UWO PeopleSoft Financials Training

Electronic Purchase Requisition System

To start, navigate as follows:

e UWO Menu
e UWO PO Requisitions
e UWO PO Requisitions

Click on Add a new value.
Enter Purchase Order Reference, which is a required field.

Click on ADD.

Requester Supplier Order an ltem Accounting Infarmation General Comments to Purchasing

Business Unit: LD Purchasing Dept Tracking # NEXT

Purchase Order Reference: 7

Requester Information

Requester: Lilly Ross
*Ship To Location: SLB-PURCH O
University ofWestern Ontario
Purchasing
Londan oM MEBA SBE
Room Number: 232
Phone: |51 9-661-2111 Ext: |34575
Attention: |Li||y' Ross

'Date goodsiservices required by:  |12/28/2004 El

B save) ([Elnetity | R Nest tab)| Ebdd | [ E Update/Display

Reguester | Supplier | Order an ltern | Accounting Information | General | Comments to Purchasing | Comments to Yendor

Override any field on the requester page if needed.

Click on the Supplier page.

Enter the Vendor ID BD2011 and tab out of field.

Note: If you do not know the Vendor ID:
Click on the magnifying glass to search for the vendor.
Click in the Name 1 field and Type the vendor name to search by Vendor name.
Click on Look Up.

Click on the vendor you want.
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Reguester Supplier Order an ltem Accounting Information General Comments to Purch

Business Unit:  UWO Purchasing Dept Tracking #  NEXT

Purchase Order Reference: 1

Use CtrlF4 or click on the down arrow to search for the vendar.
VendorIp:  |BD2011 Q% vendor Name: WWRINTL-00DZ | Q

OR Type Vendor Infarmation below:
Company Name: ¥WVR International Currency Code: |©AD

Address Line 1: |Systemn Contract Purchases Canadian Dollar

Address Line 2 |2380 Argentia Road

City: Mississauga

Prov./State: OM postal; L9M 827 Country: |CAM canada

Contact Info:

Telephone: 200/M32-5000 Exts

Fax Number: S00/BEE-6348 Exit:

B save) ([Ednotity | (@ Previous tab | | Next tab | EAdd | |2 Update/Display

Reguester | Supplier | Crder an tern | Accounting Information | General | Comments to Purchasing | Comments to Wendar

Enter Contact Information, if available.

Click on Vendor Location L5 to search and view vendor detail.
If you cannot find a Vendor ID, all fields must be filled in.

Click on Order an Item page.

Click on Order an Item.

Enter description, required quantity, unit of measure, and unit price.

Click OK.
Supplier Order an ltem
Business Unit: w0 Purchasing Dept Tracking #: MEXT
Purchase Order Reference: 1
Orter Mem | - clck Here to Add An Htem. [Refresh mount | Amourt 50.000

{Excluding Tax):

Click on the Magnifying Glass to Modify An ltem.

Customize | Find | All | " First 1 1 of 1 2 Last
o Unit. Extended Radio- . Delete
pi r— o active e
’7 ltem Description Oty Price Price a Permit ID Row
1 Q 456 1.0000 EACH 50.00000 50.000 M r

Click on Order an Item to enter the next item.
Click on Accounting Information page.

Click on Accounting.
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Enter accounting information.
Click OK.

Click on the General page.

Supplier Crder an lterm nting Infarmation General Comments to Purchasing Comments to Vendor
Business Unit:  1L\W0 Purchasing Dept Tracking #  NEXT
Purchase Order Reference: 1
Operator Infa
I cettifythe end-use of these items to be TERS |Q TeachRsch p4|
This requisition includes hazardousicontrolled substance. r (excluding radioactive)
Guuotes on file or faxed to Purchasing if amt = $25,000. r

[l PO assigned:
r Previous POz
r

{if available):

This is a confirmation order.

This is a standing arder.

There ig an attachment for this requisition.

Nature of Goods/Services

Attachment Type and Notes
 Renewal Notice  Scientific MedicalDental
" Registration ' ComputerBusiness Products/Furniture
i Order Form G Building Maintenance
i Other " TravelHospitality Services
 Other or Unsure
Requisition Process Control Option
— Submit | =
Delete Requisition Save As Draft
B save] ([Elnctity | [ Previous tab | (58 Next tab | FEradd | |2 Update Display

Reguester | Supplier | ©rder an ltern | Accounting Infarmation | General | Camments to Purchasing | Comments ta WYendor

Enter End Use, which is a required field.

Click on any box pertaining to this requisition.

Click on Nature of Goods/Services.

Click on Comments to Purchasing to Add your comments.

Click on Comments to Vendor if you have information for the vendor.
Return to the General page.

Click on Save.

Click on the Printer icon.

Click on the Submit button.

Click on ADD to add another Requisition.
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Electronic Purchase Requisition Reports

To start, navigate as follows:

UWO Menu

UWO PO Requisitions

Report Required (i.e. Req Track Report by Tracking#)
Add a New Value

Type Report in the Run Control ID box.

Click on ADD (the first time only) otherwise under Find an Existing Value Click on
Search.

Enter Tracking Number 0000000016.

Req Tracking by Tracking #

Run Contrel I~ Report Repaort Manager Process Monitor

Run

Pracess Instance:6954

Report Request Parameters

Tracking Number: 0o00oooont 6

Click on Run.

Process Scheduler Request

User ID: LROSS Run Control ID: Report

Server Name: I_:l' Run Date: 122172004 B
Recurrence: I 'I Run Time: 11:30:44AM Resetto Current DateTime |
Time Zone: Q

Process List

Description Process Name Process Type *Type *Format
W RedqTracking by Tracking # UFSPO429 Crystal [window =] [POF =] %6
QK | Cancel I

Select Window for type and PDF for format.

Click OK.
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