receipt
* Voucher
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Introduction to Demonstrations, Activities,
and Exercises

* Users will take part in three types of hands-on learning throughout
this course: Instructor Demonstrations, Training Activities, and
Training Exercises.

Instructor Training Training
Demonstrations Activities Exercises
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Module 1: Course Introduction Summary

Module Topics

Course Administration and Logistics
Learning Objectives

Roles and Responsibilities
Navigation

Key Changes to the Business Process
The End-to-End Business Process

Introduction to Demonstrations, Activities, and Exercises




Module 2: Manage and Record Requisitions

Module Introduction

« Lesson 1. Create a Requisition
o Lecture 1: Selecting an Item
o Lecture 2: Creating a Requisition from the Master Item Catalog
o Lecture 3: Creating a Requisition from Web Suppliers

o Lecture 4: Creating a Special Request




Lecture 1: Selecting an Iltem

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 several of the options.




Lecture 1: Selecting an Iltem

Catalogs

w ltem Category

Iltems
[ Recycled Office Supplies (561)
Recycled Office Furniture: G5
[] Bookshelves, Chairs, Credenzas,
C (86)

L] Envelopes: Clasp, String, etc. (6)

Office Machines, Equipment,
[ Accessories, and Supplies,
Recyc (2)

— Recycled Office Fumniture: File

v Search Results

%5 Compare

42565202605 ()

"CABINETS, RECYCLED, LATERAL
FILING, 36 IN. WIDE, 5 ROLL OUT
SHELVES W/RECEDING DOOR, 1
POSTING SHELF, POLISHED

il prplned

*0.0000

Units

“% Add to Cart

Items 1 through 50

Supplier 1D
Supplied ledm 0D
Manuiaciwrer 1D
Manufacharer
MiTg M 1D

Lead Time Days
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Lecture 1: Selecting an Iltem

Web Supplier (Punchout)

N/ Browse Catalogs
= hem History

3¢ Favorites

E Templates

“5 Web Suppliers

Web Suppliers

Grainger Punch Out

Office Depot Punch Out




Lecture 1: Selecting an Iltem

Special Request

N/ Browse Catalogs Special Requests
*Item Description
= ltem History
W Favorites *Price *Currency Code USD
“Quantity “Unit of Measure
E Templates
. “Category #] Due Date
.a Web Suppliers
Supplier ID Supplier Name
#7 Special Requests Q
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Lecture 1: Selecting an Iltem

Express Item Entry

Express Item Entry

Line Personalize | Find | View All| &2/ | EX First ‘4 10of1 ‘b Last
Details Suppher Information tem Information [Ferh

ltermn 1D Description Chuantity Lo Category Price Merchandise Currency

Amount

1 a 'r 2 - usD | ==

Add to Cart
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Lecture 1: Selecting an Iltem

Favorites

N/ Browse Catalogs
™ hem History

4 Favorites

[ Templates

£ Web Suppliers
I-f' Special Reguests

4. Fixed Cost Senice

Favorites

Favorites

T oAdd

O

@ Adato Templata(s)

7 Dalate Selected

ltem Description ©

AUTOMOBILE, GAS/ELECTRIC, PLUG-IN

HYBRID, COMPACT SEDAN

m
L]
1
q
m
m

Supplier Name <

W W Grainger Inc

FLORIDA
INTERNATIONAL
UNWERSITY

Price -

1.00

200.00

Currency UOM Quantity

uso EA

usD EA

" Add

w Add

@ Delete

@ Delete

4 POws

3

3




Lecture 1: Selecting an Iltem

Templates

! Browse Catalogs Templates
= Item History Company Templates 4rd

Description - Quantity -
o Favorites

Purchasing Kit Test w Add 3
E Templates

Cycle 5 ™ Add 5
£ Web Suppliers

Cycle 3 ' Add 3
P:' Special Regquests
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Lecture 1: How to Create Items Manually

Online

Most of the time, item processors will not have to manually create
pending items. In the case that they do, users must navigate to the
Create Receivables Items page.

* Finance/Supply Chain (FSCM) > Credit to Cash Operations >
Receivables > My Receivables Items > Create Receivable Items

[1.] My Receivables Design
B My Customers & Contacts

% My Receivables Items

Online ltems

Create Receivables Iltems

Group Entry

Eind an Existing Value Add a New Value

Review Pending ltems

eeeeeeeeeeeeeeeee

Receivables




Lecture 1: Activities and Exercises




Lecture 2: Create a Requisition

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

« Miami-Dade County (MDC) has adopted the National Institute
of Government Purchasing (NIGP) 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.




Lecture 2: 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.




Lecture 2: Create a Requisition

1. Enter the description of the item on the SEARCH field located

at the top of the page.

Create Requisition

@ Advanced Seach  Requisifion Defsuls
= T
 ltem Category
[] Censtrudtion, Sewer and
Storm Drain {579) B, Conpam
Lamps, Construction
[ Equpment, Portable, Shop 28091251308 (=)
and Work S (400) . . - 3
FLATWARE, STAINLESS STEEL, 18% CHROME CONTENT, 3 DOZICTH, —WiNDeGR 0.0000
Conskudion, Streets, Major FATTERN™, DIMENSION APPROX. STAMPED WITH MFG. STANDARD MARKING, K™ Cariza
L1 and Residertial Including ENTRE, 842 IN., MIN, WT. PER GROSS 23 LB, PLAIN EDGE, 1 PIECE CONSTRUCTION -
Reco (308) poZICTH W Add 1 Cant
Canstuction, Waer Systam, —_—
Flanks, Leain and Sendce Ling o
(131 2009128100 )
Constnahon, Brdge and FLATWARE, STAMLESS STEEL, 18% CHROME CONTENT, 3 DOZ/CTH, “WINDSOR $0.0000
[0 Crawbrigge, Including PATTERN™, DIMENSION APPROX. STAMPED WITH MFG. STANDARD MARKING, KNVES Carice
Reconstrucko (143) ENTRE, 812 IN., MIN, WT. PER GROSS 23 LB, PLAIN EDGE, 1 PIECE CONSTRUCTION - 3
[ Constucdion, Pipe Cubest m DOZCTH * W Add o Cart
{135) : .
Canstucion, General: Bauidill .
[ Senvces. Dipging, Ditching, 26091251207 &)
108 FLATWARE, STANLESS STEEL, 18% CHROME CONTENT. 3 DOZ/CTH, "WINDSOR #0.0000
Earth Maving Equipment PATTERN™, DIMENSION APPROY. STAMPED WITH MFG. STANDARD MARKING, KNIVES, [
[ Graders, Dozers, Loaders, ENTRE, 8-%/2 IN., MIN. WT. PER GROSS 23 LB, SERRATED EDGE, ONEFIECE
#le. Renta (20) COMNSTRUCTION - 3 DOZCTH W Add to Cart
File Folders: Expanding Suppher
Emvelopes, Wallels, #ic. (T8)
Signs: Conslruction, Induding 0545207359 () $0.0000
U ?;?;Up Tipe Message Signs LAMPS, MINIATURE, FLASHLIGHT ARID HAMD LANTERN, 3 "0 CELL, KRYFTON, RAY: Cans
O-MAC NO. K3-2 OR EQUAL - 12/CASE ~
Move o W Add to Cart

# qQ : =
v..'.'ﬁ.i
Hedna 1 through 50 of 3569
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Lecture 2: Create a Requisition

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.

3.1t Is recommended that the requester enter the 5-digit NIGP
item category (formally known as Commodity Code) on the

ITEM ID field.
4. Select the dropdown
5. Select the BEGINS WITH option.




Lecture 2: Create a Requisition

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

s | Advanced Search x | inferms
= SO A 1
Clear Search }

w

Search Name




Lecture 2: Create a Requisition

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

Create Requisition

Advanced Search Requestion Defaulls

1= -
- 1

Search Results

« |tem Category
O General Constructon, torms

Architectural Services (1) | | E:Compare

« Manufacturer Name

90638000000 (=) + Contract  Price Brea
General Construction, Architectural Services
Supplier ROYAL CARIBEEAN CRUNSES LTD 4

] No Value (1)

= Supplier Name

[ ROYAL CARBBEAN CRUISES u
LTD (1)

» Priferred Supplier

O ves (1)

lterns 1 through 1 of 1




Lecture 2: Create a Requisition

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

the shopping cart page.

)

Create Requisition

w Ham Category
e B ! |
Caeneral Cansinchinn
ArChilsr gl Seraces (1 =] ] S o

w [0 T turer Mlaimie
e T T - *0.0000
Gensaral Consiachon, Anhiecural Sareces

- Supplier Mame phar WAL CARIIOLAN CHUISES LTD O Bl v Cnt

FPAL CARHHEAN CHUISES m
LD ¢1)

w Pratarmed SUppliar

s 1

inferms

s 1 through 1 of 1
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Lecture 2: 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.

Create Requisition #fqQ ! =

e, () o

aantey

n EE

Tatal 150000 00 USD




Lecture 2: Create a Requisition

Checkout Page: The checkout page is the last step before
submitting the requisition for approval. The HEADER
COMMENTS/ATTACHMENTS button is available to enter
comment text and add attachments.

Create Requisition #Q : =




Lecture 2: Create a Requisition

The HEADER COMMENTS/ATTACHMENTS button is available
to enter comment text and add attachments. The requisitioner
should enter any essential information on the COMMENT TEXT
field relevant to the item's sourcing.

inferms

& Ovder Tolal 000 USD

Bursingsy Lies 5P : FLRTEE ]
it B Ml Mﬁzﬂx Bk A et




Lecture 2: Create a Requisition

The Requisition Lines section (also known as the "Line," and
the second layer of a requisition) display item details, add
5 functionality and access the other requisition layers.

MIAM




Lecture 2: Create a Requisition

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.

Lol Jemediles Detail [ S
Lims 1  Geseral Comifrecien Aichilechiral Servicen
T BN il A0 L
s L
v 1a00
EEr
G
: o L
fomegule “Lhip L i g Cpadirry Pr; Fis Tuek [ Lridesa 1
1 EP u 1016 W AMERICA WAY LEasa, F| { (a8 0 () a0 (5 P B "




Lecture 2: Create a Requis

1ition

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. Select the

DONE button when all the ChartFielo

values have been selected.

The system will then return to the Checkout page.

ttttt




Lecture 2: Create a Requisition

Select the LINE DETAILS button located on the Requisition Lines

section

Chachout

Create Hequanition




Lecture 2: Create a Requisition

Line Details Page: The Line Detalls 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.

aaaaa




Lecture 2: Create a Requisition

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

h. page.




Lecture 2: Create a Requisition

Save Confirmation Page: The Save confirmation page is
iIntended 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.

Create Requisition N Q=

My Hegueton Craaty Mew SRl ko




Lecture 2: Create a Requisition

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




Lecture 1: Activities and Exercises




Lecture 3: Creating a Requisition from Web
Suppliers

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




Lecture 3: Creating a Requisition from Web
Suppliers

What is a web supplier (Punchout)? The abllity 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.




Lecture 3: Creating a Requisition from Web

Suppliers

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. Select the WEB SUPPLIERS button to
access the Web Supplier page.

Create Requisition # O
®

e Web Suppliers

4% Fined Cosl Sendce




Lecture 3: Creating a Requisition from Web

Suppliers

Web Suppliers Page: The web suppliers page displays only
those suppliers who have established a direct connection with

Miami-Dade County.

Create Requisition #fQ : =
@ AdvancedSearch  Requisition Defaults ‘k

N Browse Catalogs Web Suppliers

= Item History Grainger Punch Oul

(Offica Dapaot Punch Out

]ﬁ Special Requests

“ Fixed Cost Sendce

47) Variable Cost Sendca

(=]

&) Time and Materials




Lecture 3: Creating a Requisition from Web
Suppliers

Catalog Page: The catalog page will vary by supplier. However,
both will have basic and advance search options. Each option

enables the requisitioner to key specific information to route them

to the item category or item details.

Creats Requisition # Q

e -
E Prg=ducts © i egrch -;j__l EI"'"E'“ E‘mﬂm_ E-:::un .
¥

" e i Deder By Ham 7, Sl ks

mememe

Priprizlsry Aame




Lecture 3: Creating a Requisition from Web
Suppliers

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

criteria.

Pencils




Lecture 3: Creating a Requisition from Web
Suppliers

Items Detalil Page: The items detall page displays the item
description, negotiated price, and availabllity for all items that
meet the selected item category (i.e., Wood Pencils). 5. Select
the ITEM icon. This action will route the requisitioner to the

product details page.




Lecture 3: Creating a Requisition from Web
Suppliers

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.

‘@ e Q) @ msssue (07557 (G @
[ Grd . e

Home | Office Supplies * Pans, Pan 2 Markers | Pencils / Wood Pencils 51_54 box

Product Detals ] i
Ticonderoga® Pencils , Pre-Sharpened, #2 So -1 2 |+
Lead, Yellow Barrel, Box Of 30 o

bemn #/0045¢ | Manuincturer #1 Delivery

E Others alse purchased
B 0 Oifice Depol® Brand
'f_ |..Il:. Ir] S, CHTH wlKIE
$0.89 Sale




Lecture 3: Creating a Requisition from Web

Suppliers

Shopping Cart Review Page: The shopping cart review page
will provide a summary of the item that was selected. The
requisitioner will see a brief description of the item, unit price, and

guantity.
‘@ e Q| @ maasen (DT CAG™ H@ssas

Find Your Product

The itern listed below was added to your shopping cart. Meed Help?

Bescrigiion Wour Proeunit Oy, "

Thoondaroga ® Penclls | Pre-Sharpened, 53 Soft Load, Yellow Barrel, Box &4 18 F1E oea




Lecture 3: Creating a Requisition from Web

Suppliers

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 detalls, quantities per item, unit price, and
any additional fees that are applicable. Also, there are options to
remove an item or continue shopping. Select the CHECKOUT
button. .

[, Shopping Lists

Shopping Cart

Shipping Qty. Price

aaaaaaaaaaaa

$0.30 MIAM




Lecture 3: Creating a Requisition from Web
Suppliers

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).

Connnisé Shopping Save Submit

Checkout

Business it PR

Ordeds Total 1523 USD




Lecture 3: Creating a Requisition from Web
Suppliers

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

Checkout

e SO AT P L

Hudpet Che




Lecture 3: Creating a Requisition from Web
Suppliers

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

requisition

Creste Requidition A#Q : =
by Ml 4 2 P g o




Lecture 1: Activities and Exercises
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Lecture 4: Creating a Special Request

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




Lecture 4: Creating a Special Request

What is a Special Request? A Special Request is used to
create a requisition for items and or item categories not included
In the Miami-Dade Item Catalog. A special request can be routed

to the MDC Item Master to establish or activate a new NIGP item
or item category.

\\\\\\\\\\\\\\\\\

*Price *Currency Code |USD

*Categry | &  DueDate
fa Web Suppliers

\\\\\\\\\\\\\\\\\\\\\\\\\
uuuuuuuu
\\\\\\\\\\\\\\\

a7) Variable Cost Service
Suggest New Supplier
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

rrrrrrrrrrrrrrrrrrrrrrr

nnnnnnnnnnnnnnnnnnnnnn




Lecture 4: Creating a Special Request

Select the ADD button. Once the requisitioner has selected and

entered all the required fields, update the shopping cart wit
special request item details and display a count on the sho
cart icon. Select the SHOPPING CART button to confirm a

items, quantities, and costs are correct.

»

n the
Dping

| line

MIAM




Lecture 4: Creating a Special Request

HEADER COMMENTS/ATTACHMENTS: 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.

cancel Requisition Header Comments and Attachments |uc.nq]

Comment Text

Add Attachment

Attachments 9 rowe

View Attachment Send to Supplier
Documentum, docx Ho




Lecture 4: Creating a Special Request

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

5 Cemical D siriburtion
g ke ]

Fiard Codde Deparomeent Aot Gram P Busiaes s Uit Propeci AL Soairce Type
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Lecture 4: Creating a Special Request

The following instruction is for departments (i.e., Transit) who
leverage the EAMS and INFORMS integration. Select the LINE
DETAILS button located on the Requisition Lines section.




Lecture 4: Creating a Special Request

The Line Detalils 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. Select the DONE button when updates and relevant
fields are verified.
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Lecture 4: Creating a Special Request

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

page.




Lecture 1: Activities and Exercises




Lesson 1: Lesson Summary

Having completed the Create a Requisition lesson, users should be able
to:

5 * Select an Item

* Create a Requisition from the Master Item Catalog
* Create a Requisition from Web Suppliers
* Create a Special Request




Module 3: Managing a Requisition

Module Introduction

Lesson 1: Manage a Requisition
o Lecture 1: Copy a Requisition
o Lecture 2: Edit a Requisition
o Lecture 3: View and Print a Requisition
o Lecture 4: Cancel a Requisition

« Lesson 2: Approving a Requisition
o Lecture 1: Approve a Requisition
o Lecture 2: Deny a Requisition
o Lecture 3: Pushback a Requisition
o Lecture 4: Hold a Requisition

COUNTY
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Lecture 1: Copy a Requisition

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




Lecture 1: Copy a Requisition

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. Select
the RELATED ACTION icon followed by the COPY option.
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Lecture 1: Copy a Requisition

The copy functionality defaults the requisition header, line,
schedule, and distribution detalls 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.




Lecture 1: Copy a Requisition

The Shopping Cart page displays recently selected or copied
items from a requisition. The requisitioner can update the
requisition name, guantity, 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.

..-HH-HH-HHI u-u-l\.i-.I-Et_ I
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Lecture 1: Copy a Requisition

The Shopping Cart page displays recently selected or copied
items from a requisition. The requisitioner can update the
requisition name, guantity, 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.
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Lecture 1: Activities and Exercises
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Lecture 2: Edit a Requisition

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




Lecture 2: Edit a Requisition

Select the RELATED ACTION icon followed by the EDIT option.
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Lecture 2: Edit a Requisition

The Edit Requisition page enables the requisitioner to make
changes to the requisition. Changes include guantity, 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.

L ] [ Reiquaivfon

# 0 ; =
iRy L ey I.Il-hlllll.-‘.

Thosppire Car tor Boeusition I SO00G0IT AT

b U




Lecture 2: Edit a Requisition

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.




Lecture 2: Edit a Requisition

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

Checkout for Requeaibon ID 0000000151
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Lecture 2: Edit a Requisition

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.
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Lecture 1: Activities and Exercises
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Lecture 3: Edit a Requisition

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




Lecture 3: Edit a Requisition

Select the RELATED ACTION icon followed by the EDIT option.
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Lecture 3: Edit a Requisition

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

hl the requisition.

[] Do you want to print the requisition with distribution details ?

Yes No




Lecture 3: Edit a Requisition

Depending on the browser, select the PRINT option.

Business Unit: IT Requester: MD_PO_DPT_REQUISITION_PRCSR Status: Approved
Requisition: 0000000151 Requested By: MD_PO_DPT_REQUISITION_PRCSR  Currency: USD
Requisition Name: EAMS REQ ID Entered Date: 11/27/20 Requisition Total: 27.88
Line: 1 lem Description: JAM Paper(R) Printer Paper, Letter Size (8 Quantity:  2.0000 UOM:PK  Price: 139400  Line Total: 27.83
112 x 11), 80 Lb, Siver Stardream Metallic, Ream Of 25
Sheets
Line Status: Approved
Ship Lnr 1 Ship To: IDO0000003 Address: My‘ 2.0000
Ship Via: COMMON Freight Terms:DES 0101040501010
- MIAMI FL 33136
United States
Dist Status Location Qty PCT Amount GL Unit Account
1 Open |DOC000003 2.0000 100.00 2788 MDADE 9320210000
Dept Oper Unit Fund
m{1010000 NO-GRANT G5001
Open QTY PGBU Project Activity Open Amt
2.0000 IT TADREMEDYADHOC ADDITIONALCHRGS 0.000
GL Base Amount Currency Sequence Capitalize
2788 usD 0 N




Lecture 1: Activities and Exercises
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Lecture 4: Cancel a Requisition

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




Lecture 3: Edit a Requisition

Select the RELATED ACTION icon followed by the DETAILS
option.

inferms

Business Unit Requisition 10 Requisiton Date Requester Request State Budget Status Total Amount
170000000149 11/24/2020 MD_PO_DPT_REQUISITION_PRCSR Open Not ChiKd 13 USD
0000000148 1242020 MO_PO_DPT_REQUISITION PRCSR Open Not Chid 108 43 USD




Lecture 4: Cancel a Requisition

* The Line Detalls page is split into three sections. The
requisition summary section displays the requisition header
iInformation. 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
detalls such as the description, quantity, unit of measure, and
price. Also, It provides the requisitioner access to cancel a
requisition or requisition lines.

* In this lecture, we will cover the cancelation of the entire
requisition.




Lecture 4: Cancel a Requisition

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




Lecture 4: Cancel a Requisition

Select the YES button followed by the OK button. The system will
display the confirmation message. 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 No

Requisition 0000000149 Canceled.

OK
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Lecture 4: Cancel a Requisition

Confirm that the REQUEST STATE field reflects “CANCELED.”
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Lecture 1: Activities and Exercises




Lesson 1: Lesson Summary

Having completed the Manage a Requisition lesson, users should be
able to:

* Copy a Requisition

* Edit a Requisition

* View and Print a Requisition

* Cancel a Requisition

MIAM




Lecture 1: Approve a Requisition

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

As discussed earlier in the key change section. Miami-Dade
County has adopted a standard approval workflow for
hl requisitions. Specific security roles have been created, and

departments will assign staff based on their delegated authority.
The workflow conditions include:

. REQ WORKLOW STAGE 1
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User Submits Req for —

: SUPERVISOR AND DOLLAR THRESHOLD
pprova
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ﬂ Approver 1 Approver 2 Approver 3 Approver 4
Chartfield Approver
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Approver

Project Chartfield
Appr

STAGE 2

Category Code
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IT Category T .
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Lecture 1: Approve a Requisition

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

INC
Se
rec

uisition header approval page.

udes the transaction total, priority, and requisition name.
ect the ALL button. This action routes the approver to the

Al 2
i Requisit
W  Reguisttion 2 O
(] Requisition Add Requistion Name - SP / 0000000041
000 USD ’.‘.D_pO_CpT_REOU'.SIT}ON_pRCSg
2\ Medium Pronty
[ Requisition EAMS Req 1D - SP / 0000000043 MD_PO_DPT_REQUISIMON_PRCSR
150,000 00 USD A\ Medium Pronty




Lecture 1: Approve a Requisition

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




Lecture 1: Approve a Requisition

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. Select the CLOSE button.

Requisition Header Comments and Attachments X
Business Unit SP
Requisition ID 0000000043
Header Details
» Comment 1
Sequence Attached File
1 e=x Word - Documentum.docx




Lecture 1: Approve a Requisition

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

. s Unit 5P Requisition 1D 0000000043
mibed 5
v ter MD_PO_DPT_REQUISITION_PRCSR Entered by MOD_PO_DPT_REQUSSITION_PRCSR

HEAT COmMants and aRaChMants

Prnta

o8

now
lin@ Mumibs: Hem Descripiion Merchandsse Amount
Consulting 150.000.00 USD D

Appi




Lecture 1: Approve a Requisition

The approval line detall page displays the requisition line and

shipping information. After confirming all fields are correct, select

the MORE button.

Approval Line Detail

Consulting
150,000.00 USD

Lime Detail
Business Unit SP Requisition ID 0000000043
Line 1 e 1D
Supplier Quantity 1 LE

Price 150,000.00 USD Ship To SPO0O000004
Category 90638

Shipping Information

Schedule Ship To CQuantity Price Amount Attention

SPO0000004 1LE 150.000.00 USD 150,000.00 USD MD_PO_DPT_REQUISITION_PRCSR

Due Date

2020-11-06




Lecture 1: Approve a Requisition

The Distribution Page displays the ChartField entries selected
by the requisitioner. The CLOSE button will route back to the
hl approval line detalls page.

Distributions *

Fluid Approval Distribution

L Line 1
— Schedule 1

Item Description Consulting

— Merchandise Amount 150,000.00 USD
Quantity 1.0000 LE

S SR GL - Fund PC - -
Distribution Requisition . Merchandise Currency Department . Project Activity|
Line Quantity < Eﬁ;mess ST e Code Account Grant Elﬁt;mess

1 1.0000 MDADE 150000.00 USD G5005 1D01010000 5470120000 NO-GRANT




Lecture 1: Approve a Requisition

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




Lecture 1: Approve a Requisition

Requisition Header Page: Once all requisition values have been

reviewed and confirmed. Select the APPROVE button. The
system will display the approver comments page.

P Op— Requisition Q=™ : =
Request for EAMS Req ID
150,000.00 USD m Deny Pushback
- Heade! s pendng your 3pproval
£ nProc
.............
sP ) 0000000043
Novemnber 5. 2020 ate November 5, 2020
DPT_RECQLNS FR mered by MD_PO_DPT_REQUISITION_PRCSR
ader Status Mot Budgel Checked
Infoermatic
Somimenls hat 1
Sy n L]




Lecture 1: Approve a Requisition

Enter APPROVER COMMENTS. These comments will be visible
to the next approver and the requisitioner. Select the SUBMIT
button. This action will route the back requisition header page.

=
Cancel Approv_

You are about to approve this request.

Approver Comments




Lecture 1: Approve a Requisition

Select the PENDING APPROVALS button. This action will route
back to the pending approval page. Repeat all the steps
discussed until all pending requisitions have been approved.




Lecture 1: Activities and Exercises
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Lecture 2: Deny a Requisition

Navigate to Approvals tile

)
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Lecture 2: Deny a Requisition

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

| o Pending Approvals ® Q ®, |
View By Type v w
@ a
5rows

N Requisition 5 Requisition Add Requisition Name - SP / 0000000041 Routed

000 USD MD_PO_DPT_REQUIS!Y!OH_PRCSR 11/04/2020 »
Z\ Medium Prionty

Requisition EAMS Req 1D - SP / 0000000045 MD_PO_DPT_REQUISMON_PRCSR Routed )
150,000 00 USD A\ Medium Priorty 11/05/2020
Requisition EAMS Req 1D - SP / 0000000046 MD_PO_DPT_REQUISITION_PRCSR Routed 3
000 USD ML Medium Priorty 1170572020
Requisition EAMS REQ ID - SP / 0000000047 MD_PO_DPT_REQUISITION_PRCSR Routed
000 USD A\ Medium Prionty 11/05/2020
Requisition SP / 0000000048 MD_PO_DPT_REQUISITION_PRCSR Routed
40000 USD 2\ Medium Prionty 11/05/2020




Lecture 2: Deny a Requisition

The Requisition Header Approval Page displays the requisition
header, lines, and approver comments. Select the HEADER
hl COMMENTS AND ATTACHMENTS button. This action will route

the approver to the requisition header comments and
attachments page.
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Lecture 2: Deny a Requisition

All approvers can deny a requisition. When a requisition is

denied, the approval workflow sto
evel and sets the transaction bac
DENY button. The system will dis
nage.

0s regardless of the approval
K to the requisitioner. Select the

play the approver comments




Lecture 2: Deny a Requisition

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

comments. 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]




Lecture 1: Activities and Exercises




Lecture 3: Pushback a Requisition
Select the APPROVALS tile.

o | inferms
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Lecture 3: Pushback a Requisition

Select the ALL button. This action routes the approver to the

requisition header approval page.

Pending Approvals
View By | Type w =
&
All
¥ Regquisition 1 Requisition EAMS Req ID - SP /0000000043 MD_PO_DPT_REQUISITION_PRCSR
150,000.00 USD /B Medium Priority

Routed
11/05/2020




Lecture 3: Pushback a Requisition

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

Agpiure T e




Lecture 3: Pushback a Requisition

Select the PUSHBACK button once all requisition values have
been reviewed and confirmed. The system will display the
approver comments page. Only the second, third, and or fourth
approvers can use the pushback functionality.

< Pemtung Apirovaie Requisition ‘Q"!

Regeest B¢ [AMS g ©
55 eaceris pence 3 P WP Cedl
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Lecture 3: Pushback a Requisition

The approver should enter clear comments requesting
clarification on transaction specifics. Select the SUBMIT button.
hl This action will return to the Requisition Header Page.

Cancel Pushback ‘ Suhmit.i

You are about to pushback this request.

— Approver Comments

Need more information ]




Lecture 3: Pushback a Requisition

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

5 Pending

MD Requisition Approval
*EAMS Req ID Pending

Start New Path

] % Pending +
Departent Requisition Approv1

=== Pushed Back
uuuuuu rﬂEp—_Dc?I;rn;;;;rc er2 >
. Not Routed +
Reuussn;:;riztgéil rrrrrrrr >

+ Comments

MD_PO_DPT_REQ_APRVR2 at 11/05/20 - 5:15 PM
Need more information




Lecture 1: Activities and Exercises
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Lecture 4: Hold a Requisition

Navigation to: Approvals tile

)
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Lecture 4: Hold a Requisition

Select the ALL button. This action routes the approver to the
requisition header approval page. Approvers should review all
four layers of a requisition and comments/attachments before

taking action.

View By  Type

@& A

& Requisition

All

Requisition
20000 USD

Requisition
20000 USD

Requisition
900.00 USD
Requisition
0.00 USD

Requisition
1394 USD

Requisition
2788 USD

Pending Approvals

EAMS Regq ID - SP / 0000000057 MD_PO_DPT_REQUISITION_PRCSR
1\ Medium Priority

EAMS REQ ID - SP / 0000000058 MD_PO_DPT_REQUISITION_PRCSR

A\ Medium Prionty

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

EAMS Req ID - SP / 0000000060 MD_PO_DPT_REQUISITION_PRCSR
A\ Medium Priority

EAMS REQ ID - IT / 0000000150 MD_PO_DPT_REQUISITION_PRCSR
A\ Medium Priority

EAMS REQ ID - IT / 0000000153 MD_PO_DPT_REQUISITION_PRCSR
N\ Medium Priority

6 rows
Routed
11/17/2020

Routed
1/17/2020

Routed
11/17/2020

Routed
11/19/2020

Routed
11/27/2020

Routed S
11/29/2020
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Lecture 4: Hold a Requisition

Select the MORE button. The system will display the additional

approval tasks.

< Pending Approvals Requisition @ Q )
Request for EAMS REQ ID )
2788 USD | Approve Deny
E Header is pending your approval
£¥ In Process
Summary
Business Unit [T Requisition ID 0000000153
Routed Date November 29, 2020 Requisition Date MNovember 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

Line Number Item Description Merchandise Amount
1 JAM Faper(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 »

MIAM




Lecture 4: Hold a Requisition

Select the HOLD button. The system will display the approver
comments page.




Lecture 4: Hold a Requisition

The requisition approver should enter explicit comments
explaining the reason for holding the requisition. The approver’s
comments will be visible to the requisitioner. Select the SUBMIT
button once comments are entered. This action will return the
approver to the requisition header page.

Cancel Hold - Submit [

You are about to put this request on hold.

Approver Comments

MIAM




Lecture 1: Activities and Exercises
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Module 4: Course Summary

Module Topics

Course Content Summary

Additional Training and Job Aids

Course Summary




Module 4: Course Summary

Congratulations on completing the SCM 201 course! Users now should
be able to:

* Manage and Record Requisitions

MIAM




Additional Training and Job Aids

* Create and Edit a Requisition User Productivity Kit (UPK)
* Create a Web Supplier Requisition (UPK)

5 * Create a Special Requisition (UPK)

* Copy a Requisition (UPK)

[ e Cancel a Requisition (UPK)
* Approve a Requisition (UPK)
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CONGRATULATIONS

Congratulations on successfully completed the Manage and Record
Requisitions course!

SCM 201- Manage and Record Requisitions




