The University of Texas at Tyler
Create a Requisition

Navigation
9.2 Navigation

Employee Self-Service Training

The menu item labeled “Create Requisition in 9.1 is now labeled “Requisition” in 9.2.

Creating Requisition
The create requisition has a completely different look. It will complete the same functions with new added features. The

Create Requisition Home Page
Below is the new look of the Requisition Home Page.

=

-

Favorites = Main Menu -

| » eP
I Employee Self-Service I

Create Requisition

New VWindow | Help | Personalize Page

Welcome Shauntelia Wilson - UT Share
@ Home | My Pref | lﬂ, Requisition . | = 0 Lines Checkout
Request Options: - Search Search Advanced Search

All Request Options -
Special Requests (7

Special Requests
Enter information about the non-catalog item you would like to order:

Web
SciCwest eShop Portal Item Details

Templates *Item Description
Favorites *Price *Currency USD

*Quantity *Unit of Measure Q

Due Date
*Category Q ]
Address Sequence Number aQ
Supplier
Supplier ID Q
Supplier Name Q Suggest New Supplier

Supplier ltem 1D
Manufacturer

Mfg 1D Q
Manufacturer
Mfg Item 1D

Additional Information

il 2

) Send to Supplier ) Show at Receipt ) Show at Voucher

Request New ltem
A nofificafion will be sent to a buyer regarding this new item request.

| Request New ltem
| Add to Cart |
Requisition Settings

The Define requisition tab is now the Requisition Settings link. The default lines pull down is now part of the screen as its
own section. You can name your requisition here (as well as at checkout) and that field is now on the upper right side of
the screen.

As you see on the screenshot here and throughout PeopleSoft 9.2 Vendor is now referred to as Supplier.
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Supplier Location is now under Supplier; it was previously to the right. Unit of Measure is now located under the
Category field, removing the 3 column in the line defaults section.

Modify One time Address link has been renamed with Add One Time Address

NOTE: Best practice is to use Requistion Settings for Special requisitions only as most default information in eShop will
come from the cart and cannot be altered without causing errors. You can enter SpeedChart information with the
Mass Change Feature on the Checkout - Review and Submit Page as well as enter Requisition Name on the Checkout

page.

Requisition Settings

Business Unit YTARL Q UT Arlington Requisition Name
“Requester (5001123331 @ shauntelia Wilson - UTShare Priority [Medium ¥
*Currency usp
Default Options
% Default If you select this oplion, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.
Override If you select this opfion, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.
Line Defaults |2
. 0 (%)
Supplier 4 Category L
Supplier Location Q Unit of Measure Q
Buyer Q

Shipping Defaults

Ship To [CENTTIO Q £dd One Time Address

Due Date [ Attention

Distribution Defaults
SpeedChart
Accounting Defaults Personalize | Find | l"-_‘|| = First ‘4’ 10of1 '*' Last

Chartfields1 Deetails Aszset Information =]

Dist Percent Location GL Unit Account Fund Dept Cost Center Funetion Program PC Bus L
1 FAAATOD Q |UTARL | a, a, Q, a, Q, a,
4 L3
OK Cancel
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Request Options

Requisition options houses your eShop Portal link and any templates or favorites you have saved. You must click the
down arrow to expand and access these options. This eShop portal works the same as it has in 9.1. You punchout to
eShop and shop. You then with either assign or return your cart to PeopleSoft just as you did in 9.1. You will end on the
Checkout - Review and Submit page where you can enter your SpeedChart, Ship to, comments and other important
information.

My Preferences

My Preferences for Requisition opens as a window to select the fields to display in a search result. You can also choose
to auto expand accounting lines when you expand a requisition line (which saves you an extra click) and auto display the
shopping cart as you add items.

My Preference

Customize Search Results

Select the fields {o be displayed in Search Results

[temn ID: Supplier: #
Supplier Item 1D: # Supplier 1D: #
Mifg [tem ID: Manufacturer:

Price: & Manufacturer 1D:
uoM: # Lead Time Days: i

*Show Search Result ltem Images "3

Checkout Page Display
#| Auto expand accounting lines when expanding requisition lines
Shopping Cart Display

¥ Auto dizplay shopping cart when adding items

Delete Saved Searches

Check each saved search fo be deleted and then hit OK bution to complete remowval.

Mote There are currently no saved searches.

Ok Cancel
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Requisition Settings
Use the Requisition settings link to Name the Requisition as well as define requisition defaults, including Supplier,
Category, and more. For SpeedChart entry, be sure to check the Override button at the top under Default Options.

NOTE: Best practice is to use Requistion Settings for Special requisitions only as most default information in eShop will

come from the cart and cannot be altered without causing errors. You can enter SpeedChart information with the
Mass Change Feature on the Checkout - Review and Submit Page as well as enter Requisition Name on the Checkout

page.

Requisition Settings

Business Unit UTARL Q UT Arlington Requisition Name
*Requester 8001125331 S shauntelia Wilson - UTShare Priority |Medium ¥
*Currency usD
Default Options
(O] If you select this opfion, the defaults specified below will be applied to requisition lines when there are no predefined values for these
Default fiekd
ields.
! Override If you select this option, the defaults specified below will override any predefined values for these fields only non-blank values are assigned.
Line Defaults (%
Supplier Q Category Q
Supplier Location Q Unit of Meazure Q
Buyer Q
Shipping Defaults
Ship To [CENT110 Q Add One Time Address
Due Date L] Attention
Distribution Defaults
SpeedChart

Accounting Defaults Personalize | Find | 1Y | E‘ First ‘4 1 of1 '} Last

Chartfields1 || Details || Asset Information | [0

Dist Percent Location GL Unit Account Fund Dept Cost Center Function Program PC Bus L

1 FARATOO Q [UTARL |q Q Q Q Q Q Q

OK Cancel
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D. Special Requests
Use the Special Request page to create requisitions for items or goods. Your defaults from the Requisition Settings link
will be here if you entered them prior to starting your requisition.

'Shopping Cart

s Description aty uom
@ Home * MyPreferences 3% Requisition Setiings | ¥ 1 Line Checkout This is the checkout button that takes g y ea
Search Al T L Advalag Search you to the Submit page for the
requisition.
Special Requests
Enter information about the non-cataloa item vou would liks 1o order: L. . .
This is the shopping cart. This gives you a
ltem Details lines count and you an click on the link to,
*ltem Description | get a better breakdown.
*Price *Currency USD
Quantity “Unit of Measure Q
ot Total Lines 1
“Category 31162800 Q [ Due Date (0472272019 | Total Amount (USD) 36.00
Supplier Close  Checkout
Supplier ID 0000035347 Q
Supplier Name AUTOMATIC SYNC TECKQ, AUTOMATIC SYNG Suggest New Supplier

TECHNOLOGIES LLG
Supplier ltem ID
This form is similar to that which you see in 9.1. You fill
Manufacturer out this information and then press add to cart and it
will be added to your shopping cart. Your defaults from
the Requisition settings link will be here if you entered
them prior to starting your requisition.

Mrg ID Q
Manufacturer

Wfg Item ID

Additional Information

B
P
Send to Supplier Show at Receipt Show at Voucher
Request New Item
1tem—~A nofiicalion will be sent to a buver regarding fhis new ifem reguest
Press this button to add to
Add to Cart shopping cart.

The special request form requires the same information as required in 9.1. Fill out the form with the needed information
and press the Add to Cart button at the bottom of the screen. This will add the item to your shopping cart. You can then
add another item or Checkout if you are finished. Asin 9.1, the supplier information is ‘frozen’ to keep the same
supplier on all lines. If you need a different ordering address than the one shown, you should choose it on your first line
and it will “freeze’ for the rest of line entries.

The Shopping Cart is a link and cart icon at the top middle of the page. You can also see your shopping cart summary to
the right of the page if you chose this in My Preferences. Either place gives you an item count.

You will click the Checkout button to take you to the submit page for the requisition (previously the Review and Submit
tab from 9.1).

Page 5 of 7 Create Requisition — UTShare 9.2 Upgrade
Last Revised 5/1/2019



The University of Texas at Tyler
Create a Requisition

Submitting Requisition

When you finish adding items, you will click on Checkout; either at the top of the page or in the Shopping Cart to the
right. You can save the requisition and submit it for approval immediately or save for later. Apart from editing the
requisition, you can add comments and attachments to them as well.

Checkout — Review and Submit

The fields are generally the same for the Checkout — Review and Submit Page as 9.1 Save and Submit tab. There are
some additions highlighted below.

Checkout - Review and Submit
Ruwwr tha dem mlormabion and submid the reg for appnoval
by Preferances o Fequaition Sattings
Raqisdilion Summany
Businass Usit UTARL UT Asington Requisiion Hams
Aequesier 10000437 Larda ks Prigrity | Medum  r
*Cumency USD
Can Sisrenacy: Tolal Amount 36,00 USD
Expand lres 8o neviss shipping and acosunting detad % A3 Whore ltems
Requisition Lines 7
Lim Dascriphon. [IP% Y ln Tupglior Cumniy LA Prica Todad Dwlmils  Commants Dbt
i g ITEME AUTOMATIC SYHC 30000 Each 12 3000 36 0 B B Eon i
TECHHOLDGIES LLC
Sgloct Al { Dasalect Al Salict Niras I [ A4 1o Fareoribes T3 Add so Tempiatn(s 1 Doiatn Salected
Tl Brmsceunl 3500 LD
Shipping SuEmenary
& Edi for A Lines
Ship To Location CENT 110
Address 124 W, echel St
Fozm 140
Amngton, T TE010
Ragratilion oo ol
Enar regrisficn comiments
=
Sl 16 Su pplier Sherm 39 Rl Srermm al Wpcher L
Approved Jusnfation
Enter spproval jusiiication fof this requislion
i
™2} Check Budpst B2 Pro-Check Budgel
& Harve & submit B save for Later If} A Mor Bems IHF"'E.J.\F\ULI:MHQ';

e Add More Items - Click this to reach the Create Requisition screen to add more items. NOTE: Items should not
be added to eShop requisitions.

e Requisition Comments and Approval Justification are now separate comment boxes in 9.2.
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Mass Change - Click to access the Edit Lines/Shipping/Accounting details for selected lines, where you can
change the shipping location, delivery date, and so on. You can also change the Accounting Lines (speedchart,
etc.) for the selected requisition lines.

Edit Lines/Shipping/Accounting for Selected Lines

Line Information | ¢

MNote: The information below does not reflect the data in the selected requigition lines. When the "OK' button iz clicked, the data
entered on this page will replace the data in the comresponding fields on the selected lines that are available for sourcing.

Supplier 1D

Supplier Location Q
Buyer Q Category Q
Shipping Information
Ship To Location Q Add One Time Address
Due Date ] Attention
Comments

Accounting Lines

SpeedChart aQ

Pleaze enter GL Business Unit before selecting other chartfield values
Accounting Information

Chartfields1

Personalize | Find | E‘I L;h‘ First ‘4’ 10f1 ‘&' Last
Details Aszset Information | [F=5H
Drist Percent Location

GL Unit Account Fumnd Dept
1

Q Q
4

Cost Center Function

Q Q Q

Load Values From Defauliz

Once you have reviewed your requisition there is a new option to Save for Later. You can also Check Budget, Save and
Submit into workflow, and/or Preview Approvals as in 9.1.
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