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Internet Procurement Application User Manual

This manual has been prepared for users of the RIAS Internet Procurement application. The
Internet Procurement application is the end-user component in the RIAS Procure-to-Pay Process.
The application is used to create Quick, Regular and certain Internal purchase requisitions as
well as check requests.

This manual will help users:

Understand the University’s Procure-to-Pay Process
Understand how to log on and log off from the Internet Procurement application
Understand the following Internet Procurement roles:

e Requisition Approver

e Requisition Preparer

e Requisition Receiver

e Requisition Requester

e Requisition Reviewer
Understand how to create a requisition online with catalog and/or non-catalog items
Understand how to research requisition and purchase order information online
Understand Approver Actions: Approve, Reject, Forward, Approve and Forward and Edit
Understand the process to change purchase orders and commitments
Understand how to enter receipts, returns and corrections against purchase orders

Understand how Travel and Business Expense Reports (TABERs) and travel advances will
be handled in Phase I of the RIAS Project

Know where to go for assistance if necessary

When you use the Internet Procurement application, please remember that all purchases of goods
and services must be in accordance with the policies and procedures contained in the University
Regulations and Procedures Manual, the Faculty and Staff Buying Guide and the Standards for
University Operations Handbook.
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For additional purchasing related information, see the web site for University Procurement
Services at: http://www.rci.rutgers.edu/~procure

New forms are available on the RIAS web site at http://rias.rutgers.edu/formsrequirements.html
in both Adobe Acrobat and MSWord ““fill-in” formats.

This manual is subject to revision, the most current version is available on the RIAS web site at:
http://www.rias.rutgers.edu
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Requisition and Purchase Order Overview

Requisition vs. Purchase Order?

A Requisition is an internal electronic request for goods and services that is assigned a
system-generated number during the requisition creation process. Requisition commitments
will be displayed in OFIS as R-XXXXXX the following day upon submission.

A Purchase Order is a legally binding document to a supplier for goods and services that
provides the supplier with terms and conditions for goods to be received or services to be
rendered. Purchase Orders are assigned a system-generated number upon approval.
Purchase Order commitments will be displayed in OFIS as P-XXXXXX the following day
upon approval.

Requisition Approval Hierarchy Key Concepts

A Requisition Approval Hierarchy is a structure that defines the default automatic routing of
requisitions from a Preparer to an Approver.

All authorized individuals (e.g. Approver, Preparer, Requester, Reviewer, Receiver) must be
specifically defined in the Requisition Approval Hierarchy.

There are two levels of approval defined in the hierarchy. Level one is an optional level for
approval authority for requisitions from $0 to $10,000 that an organization may have defined.
Level two is for approval authority for requisitions from $0 to a department’s total budget.

All Level two Approvers have been assigned one backup. Level two Approvers will serve as
the Level 1 backup.

An Approver will have the authority to approve all requisitions within an organization based
upon the dollar limits defined in the level they are assigned to, regardless of funding source.

One approval is required on each requisition.

By default, all Approvers are Preparers. If an Approver creates his/her own requisition, it
will be automatically routed to the next authorized Approver in the hierarchy. All Level two
Approvers must manually change the default Approver to a “peer” Approver for approval.
A listing of all authorized Approvers is available as a link in Internet Procurement.

If an Approver has an expected absence (e.g. vacation), the Approver is expected to re-assign
his/her requisitions to automatically route to a backup Approver for the specified time.

If an Approver has an unexpected absence (e.g. sick) who has not re-assigned his/her
requisitions, the Preparer will be sent a notification if the Approver has not taken an action
after 3 days.
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Basic Expectations for Approvers

Approval authority for requisitions should reside with regularly appointed employees (Type 1)
whose job descriptions are formally designated as a business manager, accountant, an equivalent
title or who have supervisory authority. These individuals typically have independent fiscal
authority and are charged with administrative and financial functions that include budget
approval and in many cases budget development. They are accountable for determining the
appropriateness of expenditures, for monitoring and reporting of funds availability, and other
related duties consistent with the following basic expectations that describe the role of
Approvers:

Appreciation and acceptance of the responsibility and accountability implicit in an Approver
role;

Working knowledge of basic accounting and budgeting concepts as well as familiarity with
the University’s accounting and budgeting systems and structures;

Working knowledge of the purchasing guidelines issued by University Procurement &
Contracting as well as familiarity with basic business concepts such as those defined in the
Standards for University Operations Handbook;

Willingness and ability to access, interpret and apply the policies and procedures contained in
University Regulations and Procedures Manual;

Willingness and ability to access, interpret and apply the regulations and procedures of
externally sponsored programs;

Willingness and ability to access and interpret budget, expenditure and commitment
information through reports or online applications;

Willingness and ability to exercise professional judgment and due diligence when
determining if an expenditure is reasonable, appropriate and necessary (refer to separate
statement on professional judgment and due diligence);

Willingness and ability to assert the proper application of the University’s policies and
procedures;

Willingness and ability to ensure expenditures remain within program or project budgets;

Willingness to attend training programs designed for the use of the RIAS applications and
other professional development activities sponsored by the University;

Willingness and ability to learn and use desktop computing tools including web browsers,
email, [-Procurement and word processing applications as well as maintain respect for
system security measures and the confidentiality of certain types of information.
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Units or departments, which do not have a position meeting these requirements, will establish a
requisition hierarchy that routes purchase requisitions to the appropriate position with approval
authority in their organization.
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Professional Judgment and Due Diligence — Approver Role

The Approver is expected to exercise professional judgment and due diligence when determining
if an expenditure is reasonable, appropriate and necessary.

Professional judgment means that the individual will make a determination based on the
application of knowledge and understanding of facts and circumstances.

Due diligence means that the individual has the authority and responsibility to pursue
knowledge, facts or both in order to make an informed decision. Due diligence may require
consultation with superiors or other informed parties such as a principal investigator, the Office
of Research and Sponsored Programs, the Division of Grant and Contract Accounting,
University Procurement & Contracting, the Office of the University Controller and the Office of
the University Counsel.

Reasonable means that cost of the goods or services is not excessive.

Appropriate means that the expenditure is consistent with objectives of the program, project or
task. Appropriate also means that the expenditure is allowable under the terms and conditions of
the underlying funding source and/or policies established by the University.

Necessary means that the expenditure is required to achieve the expected goals or outcomes of
the program, project or task.

For example, it may be appropriate and necessary for an academic department to conduct a
luncheon meeting to interview prospective faculty candidates because that is the only time
during the day that all members of the search committee could be scheduled to attend. The cost
of the luncheon, however, might be considered unreasonable if the cost were to exceed more
than $25 per person.
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Basic Expectations for Preparers

The authority to prepare requisitions should be assigned to regularly appointed employees (Type
1 and 6) employees who are capable of performing at a level that will meet the following basic
expectations:

e Willingness and ability to learn and use desktop computing tools including web browsers,
email, and word processing applications as well as maintain respect for system security
measures and the confidentiality of certain types of information;

e Willingness to attend training programs designed for the use of the RIAS applications and
other professional development activities sponsored by the University;

e Willingness and ability to complete basic Oracle navigation and I-Procurement training;
e  Working knowledge of University Procurement & Contracting policies and procedures;

e Willingness and ability to prepare requisitions in an accurate and complete manner.
Preparers will be required to enter account numbers and organization identification numbers
on requisitions before they can be submitted for approval. Preparers are also expected to
document the reason for the request in the Notes to Approver section of the requisition as
well as the name of the requestor, if not entered directly into the Requestor field.

e Willingness and ability to acknowledge the receipt of goods and services when assigned the
default Requestor/Receiver role, and to initiate the return of goods or services if defective.

Student employees (Type 5) will not be granted authority to prepare requisitions or given access
to the RIAS I-Procurement application. Also, casual employees (Type 4, 7 and 8) will not be
granted authority to prepare requisitions unless the unit can document a compelling need that
would justify the special set up and maintenance activities associated with the assignment.
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Paper forms being replaced by the RIAS Procure-to-Pay Process

9 Part Requisition (“R” and “B”)

9 Part Requisition for Plant Funds (“C”)

Quick Orders (“Q”)

Check Requests (Billheads)

Internal Purchase Orders (“I”” or “D”) for purchases from:

1.

2.

8.

9.

New Brunswick Computer Support Services - Rutgers Computer Store
New Brunswick Computer Support Services — Rutgers Computer Repair
New Brunswick Computer Support Services — Rutgers Computer Software
Facilities Maintenance (Newark and Camden Campuses)

Mail and Document Services

Material Services

Rutgers College — Student Center Space Reservations

Administrative Computing Services-SecurID Card

New Brunswick Dining Services — Catering

10. Knight Express

Invoice Certification Form for purchases over $1,000 except for:

1.

2.

New Blanket Orders
Subcontracts (Sponsored Programs)
Consulting, Professional Services and other Fixed Price Agreements

Paper Purchase Orders converted into RIAS
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The Procure-to-Pay Process

Overview

Purchasing Authority: University Procurement & Contracting has been given the authority to

conduct and conclude negotiations for the purchase or lease of all supplies, equipment, and
services to fulfill the requirements of the University. The department is responsible for
procuring all goods and services fairly and competitively, and on an equitable basis, without
undue delay, in accordance with the University’s procurement policies. The authority for
purchasing is delegated by the Board of Governors through the President to the Senior Vice
President and Treasurer, who in turn, has assigned purchasing responsibility to the Executive
Director of University Procurement Services, to the Director of University Procurement &
Contracting and to the purchasing staff.

Operational Functions:

A.

To purchase, rent, or lease all goods and services that are required by university
departments

To maintain good relations with suppliers and procure all goods and services fairly and

competitively, and on an equitable basis, without undue delay

To comply with all policies and laws pertaining to the procurement of all supplies,
equipment and services

The Procure-to-Pay Process:

Step 1
Step 2

Step 3

Step 4

Step 5

Requisition Preparer creates requisition electronically
Requisition Preparer electronically submits requisition to the Requisition Approver

Requisition commitment is reflected on the Online Financial Information System
(OFIS) the following day

Requisition Approver receives requisition electronically, reviews and takes the
appropriate action (Approve, Reject, Forward, Approve and Forward or Edit)

Once requisition is approved;

Quick Orders - A purchase order is created in Adobe Acrobat and emailed to the

Requisition Preparer to print, fax or mail to supplier

Rutgers Exchange and Internal Suppliers - A purchase order is automatically

generated and sent to the supplier

Oracle Exchange and Non-Catalog - Upon review and approval by buyer, a

purchase order will be automatically generated and sent to the supplier.

Rutgers, The State University of New Jersey

Published Date: June 28, 2002



Step 6 Requisition commitment reversed and purchase order commitment reflected on OFIS the
following day

Step 7 Supplier ships goods or performs service
Step 8 Requisition Receiver acknowledges receipt (for purchases over $1,000)
Step 9 Supplier sends invoice to Disbursement Control

Step 10 Disbursement Control submits payment to the supplier
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University Information Protection and Security

e To access RIAS, you must have a Rutgers Net ID (RCI, Crab, or Andromeda). If you don’t
have a NetID, go to http://netid.rutgers.edu/ and create one.

e Select a good password and refrain from sharing your password. You are accountable for
transactions submitted under your password. In selecting a good password you should use a
combination of upper and lower case letters, numbers, and special characters. It is
recommended that you change your password before “Go Live.” Do not save your password
to your Internet browser.

e Be aware of Social Engineering and attempts by unauthorized personnel to gain system
access by impersonating bona fide employees.

e If you don’t already have McAfee anti-virus software installed on your personal computer,
download it from this website http://mssg.rutgers.edu/license/McAfee and install it.

e Password-protect or disable windows file sharing on your desktop

e Use caution when opening unexpected email attachments and downloading files from the
Internet. Do not send sensitive data

e When you are logged onto RIAS, do not leave your PC unattended. Either engage a password
protected screen saver or log out when your workstation will be unattended

e Protect the confidentiality of University Information and review the agreement at
http://www.rutgers.edu/agreement

e Whenever personnel depart the university, terminate their access privileges on a timely basis
using the form located at http://www.rci.rutgers.edu/~rias/formsrequirements.html

e Perform at least a weekly backup of your critical documents stored on your personal
computer.

e Become  familiar with  university and  departmental = computing  policies
(http://www.rucs.rutgers.edu/policies.html)

For more information, see http://www.rusecure.rutgers.edu/rias.html
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Logging on to RIAS Procure-to-Pay Applications

Scope

This procedure covers logging on to Internet Procurement’s Home Page.

1.  Open web-browser and type in: http://www.riasapps.rutgers.edu
2. Enter your NetID (RCI, Crab or Andromeda) user name and password

Note: For procedures on establishing a University ID network (NetID), see
http://netid.rutgers.edu

RIAS

Rutgers Integrated Administrative System

Procure-to-Pay Applications

TTzer Mame I

ThE STATE LMATREMY OF MEW JERSSY

Pazsword |

Connect
—_—

Note: A user name is a unique identifier for each person who uses RIAS. The password
field does not display the characters that are typed in order to protect the confidentiality of
the password. Users must keep passwords confidential to prevent unauthorized users from
gaining access to the system.

Many browsers provide you the ability to locally store your password in the browser cache.
Please do not select this option, because if your computer is compromised your password
may be compromised also.
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3. Click Connect. The RIAS Applications Homepage shown below will be displayed.

Welcome REQUISITIONER [ ? % )

Main Menu

. BU Intemet Procurement
4 RU Motifications
" RU view Purchase Orders

Note: If you attempt to login when the system is unavailable or if you enter an incorrect
password, you will the see the below message.

ORACLE
Your logn 15 mvahd. Please login again
User Name I
Passwordl " Connect |

If you need assistance logging in, please contact a RUCS Help Desk.

RUCS Help Desks: 732-445-4357 (New Brunswick)
856-225-6274 (Camden)

NetID, Web Browser, Login and Password | 973-353-5083 (Newark)
Questions

4. Click RU Internet Procurement link

My Home Pages?

RU Internet Procurement

PRU Internet Procurement

Wmse Orders Organization, Fund Source Cross Validation Bule Search

Requisition Hierarchy by Approver or Oraganization

Home Page

5. Click Home Page link to open the Internet Procurement Homepage
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Internet Procurement Navigation

e Use scroll bars on right and bottom of screen
e Use the “Tab” key to proceed through requisition form fields

e Use the “Continue,” “Proceed,” “OK,” or similar buttons to progress through the requisition
data entry process

e Underlined words represent links
e An asterisk (*) denotes a required field
e Flashlight icon denotes a List of Values (LOV) field

e The percent symbol (%) serves as a wildcard to search for data in fields denoted by the
flashlight icon

[Smith, Jox] 2
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Internet Procurement Home Page Overview il ml
5
6
‘ - /,
THETTAT LRVEREY o7 MW JeRsey ,1,. /. /

Exit  Shopping Cart Help

13 Shop Requisition Status My Profile -

s

SN
\Ii
=L Find a Product Yelcome, Eileen Jones!
Go ) A\l Purchasing News RU Internet Procurernent
. o
. Link to University Procurement Services oo LA to . - 16
Browse Categories | |4 »* Purchasing?
Browse Lists X\ [E To Do List ® Check Frequently Asked /
My Favarites List . . . Questions
— h‘.avLo.ntes £ Going away? Click here to reassign To Do notifications .
10 — ublic Lists while vou're out of the ofiice. Review Purchasing policies
Shop Supplier Sites ) |
0 Requisition 315 for Smith, Tim (35760 USD) ..0r veady to 17
E}{change.Or.acIe carm requires approval. | get started?
/ Arbee Associates O Requisition 312 for Srith, Tim (1000000 USD -
—l/ more requires approval. . . .
11 — Just click a task in the Purchasing
Create Non-Catalog Request process flow and you're on your
(L Requisitions at a Glance e
/ ORACLE = 18
B = = Requisition Description Creation Date  Status () go shopping —_—
iProcuremey (5 ./ —
219 All Brand ... 1B-MAY-2002 In Process =
12 211 test 16-MAY-2002  In Process ()approve S

./ requisitions t
H 19

o "
() check requisition

\__/ status \
-

/

\

Y
) receive itemns

%
| X2
/

’_
.:... {
[\

ssaooid Buiseyoind

ye | Shop | Requisition Status |M§ Profile | Shopping Cart | Help \ \ 21

1%
il E| 6 ! 2 3

1. Exit — Use this link to close your RIAS session and return to the RIAS Applications screen.
All unsaved shopping carts will be lost if you click on this link

2. Shopping Cart — Use this link to retrieve saved shopping carts or return to the “in-process”
cart

3. Help — Use this link to access help documentation

4. Home — Use this tab to return to the Internet Procurement Home Page

5. Shop — Use this tab to begin the creation of a requisition

6. Requisition Status — Use this tab to view the status and manage all of your requisitions,

review and respond to notifications, enter receipts and retrieve all requisitions requiring your
approval
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

My Profile — Use this tab to set default delivery information and default charge accounts

Find a Product — Use this free-form field to search for a catalog item from an internal
Rutgers supplier and begin the creation of a requisition

My Favorites List — Use this link to view the items you saved as “Favorites” and begin the
creation of a requisition

Public Lists — (Future Use) - Use this link to retrieve items provided by University
Procurement Services and begin the creation of a requisition

Shop Supplier Sites — Use this link to search for a catalog item from an Oracle or Rutgers
Exchange supplier and begin the creation of a requisition

Rutgers Exchange Suppliers will be reflected as specific links to their own web sites. Use
these links to search for a catalog item from the supplier’s web site and obtain negotiated
prices for Rutgers

Create Non-Catalog Request — Use this link to begin the creation of a requisition to obtain
items not available through the Rutgers or Oracle Exchanges, or internal supplier lists

Purchasing News reflects news updates provided by the University Procurement Services
and provides a link to its web site

To Do List reflects open notifications requiring your attention and will be used to reassign
notifications while you are out of the office for a length of time (e.g. vacation days)

Requisitions at a Glance reflects a partial listing of the most recent requisitions you have
created and their status. The most recent requisition will be listed first

Frequently Asked Questions — Use this link to search frequently asked questions

Purchasing Policies — Use this link to search University Procurement & Contracting
policies

Go Shopping — Use this link to begin the creation of any requisition (catalog or non-catalog)

Approve Requisitions- Use this link to view and approve requisitions; and review and
respond to notifications

Check Requisition Status- Use this link to view and manage your requisitions, review and
respond to notifications, and retrieve all requisitions requiring your approval

Receive Items — Use this link to view and acknowledge receipts, view and manage your
requisitions, review and respond to notifications, and retrieve all requisitions requiring your
approval
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RIAS Procure-to-Pay Process Help Resources

Purchasing Help Desk:
732-932-8888 (New Brunswick)

Internet  Procurement Navigation &  Applicatior
Questions, and Other Purchasing Process Questions 856-225-6915 (Camden)

973-353-1931 (Newark)

RUCS Help Desks: 732-445-4357 (New Brunswick)
NetID, Web Browser, Login and Password Questions 856-225-6274 (Camden)

973-353-5083 (Newark)

Accounting Help Desk:

Invoice Processing, TABER Processing, OFIS Access,
Account Associations to Organizations and Other
Accounting Questions 732-445-1111 (All Campuses)

Administrative Computing Help Desk:

SecurID Account Questions 732-445-4638 (All Campuses)

RIAS Project Web Site:

General Information and FAQ

RIAS Procedures & Forms

RIAS Sandbox (Practice Applications)
Hardware and Software Requirements
Help Resources

List of Approvers by Organization

List of Accounts by Organization Number

http://rias.rutgers.edu

University Procurement Services Web Site:

Purchasing Information
Helpful Reference Links

http://procure.rutgers.edu

Office of the University Controller Web Site:

OFIS Manual and Access Forms
http://www.rci.rutgers.edu/~univcont

University Human Resources Web Sites:

RIAS Training Courses http://uhr.rutgers.edu/profdev

List of Organization Identification Numbers http://uhr.rutgers.edu/rias
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Agreement for Accessing University Information

http://www.rutgers.edu/agreement

Standards for University Operations Handbook

http://www.rutgers.edu/oldqueens.standards.html
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Requisition Fields Printed on Purchase Order

Only the following fields will be seen by the supplier:
e [Item Description

e Unit of Measure

e Quantity

e Unit Price and Total

e Supplier Name and Address

e Need by Date

e Requester Name

e Deliver-to-Location

e Notes to Supplier

Note: All other fields not mentioned above would be used for internal purposes only
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Step 1 — Non-Catalog

Scope

This procedure covers the first step in creating a requisition when preparing a non-catalog
request. A non-catalog request is used to purchase goods and services not available in an online

catalog or Exchange.

Non-catalog requisitions will require review by a Procurement and Contracting Buyer to
negotiate price, terms, and delivery methods unless it is a Quick Order.

1. Click Create Non-Catalog Request link.

THE FTATS LRSIV OF NV JGRSEY A )
B &) 17)
Exit Shopping Cant Help

Catalogs Shopping Lists Non-Catalog Request

Non-Catalog Request

* Indicates a required field

Select Billing Method (if different than default)
Selected Billing Method 1. GOODS or SERVICES BILLED BY QUANTITY (Default)

Example: 10 baoks at 25 each
@ Click below to select a different Billing Method
> Select (Reserved for future use - Da not use)
> Select 2. GOODS or SERVICES BILLED AS AN AMOUNT

Exarnple: $10,000 worth of miscellaneous supplies (Mo on-line receiving i Manual
Certification if $1,000 or more)

Select a Supplier using the Flashlight (Required for Quick Orders and Check Requests)

Name [Herox Corp &
— Site [DALLASDT

Supplier Address |OmmfaxD\v|smn

NOTE: ffthe Supplier or Site is natfaund, you must camplete a Kew Supplier Request Farm and
proceed with your Reguisition by indicating the narme of the new Supplier in the Note to Buyer fleld
an the Enter Notes & Attachments screen

Describe Your ltem

* Category [Equipment #
* ltem Description [ierox Copier model 12345 and Stpler Attachment 345 =
=
Itern description is limited to 240 characters. Include an attachment on the Enter hNotes &

Aftachments scraen if additional space is needed l 2

10

* Unit of Measure |Each B
* Quantity 1 9
= Estimated Unit Price [10000

Forms and Attachments Clear All ) Add to Cart ) Add to Favurites)
1 1 Horme | Shop | Requisition Status | My Profile | Shopping Cart | Help

Requisition Status |/ My Profile
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2.

Select the appropriate Billing Method. The default method will be Goods or Services Billed
by Quantity. To change to Goods or Services Billed as an Amount, click on Select link to left

of the method’s description.

Select Billing Method (if different than default)

Selected Billing Methad 1, GOODS or SERVICES BILLED BY QUANTITY (Default)
Exarmple: 10 books at $25 each
@ Click below to select a different Billing Method
> Select (Reserved for future use - Do not use)

> Select 2, GOODS or SERVICES BILLED AS AN AMOUNT
Exarmple: $10,000 waorth of miscellaneous supplies (Mo on-line receiving / Manual
Cerification it §1,000 or more)

3.

[ L————— SearchBy[Sunier =l Fixeroc: L)

4 =)
Supplier Site
Supplier Address

If you wish to suggest a supplier, enter search criteria using the % wildcard (e.g. %Xerox%)
in the Supplier Name field, then click on flashlight icon.

Note: A valid supplier and site must be selected if you are preparing a check request or Quick
Order request.

Search

Enter search criteria and press the Go button to find suppliers

Cancel |

4. Select Search By criteria (either Supplier, Supplier Site, or Supplier Address), then click

Go.

Hint: If you are preparing a check request for a petty cash reimbursement, select supplier
site, then search by the petty cash custodian’s full name.

If you see your supplier and site listed, click Select to the left of the appropriate supplier/site.
This will return you to the Non-Catalog Request screen. Notice that the supplier site and
address fields are automatically populated.

If you do not see your supplier and site, and have verified your search criteria, refer to the
Requesting New/Update Suppliers and Sites procedure.
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Search

Enter search criteria and press the Ge button to find suppliers

Search ByISuppIier -

Search Results

Press the Select button to choose a supplier. If you cant find the value you want, try searching again with different criteria

1 -8 shown of &

Select Supplier Supplier Site Supplier Address
Select | Chashire / & Xarox Co Mundelain-01 404 Washington Boula
Select .‘] Herox Colorgrafx Systems San Jose-01 5853 Rue Ferrari
Select ) Werox Corp Dallas-01 QOrmnifax Division

Select ) Herox Corp PRINCETON-01 100 Overlook Center

5. Enter search criteria using the % wildcard in Category, then click Go.

Search

Enter search criteria and press the Go button to find categories.

j |°/oequip°/o Go ‘]

6. Select Search By criteria (either Category Name or Category Description) then click Go.

7. Click Select to the left of the appropriate category classification for your purchase. This will
return you to the Non-Catalog Request screen.

Note: For requisitions with multiple lines, do not combine a Check Request category with
any other type of category on the same requisition.
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Search

Enter gearch criteria and press the Go button to find categories

Search Bleategmy MName j [eegquip s ﬂ)
Search Results
Press the Select button to choose a category. If you can't find the value you want, try searching again with different criteria
1-1 shown of 1
Select Category Name Category Description
Select | Equipment All Equipment

1-1 shown of 1

8. Enter a complete description of the goods or services you are requesting in Item
Description. The description should include size, model number and any other pertinent
information.

Note: This field is limited to 240 characters. If additional space is needed, include an
attachment on Step 4 — Enter Notes and Attachments.

If you need to indicate that payment for this purchase must be made in a foreign currency,
enter all the relevant information before entering the details of the item description in this
field.

If you need to indicate that fixed, recurring payments must be made to the supplier (e.g. lease
payments), enter all the necessary information for the payments in this field complete with
the recurring payment amount and due dates for each payment.

9. Select the appropriate Unit of Measure using the drop down list if your billing method is
Goods or Services by Quantity. The value Each will be the default value.

AMACNITIENTS SCIEEn
* Unit of Measure |Each j

= Cluantity Envelope

* Estimated Unit Price |78t

Fouot
Furlang
Gallon
Gallon1/2
Gram
Gross
Hand
Hectare
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10.

1.

12.

Enter Quantity per Unit of Measure if your billing method is Goods or Services by Quantity.

Enter the Estimated Unit Price/Estimated Amount using the decimal point if cents will be
indicated. For example, $500.25 should be typed in as 500.25 You do not need to type in
the decimal point, if there are no cents. So, an amount for $500 can simply be keyed in as
500. Do not include any other punctuation such as dollar signs ($) or commas in this field.

If you wish to denote a discounted unit price for an item, enter the net estimated unit price in
this field, then indicate all the details in a Note to Buyer in Step 4 — Entering Notes and
Attachments.

Select Add to Cart to add the item information into your Shopping Cart. Select the Clear
All button to clear all the information displayed and begin again. Select Add to Favorites
button if you wish to add this item to your Favorites list. If you select Add to Favorites,
refer to My Favorites procedure.

Based upon the category you selected in step 7, after you selected Add to Cart, a Special
Item Information screen may be displayed. If so, enter the appropriate information requested
on this screen then select the Done button. This will take you to the Shopping Cart Contents
screen.

On the Shopping Cart Contents screen, several features are introduced.

Requisition Step Indicator shows you the step you currently are in and the overall requisition
creation process

Quantity field allows you to update the quantity of your item on this screen. Select the
Update link to view the updated totals

Select the Garbage Can Icon to delete a requisition line from your cart

13
ﬂ

14 I_
L ]

. A Special . N . Supplier
Line Item Description Info Unit  Quanfity Price Total § De| fe Supplier Site
Xerox Copier model number 12345 with additional stapler l— Herox PRINCETON-
g attachment number 232 Bt || ToIrns | Jofrs Corp a1
update Total § 10,000.00
Toview new totals after updating guantities, click the update link

—
™ CHECK HERE FOR QUICK ORDERS AND CHECK REQUESTS OMLY Mo need to check this box if using an RU Exchange Supplier 15

THE STATE LRVERSITY OF MW JEmsey q} 3)

Exit  Shopping Cart Help

Requisition Status |/ My Profile

Shopping Cart

M) My
o o d
Shopping Cart Delivery Billing tes

Review & Submit

¢¢ Shopping Cart Contents

Return to Shopping

—_

Save Cart Proceed to Checkout L

Save the items in your cart Easy step-by-step checkout
and complete the checkout lets you enter detailed
process at a later time. delivery and billing

Learn rnare instructions

Hore | Shop | Reguisition Status | by Profile | Shopping Cart | Help

Rutgers, The State University of New Jersey 34

Published Date: June 28, 2002



d. If displayed, select the link under Special Information on a line to view or update special
item information for your item.

13. If you wish to add another item to your requisition from the supplier you indicated in step 4
or include shipping and handling charges, select Return to Shopping link and repeat steps 8
through 12. If you wish to add an item from a different supplier, complete this requisition
and create a new requisition for the other supplier. Only one supplier should be referenced
on a requisition. Otherwise continue to step 14.

Note: If you select Return to Shopping, you will return to the Non-Catalog Request screen.
Erase the information displayed in Item Description and enter the new item description for
your next item. This does not delete the previous item description that you added to your
shopping cart. Continue to modify if necessary, values displayed in Unit of Measure,

Quantity and Estimated Unit Price/Estimated Amount. Once completed, select Add to
Cart.

14. If the requisition is either a Check Request or Quick Order, select the checkbox next to
Check Here for Quick Orders and Check Requests Only No need to check this box if
using a RU Exchange Supplier.

15. Select Proceed to Checkout.

Note: To save the items in your cart and complete the requisition at a later time, select Save
Cart button. If you selected Save Cart, refer to Shopping Cart Management procedure.

16. Continue to Step 2 — Enter Delivery Information.
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Step 1 - Rutgers Exchange

Scope

This procedure covers the first step of the requisition creation process when requesting from a
Rutgers Exchange supplier.

A Rutgers Exchange supplier is an external supplier who has agreed to offer discount pricing to
Rutgers and whose goods can be accessed directly through a web link through Internet
Procurement. Requisitions created using a Rutgers Exchange supplier will not require the review
of a Purchasing Buyer regardless of the total purchase. Once the requisition has been approved,
your request will be automatically sent to the supplier.

The following suppliers will participate as a Rutgers Exchange supplier:

1.

2.

7.

8.

Arbee Associates

Boise Cascade Office Products
CDW Government

Fisher Scientific

MSC Industrial Supply
Sigma-Aldrich

Staples

VWR Scientific

The most current listing of Rutgers Exchange suppliers is available on the RIAS web site at:
http://www.rias.rutgers.edu.

Select the More link under Shop Supplier Sites. Click on the specific supplier link you
wish to use. This will take you directly to the supplier’s web site.

Note: Rutgers discount pricing will be reflected if you select the supplier’s web site displayed
in Internet Procurement.
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THE STATE LNIVERSITV OF NEW JERSEY & )
) i ?

Esit  Shopping Cart Help

My Profile

Requisition Status

Shop

Catalogs Shopping Lists Non-Cataloy Request

- Go ) Browse all cateqories
Search American English =] _0) Seatch Tips

Supplier Sites
Your Purchasing department has established buying relationships with the following suppliers. Click a supplier site link to view and buy the items sold by this
supplier.

Mame Description

Euchange. Qracle.com The Exchange for Big Business, Small Business, All Business

Staples, Inc. is a premier office supplier and can service all customers they way they want to do
Staples, Inc e
usingess.
Boise Cascade Office Products Corporate supplier of office supplies, paper, technology products and furniture
—r\§ MSC Industrial Supply Industrial Supplier

YWR International Punchout site. The world's largest Life Sciences supplier catalog. Contact

LA Rl cmational YWWR Ebusiness to be approved as a punchout customer. Cindi Hanley - 510-429-5583

Sigma-Aldrich develops, manufactures and distributes the broadest range of high quality
biochemicals, organic chemicals, chromatography products and diagnostic reagents available in

Sigma-Aldrich the world. The Company's products are used in high-tech research and development in universities
and industry, in the diagnosis of disease, and as specialty chemicals for pharmaceutical and other
manufacturing purposes in more than 160 countries.

Fisher Scientific Company L.L.C

COW'G, a wholly owned subsidiary of COWY Computer Centers, Inc. (Nasdag: COWC), provides
direct computing solutions to educational institutions and government agencies. COW'G stands
apart from the competition by offering expert advice, superior customer suppart, competitive pricing
and a vast product offering tailored to fit the unique needs of education and government customers

COW Gowarnrment

Arbes Associates

Haome | Shop | Requisition Status | My Profile | Shopping Cart | Help

2. Follow the supplier’s instructions on how to go shopping on their web site. Once you have
completed your shopping, proceed to “check out” of the supplier’s web site. Upon check out,
you will be returned to Internet Procurement to the Shopping Cart Contents screen with your

selected items displayed.

Note: You are encouraged to save your frequently purchased items on the specific vendor’s

“favorites” list before checking out of their web site.

Rutgers, The State University of New Jersey
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Shopping Cart Contents
P Open Saved Cart

Special

Line Item Description Info

Unit  Quantity Price Total$ Delete Supplier Supplier Site

Staples 3

2002 Daily 24-Hour Appointrent Book, & .

1 709" x 6 34", Black Each |1 16.43 16.43 ﬁ E;:;r;?:gse }D—|1ACI»<ENSACK-
~ Staples 3

2 MP1200 Laser Pointer, Plastic Each |3 18.00 54.00 .\'f. Business  HACKENSACHK-
Advantage 01

g | Sl LD PRk Cai, W s Each [i e s P Sirs BACKENSACK.
212'Dx 27" - 41°H Advantage 01
Staples 5

4 Flip Chart Mirnio Each |6 268.57 1611.42 ﬁ Buginess  HACKENSACK:
Advantage 01
Post-It American Flag Tape Flags, 1" = Staples 8

5 50/Pk v Each |1 1.62 1.62 il Business  HACKENSACK-

Advantage 01
update Total § 2,017.05

To view new totals after updating quantities, click the update link.

Return to Shopping

[T CHECHK HERE FOR QUICK ORDERS AND CHECK REQUESTS OMLY Mo need to check this box if using an RLU Exchange Supplier.

Save Cart ' Proceed to Checkout

Save the items in your Easy step-by-step

cart and complete the checkout lets you enter
checkout process at a detailed delivery and
later time billing instructions

Leamn mare .

3. Continue to Step 2 — Enter Delivery Information.

Note: If you wish to add additional items from the RU Exchange supplier you just checked
out of before you continue to next step, select Save Cart and follow the Shopping Cart
Management procedure. Return to the Internet Procurement home page, and repeat the
above steps. Once you return to the Internet Procurement Shopping Cart Contents screen,
follow the steps to combine shopping carts in the Shopping Cart Management procedure.

Note: Do not add a non-Rutgers Exchange good/service item to this requisition since only
lines selected using the Rutgers Exchange will be automatically sent to the supplier once
approved.
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Step 1 — Rutgers Internal Suppliers

Scope

This procedure covers the first step of the requisition creation process when doing a catalog
request for a Rutgers internal supplier in Internet Procurement.

Each internal supplier in RIAS will be assigned a unique contract number that will be displayed.
Once the requisition is approved, you will be assigned a unique release number against the
Contract Number. This will be displayed with a dash, then a number following the contract
number which is your unique internal purchase order number.

For all Rutgers Internal Suppliers not reflected in RIAS, continue to use the paper-based
Internal Purchase Order.

The internal suppliers available in RIAS are:

1. New Brunswick Computer Support Services - Rutgers Computer Store

2. New Brunswick Computer Support Services — Rutgers Computer Repair
3. New Brunswick Computer Support Services — Rutgers Computer Software
4. Facilities Maintenance (Newark and Camden Campuses)

5. Mail and Document Services

6. Material Services

7. Rutgers College — Student Center Space Reservations

8. Administrative Computing Services-SecurID Card

0. New Brunswick Dining Services — Catering

10.  Knight Express

The most current listing of Rutgers internal suppliers reflected in RIAS is available on the RIAS
web site at http://www.rias.rutgers.edu

1. Contact the internal supplier for an estimated quote and/or reference number. This can be
accomplished either by phone, email or by using their web site.

2. Enter search criteria in Find a Product on your Internet Procurement homepage (or Search
if you have selected another shopping link) using the % wildcard. Select Go.
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Note: For a complete listing of all internal suppliers, enter %IPO%.

)N

THE STATE LNIVERSITV OF NEW JERSEY A
) wl ?)
Exit Shopping Cart  Help

Requisition Status My Profile

Natalogs Shopping Lists Non-Catalog Request

Erowse all cateqories

Search |%IFO% American Enghshj . &0 ) Search Tips

Shop:Catalog » Catalog Search Results

Top item matches found in:

Categories Category for Internal Purchase Order Suppliers
Shopping Lists

gﬂ Supplier Matches

You may also find your item at
these supplier sites.
Exchange Oracle. com

Search Results for %IPO%

Select itemis) and... Add to Favorites

Add ta cﬁn)

Contract
Number

—l/_— Filter Results or Son hyI'NDﬂE' = ;gzzsz:gﬁg ﬂ)

Select Al Clear All @ 1-10 shown of 17 Mext &

Select Description Unit g?ii;e Supplier ﬁ:::'plier Supplier Site :‘I::"::::“em ﬁ:“mt[;? Category
O ﬁgﬂ?ew& Each 1D l?a?érlaging Semees EEIIIQI\\lJIGCES 22 &9 Igz‘riaggefgr‘drzfgluaépl\ers
O KoighBgresaCary  Each 100 i M ETeSe: Epegss o4 Pualn i, B s
& W Each 1.1 Eﬂi:um::taggmces g‘\ﬁ(‘ZLS& boe 57 40 gﬁ}'iﬁgrsye%rn‘ﬁrgfgi‘apl\ers
O Copy Senices- MDS  Esch 1D :Z?Uoc.umziwltaggmces g\?(‘)LS& Bos & & Igz‘riaggefgr‘drzfgluaépl\ers
L |uesidnlzenicesBvDS Y ach 140 :g'uoz.um::fggmzes g\ﬁ(‘)LS& por &) & gztriﬁgrsyefnorr‘dgfgipl\ers
r w Each 1.0 Eﬂi:um::taggmces g‘\ﬁ(‘ZLS& boc 40 82 gﬁ}'iﬁgrsye%rn‘ﬁrgfgi‘apl\ers
L |Mallinglstmoe sBMBSHES 2h 1D :Z?Uoc.umziwltaggmces g\?(‘)LS& Bos &l =3 Igz‘riaggefgr‘drzfgluaépl\ers
O Wﬁ Each (g :g'uoz.um::fggmzes g\ﬁ(‘)LS& poc 2 &S gztriﬁgrsyefnorr‘dgfgipl\ers
& W Each 1.1 Eﬂi:um::taggmces g‘\ﬁ(‘ZLS& boe & 5 gﬁ}'iﬁgrsye%rn‘ﬁrgfgi‘apl\ers
O %{%Q_L !;EESEEE Each 1D ?E%FRLILS%EJ;S’US”EQE EE[\IST'XECE & [z Igz‘riaggefgr‘drzfgluaépl\ers

Select Al Clear All < 1-10 shown of 17 Mext 5

Select itemis) and... AddtoCart |  Addto Favghtse=——Compare |

Didn't find it? Try browsing or create a Non-Catalog Request

Category Matches

Cateqory for Internal Purchase Order Suppliers

Shopping List Matches

Supplier Matches
Exchange Oracle.com

Haorme | Shop | Bequisition Status | My Profile | Shopping Cart | Help

3. Review the listing of matched items. To view additional items, select the Next link on the

bottom or top right of your screen,

Previous link.

4. If you wish to filter or sort your

if displayed. To review previous items, select the

results, select Filter Results or Sort by criteria

(Description, Supplier or Category) using the drop-down box. Select either ascending or

descending by clicking on the radial button. Click Go.

Rutgers, The State University of New Jersey
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— T Ascendin 3
Filter Results or Sort by |Description 'I d Go |

F .
ry— Descending

Select Al Clear Al Description
supplier

Unit

Selart NMesrcrintinn Sunnliar

5. Click Select check box to the left of the item you wish to add to your requisition.

Note: If your item is not displayed, check and/or modify your search criteria and repeat the
above steps.

6. Click Add to Cart to add the item information into your shopping cart. Select Add to
Favorites if you wish to add this item to your Favorites list. If you select Add to Favorites,
refer to My Favorites procedure.

7.

Enter the reference number you were provided with when you contacted the internal supplier
and other required information displayed in the Special Information screen. Click Done.

l \

THE STATE LNIVEREITY OF NOW JGRSEY

Catalogs Shopping Lists Non-Catalog Regue st

Special ltem Information

The itern you selected requires additional information before it can be added to your Shopping Cart. Please enter the following inforhiation and
press the Done button below when you are finished.

* Indicates a required field

Item Description

Price

1.00

Supplier

Dining Sewices Catering

IPQ: Dining Serices Catering

IPO: Dining Services Catering

= Contract Number IES

Done

Home | Shop | Requisition Status | My Profile | Shopping Cart | Help
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8. Change the quantity of 1 displayed to the total estimated dollar amount of your purchase.
Select the update link to view the updated total. Select Proceed to Checkout.

iy g Fg T
o e e S
Shopping Cart Cielivery Billing hotes Approvers Feview & Submit

Shopping Cart Contents

P Open Saved Cart

Line [tem Description ISpemaI Unit Quantity Price Total § Delete Supplier S!.lppller
nfo Site
IPO: IPO:
fefl q q Dining Dining DINING
1 Dining Services Catering (NB Carmpus) Sanices Each |1 1.00 1.00 ﬁ Somices  SERVICES
Catering Catering

update Total § 1.00

To view new totals after updating quantities, click the update link.

Return to Shopping

[T CHECK HERE FOR QUICK ORDERS AND CHECK REQUESTS OMLY Mo need to check this box if using an RLU Exchange Supplier.

Save Cart ' Proceed to Checkout

Save the items in your Easy step-by-step

cart and complete the checkout lets you enter
checkout process at a detailed delivery and
later time. billing instructions.

Learn mare .

9. Continue to Step 2 — Enter Delivery Information.
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Step 1 — Oracle Exchange

Scope

This procedure covers the first step of the requisition creation process when doing a catalog
request using Oracle Exchange.

Suppliers on Oracle Exchange will not reflect Rutgers discount pricing. Only Rutgers Exchange
suppliers specifically listed under the heading Shop Supplier Sites will reflect Rutgers discount
pricing.

Caution: Some RU Exchange suppliers may also be found on Oracle Exchange. Requisitions
created using Oracle Exchange will require the review of a Procurement & Contracting Buyer
unless it is a Quick Order.

1. Select the More link under Shop Supplier Sites. Click on Exchange.Oracle.com.

2. Enter search criteria in Search field using the % wildcard. You may search either by
supplier name, item number or description. Select Go.

Note: You must enter at least one character with the % wildcard to execute a search.

Review the listing of matched items. To view additional items, select the Next link on the
bottom or top right of your screen, if displayed. To review previous items, select the
Previous link. Items denoted with a blue dot that Indicates Negotiated Prices does not
reflect Rutgers discount pricing.
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If you wish to filter or sort your results, select Filter Results link or Sort by criteria
(Description, Supplier or Category) using the drop-down box. Click Go.

3. If your item is reflected, click Select check box to the left of each item you wish to add to
your requisition.

If your item is not displayed, check and/or modify your search criteria and repeat the above
steps. If your item is still not reflected, you may wish to create a non-catalog request. Refer
to Step 1 — Non- Catalog procedure for details.

Hint. Click Select All link if you wish to select all items. Click Clear All link if you wish to
deselect all items.

4. Click Add to Cart to add the item information into your shopping cart. Select the Add to
Favorites if you wish to add this item to your Oracle Exchange Favorites list. Select
Compare if you wish to compare the items you selected. Select Check Availability if you
wish to confirm the availability of the items you selected.

5. Select Done Shopping.

6. Continue to Step 2 — Enter Delivery Information.
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Step 2 — Entering Delivery Information

Scope
This procedure covers the second step of the requisition creation process.

The delivery values for Requester Name and Deliver-to Location that are defined in My Profile
will be the default information displayed. All default values displayed can be changed.

T STATE LIVERSITV OF W JGRsey’ )
%) ?
Exit  Shopping Cart Help

Shop ) Requisition Status N My Profile )

My My M)
S S i
Delivery Billing Motes Approvers Review & Submit

Enter Delivery Information

* Indicates a required field

u need the items on your requisition?

* Meed-By Date |13-JUN-2002

(Example: 30-APR-2003)

Who is requesting the items?

= Reguester |Smith, Tim J

Where are the items going?

4 F‘ Deliver-To Location |LIV 4086 &

MNeed to have your iterns delivered to a special address that hasn't been predefined?
Enter a one-time address. .

Does this delivery information apply to all the items on your requisition? 7

@ Yes 6
' No, delivery infarmation differs by’llem\l—

Clear Checkout Changes and Return to Shopping Cart Continue

Horne | Shop | Reguisition Status | by Profile | Shopping Cart | Help
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1. Verify the Need-By-Date is accurate. The default will be 21 days from the current date. If
not, enter the new, future Need-By-Date using the following format: DD-MON-YYYY. (e.g.
01-JUL-2002).

Note: If a saved Shopping Cart is being used, the screen will appear in a different format than
example displayed.

2. Verify the Requester field reflects the name of the individual who will be receiving the
goods or services being ordered. The default will be the Requisition Preparer’s name unless
otherwise defined in My Profile. See related procedure entitled Editing Default Information
in My Profile.

To change the Requester named, enter search criteria using the % wildcard (e.g. %Smith%)
in the Requester field, then click flashlight icon. Click Go.

3. Click Select to the left of the individual you wish to indicate as Requester.

4. Verify the Deliver-to-Location reflects the code for the address you wish the goods or
services to be delivered to. The default will be the Requester’s location.

To select another location, enter search criteria using the % wildcard in Deliver-to-Location,
then click on flashlight icon.

Search and Select: Deliver-To Location

Choosing a value for the location field is 3 two-step process. First, search for locations. Second, select a location from the search results.

g\ Search
To search for the value you entered on the previous page, press the Go button now. To search using different criteria, delete or change the value in the
search field and then press Go.

Search By |Location (Organization)j |%EISH 38581% Go )

Cancel b

5. Select Search By criteria: Location (Organization) or Location Description. Choose
Location (Organization) if you wish to search using the naming convention below. Choose
Location Description if you wish to search using a building’s name. Click Go. If your
location is reflected, click Select to the left of the location you wish to indicate on your
requisition.
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Note: The naming convention of Location (Organization) is:
a. 3 digit campus code
b. 4 digit building number
c. 5 digit room number
d. 1 digit wing number (if applicable)

This location will be translated by the system into a postal address that will appear on the
approved purchase order.

Requisitions for radioactive materials and radiation producing equipment must reflect a Deliver-
To Location of Rutgers Environmental Health and Safety. Select Location (Organization) and
choose the location of LIV 4127 in the above step.

Requisitions for incoming shipments of equipment and supplies for departments not equipped to
handle such shipments should reflect a Deliver-To Location of University Material Services.
Select Location (Organization) and choose the location of LIV 4128 in the above step.

THE STATE LMVERSITY OF NEW JERSSY A
£3) w') ?)

Euit  Shopping Cat Help

Home Shop Requisition Status My Profile

O O O
Delivery Billing Motes Approvers Review & Submit

Search and Select: Deliver-To Location

Choosing a value for the location field is a two-step process. First, search for locations, Second, select a location from the search results

Search

Enter search criteria and press the Go button to find locations

Search BylLDcatan (Organization) | | =gl

Search Results

Press the Select button to choose a location. If you can't find the value you want, try searching again with different criteria.

1 - 10 shown of §3 Mewt >

Select Location {Organization) Location Description
Select ) BSH 3858 101 (RU) Biormedical Engineering Madular Building Rm 101
Select .‘) BSH 3858 102 (RLYy Biomedical Engineering Modular Building Rm 102
Select ) BSH 3358 103 (RU) Biormedical Engineering Modular Building Rm 103
Select .‘J BSH 3858 104 (RLY Biomedical Engineering Modular Building Rm 104

If your location is not reflected, check and/or modify your search criteria and repeat the
above step. Department names are not displayed. If your location is still not reflected, you
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may wish to use the browser’s back button, and select the Enter a one-time address link.
Manually type in the street address, then click OK.

To enter a one-time address, enter the postal address in the following format:
e Line 1 - Name of Location
e Line 2 — Name of Department and/or Contact (if necessary)
e Line 3 — Complete Street Address
e Line 4 — City, State, Zip
6. Verify whether the delivery information applies to all the items on your requisition by
clicking on the appropriate radial button Yes or No.

Note: If you wish to denote different delivery information by item, ensure that you have the
items listed on your requisition on separate lines.

If you selected No, once you selected Continue, the Enter Delivery Information for
Individual Line Items screen is displayed. Modify the Deliver-To-Location on each
applicable requisition line as described in step 4 above.

g Fg T
e e e
Delivery Billing hotes Approvers Feview & Submit

Enter Delivery Information for Individual Line ltems

You can edit line item delivery values by entering thern directly below or by clicking a line number to view the details in a single-page format.

Line Item Description Need-By Date Requester Deliver-To Location

1 Model DCS50 Digital Copier Je0-JuL-2o02 [Canlin. Michele <« |ty 4086 &
Add One-Time Address

2 Model SC23-98 Digital Scanner [en-a0-zonz [Faniin Michels 2 [Crv 2086 P

Add One-Time Address

Clear Checkout Changes and Return to Shopping Cart Continue

7. Click Continue.

8. Proceed to Step 3 — Enter Billing Information.
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Step 3 — Enter Billing Information

Scope
This procedure covers the third step of the requisition creation process.

All segments of the charge account will default to “0” which must be altered to reflect your
actual charging instructions. If you do not select the Charge Account link displayed to change the
default “0” values, upon submission, your requisition will be automatically routed to University
Procurement & Contracting who will return the requisition back to you to modify.

" I
oy oy
Billing Motes Appravers Review & Submit

Enter Billing Information

This section is reserved for future use

Accept the default of Yes; click on Continue to proceed
& Yes
0 No, billing infarmation differs by item

Clear Checkout Changes and Return to Shopping Cart Continue )

1. The above screen will appear when you first come to this step. The sections displayed on
this page are for future use. Proceed to the next screen by selecting Continue.

Rutgers, The State University of New Jersey 50
Published Date: June 28, 2002



THE STATE LRIVERSITV OF NEW JGRSeY Ny \
RUTGERS ? 2

Esit  Shopping Cart Help

Shop Requisition Status My Profile

M) My
e S
Billing Motes Approvers Review & Subrmit
Review Charge Accounts 2
Click on a Charge Account link to edit or allocate the item cost to multiple accounts.
Line Item Description Unit Quantity Price Total §  Charge Account /‘_

~

Xerox Copier model number 12345 with additional stapler attachment

Each 1 10000.00 10,000.00 00-000000-00000-00000-000000-000
number 232

Total § 10,000.00

Clear Checkout Changes and Return to Shopping Cart Continue

Horne | Shop | Reguisition Status | by Profile | Shopping Cart | Help

2. Select Charge Account link displayed as 00-000000-00000-00000-000000-000 for the first
item on the requisition.

There are only 3 required fields to be completed in Phase I. They are:

1) Fund Source (Account) — 6 Digit Value = Legacy Account Number

2) Organization — 5 Digit Value = New Organizational ID

3) Natural Account — 5 Digit Value = Legacy Sub/Object Code + 0 (Zero) at the end

Two optional fields entitled Dept Activity 1 and Dept Activity 2 have been provided for
your use.

Note: There are two charge account rules the system will validate. If you enter an invalid
combination when entering your billing instructions, you will receive an error. The account
rules are:

Rule 1 — A valid natural account must be entered with a fund source
Rule 2 — The correct assigned organizational id must be entered with a fund source

For more information on charge account rules, see the RIAS web site at
http://www.rias.rutgers.edu

3. If you will be charging multiple accounts for the first item, click select multiple charge
accounts.
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THE STATE LNIVERSITY OF NEW JERSSY ] ?
£3) ?)

Exit Shopping Cart Help

Shop ) Requisition Status ) My Profile )

i) gy

A N
Billing Notes Approvers Review & Submit
Allocate Costs to Multiple Accounts
Selected Line Item
Line Item Description Unit Quantity Price (USD) Total §
| Ferox Copier Model Number 12345 and Stapler attachment number 432 Each 1 10000.00 10,000.00

To allocate cost of the selected ling item to multiple charge accounts, choose charge account names fram the favorite accounts maintained in your persanal
prafile or enter the account values manually. Press the OK button when you're finished

G G S g MU BAE BT e ouary Amsen
[Nan= =] oo foiza g [ism | [mown g [oooonn | fooo”  [suoooon] [osoooo | [sooooo
[Mone =] oo [ezsd o  [ism | [mow0 & [oooonn | foon”  [suoooon] [osoono | [sooooo
[Nan= = e &0 '« [ 1 [ | |
[Nane =] e &0 ¢ [ 1 [ | |
[Mane =] s &0 & [ 1 [ | |

Total Allocation = [100.0000C [1.00000 | [r0000.00
* Must equal 100% of the selected line values / J 1 1
Meed to allocate costs to more than five accounts? Click here to add more lines

Clear Checkout Changes and Return to Shopping Cart oK Cancel

Home | Shop | Reguisition Status | My Profile | Shopping Cart | Help

If you plan to use an account that you pre-defined in My Profile (See Editing Default
Information in My Profile procedure), select the appropriate account in the drop down under
Charge Account and continue to Step 8. Otherwise continue to Step 5.

Enter the 6-digit account number you wish to charge for your first item in Fund Source
(Account).

Enter the 5-digit organization identification number that corresponds to the fund source you
indicated in Step 5 in Organization.

Enter the 5-digit object/subcode that denotes the proper classification of your purchase in
Natural Account.

If you have chosen select multiple charge accounts link, enter the percentage, quantity or
amount you wish to charge for each account. Once you have allocated 100% of your
purchase, select OK.
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Note: When you select the multiple charge accounts link, you are provided with three
different methods of distributing the charge (Percent, Quantity or Amount). You only need
to select one method, then select the Tab key. The system will automatically re-calculate the
remaining fields. To allocate costs to more than five accounts, select the add more lines link.

9. Optionally, enter free-form text in Dept Activity 1 and/or Dept Activity 2.
10. If you wish to apply this same account information to all requisition lines listed, select Check
Here to Apply this Account to all Requisition Lines. If not, select OK and repeat steps 4

through 9 for each requisition line.

11. Select OK. This will return you to the Review Charge Account screen to verify the charge
account information is correct. If you have allocated costs to multiple accounts, it will
display Multiple under Charge Account.

12. Select Continue.

13. Continue to Step 4 — Enter Notes and Attachments.
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Step 4 — Enter Notes and Attachments

Scope

This procedure covers the fourth step of the requisition preparation process.

. 4 O

Notes Approvers Review & Submit

Enter Notes & Attachments

* Indicates a required field 1

Describe your requisition

* Requisition Description |><emx Copier model number 12345 with additiona

Click here to autornatically default the requisition description based on the first line item's description. You

can akways edit this default

plete the following

If check req

If ok, prowide justification in the "Mote to Approver box below.

Special Check Handling Instructions, if any I g ﬁ
Add notes and attachments

Mote to Buyer [a deposit of 1,000 must be sent with the = 4
purchase order
[
Please check the natural account' ;I
6 =
Add Attachments’ agention To Type Description
To Approver Text Information on Account Code Delete

Horne | Shop | Reguisition Status | by Profile | Shopping Cart | Help

Exit Shopping Cart Help

Shop ) Requisition Status ) My Profile )

[~ Check this box if you will net be submitting paper supporting documents to the Disbursement Contral office.

Clear Checkout Changes and Return to Shopping Cart Continue

1. Enter a description in the Requisition Description field or accept the description of the first
line item by selecting the automatically default the requisition description link. This
description will be reflected under your Requisitions at a Glance on your Internet

Procurement homepage.
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Hint: You may use this field to indicate the reason of the request and/or the requester’s name
if you chose not to indicate it in the Requester field in the previous steps.

2. If the requisition is a check request and you will not be submitting supporting documents to
Disbursement Control, click on check box next to Check this box if you will not be
submitting paper supporting documents to the Disbursement Control Office.

3. If the requisition is a check request and you wish to indicate special check handling
instructions, indicate the % wildcard in Special Check Handling Instructions, select
flashlight icon, then Go. Click Select to the left of the instruction you wish to indicate.

4. Optionally, you may enter any notes you wish to indicate to the Buyer/Disbursement Control
in Note to Buyer. This field may contain up to 240 characters.

For example, you may indicate that paper supporting documentation such as a quote is being
forwarded in campus mail, or if a deposit must be included with the purchase order.

5. Enter any notes you wish to indicate to the Approver/Reviewer in Note to Approver. This
field may contain up to 240 characters.

For example, you may indicate that paper-supporting documentation such as petty cash
receipts is being forwarded in campus mail.

6. To add an attachment to the requisition, such as a completed form, select Add Attachments
continue with step 7. Otherwise, select Continue and refer to step 10.

7. To add an attachment

a) Indicate the Attention to by using the drop down arrow. Do not use Miscellaneous or To
Receiver.

Note: When you select Attention to: Supplier, your attachment will print on the
approved purchase order.

b) Enter a Description of the attachment. This will appear as the name of the attachment’s
link.

c) Select one Attachment type by selecting either File or Text. Do not use URL.

8. If you selected File, and selected the Browse... button, it will open all the files you have
access to on your desktop.  Select the file you wish to attach, then double-click on the
specific file name. The file name should now be displayed in the field next to File in Internet
Procurement. Ensure that the file you selected conforms to one of the following standards:

1. Microsoft Word
2. Microsoft Excel

3. Microsoft Visio
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4. Adobe Acrobat

Note: Confirm that the extension of the file you attached indicates one of the following
after the file name - .xlIs (Excel), .doc (Word), .pdf (Adobe Acrobat) or .vsd (Visio). If
not, please assign the appropriate extension to the file name if not already displayed.

If you selected Text, enter your free-form text.
d) Select OK.

9. If you wish to add another attachment, repeat steps 6 through 8. Once completed, select
Continue.

10. Continue with Step 5 — Review Approver List
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Step 5 — Review Approver List

Scope

This procedure covers the fifth step of the requisition preparation process.

The Approver List displays your default Approver defined in the requisition approval hierarchy
who has the authority to approve the requisition based upon the organizational value(s) indicated
in Step 3 and the total dollar amount of the requisition automatically.

THE STATE LRIVERSITV OF NEW JGRseY 7N @ P
s @
Exit  Shopping Cart Help
Shop A Requisition Status ) My Profile i
Approvers Review & Submit
Review Approver List & Enter Justifications
Your requisition will be sent to the following list of approvers.
Approver List
Click here to change the first approver.
Sequence Approver Name Required?
1 Jones, Eileen F Mo Delate
Add Another Approver/Reviewer
Additional Information for Approvers
Mote to Approver [please check the natural account =]
Atach Justifications agention To Type Description
To Approver Teut Information on Account Code Delete
Clear Checkout Changes and Return to Shopping Cart Continue ]
Horne | Shop | Beguisition Status | My Profile | Shopping Cart | Help

1. Determine whether additional Approvers and/or Reviewers are necessary.

A Preparer would add additional Approvers if:

e The requisition is charged to another organization’s account.

e Alevel 2 Approver is preparing the requisition
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A Preparer would add additional Reviewers if:

e In special circumstances, departmental guidelines recommend additional review.

A Preparer would select the change the first approver link if:

e The default Approver is away, if known.

Review Approver L Enter Justifications

Your requisition will be sent tot) ffollowing list of approvers.

Approver List

Click here to change/Ae first approver

Sequence Approver Name Required?

1 Jones, Eileen F Mo Delete
|beforeT j | fg? Mo Delete

Add Another Approver/Reviewer

To add a Reviewer/Approver:

a) Select Add Another Approver/Reviewer.

b) Select Sequence using the drop down menu.

Note: Before y (Where y is the required Approver) will send the requisition to the
Approver/Reviewer indicated on that line prior to the requisition being approved.

After y (Where y is the required Approver) will send the requisition to the
Approver/Reviewer indicated on that line after the requisition has been pre-approved™ .

* A pre-approved status will be reflected on a requisition if an authorized approver has

approved the requisition and has forwarded the requisition to an additional
individual.

c) Enter search criteria using the % wildcard (e.g. %Smith%) in Approver Name, click
flashlight icon, then Go.

d) Click Select to the left of the individual you wish to add.

Rutgers, The State University of New Jersey 59
Published Date: June 28, 2002



To Change the First Approver:

a) Select change the first approver.

Review Approver List & Enter Justifications

Your reguisition will be sent to the following list of approvers.

Approver List

Click here toichange the first approvet.

Sequence Approver Name Required?

1 Lyons, Kevin L Mo Delete

Add Another Approver/Reviewer Reset Approval List J

Fress the Reset Approval List button to undo any changes you've made to the Approval List.

b) Enter search criteria using the % wildcard (e.g. %Jones%) in New First Approver, click on
flashlight icon, then Go.

Change First Approver

Enter the new first approver and press the OK button at the bottormn of the page.

* Indicates a reguired field

Current First Approver Lyons, Kevin L

* Mew First Approver J

Clear Checkout Changes and Return to Shopping Cart OK ) Cancel )

c) Click on Select to the left of the individual you wish to indicate.
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Search and Select: New First Approver

Choosing a value for the approver field is a two-step process. First, search for approvers. Second, select an approver from the search results.

Search

er search criteria and press the Go button to find approvers.

Ermployee Mame |%smith°/o Go :l

arch Results

Press the Select button to choose an approver. If you can't find the value you want, try searching again with different criteria.

1 -2 shown of 2

Select Employee Name Employee E-Mail Employee Number Organization Name
Select | Smith, John 13047 18048_9 Mail & Document
enices

d) Select OK.

Change First Approver

Enter the new first approver and press the OK button at the bottom of the page.

* Indicates a required field

Current First Approver Lyons, Kevin L
= Mew First Approver [Smith, John J

Clear Checkout Changes and Return to Shopping Cart OK } Cancel )

e) Continue with Step 6 — Review and Submit for Approval
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Step 6 - Review and Submit for Approval

Scope
This procedure covers the sixth and final step of the requisition creation process.

At this step, you will be assigned a requisition number. A listing of the recent requisitions you
prepared will appear in chronological order, with the most recent one listed first under
Requisitions at a Glance on your Internet Procurement Home Page.

Note: Requisition commitments will be reflected in the Online Financial Information System
(OFIS) the following day of requisition submission. Once a requisition has become a purchase
order, a purchase order number will be assigned.

Important — The purchase order number will not be the same number as the requisition number.

These purchase order commitments will be reflected in the OFIS System and its corresponding
requisition commitment reversed the following day once it has been approved.

n Shop |/ Requisition Staws | My Proble
Paviaw & Subirat
Review and Submit Requisition
Pleass rvibw your requisiion camfully to varify 1hat ewrything's O
= Ready 10 complete this transaction? Prass the Submit button = ubmit 3
+ Heed 1o make corrections? Uss your browser's Back button
Requisition 765 Total § 10,000.00
Crested by Smith, Tim
] Craation Date 25JUN 2002
1 Hote fo Approver Please check the natural sccount
%8 1o Buyer A deposit of $1,000 must Be sent with the purchass order
A ACATETS pggntion To Type Deseription
To Approver Tent Information on Account ol
4\ Items
Toy werw @l the indeemabion for @ be dem, chek ibs View hink.
Line Hem Description Unit  Quantity Price Total § Suppliar
* Vigw 1 Herox Copier Model Numbser 12345 and Stapler sttachment number 432 Each 1 1000000 1000000 Xerox Corp
Total §  10,000.00
Claar Chackout Changes and Retum to Shopping Can Subma
Home | Shop | Eequisition Status | My Froils | Shopping Cant | Halp
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1. Review your requisition carefully to verify that all the information is accurate. Select View
for more details on each line.

T STATE LIVERSITV OF W JGRsey’

Exit  Shopping Cart Help

Requisition Status My Profile

Review & Submit

Review and Submit Requisition
Please review your requisition carefully to verify that everything's OK

+ Ready to complete this transaction? Press the Submit buttan
N . Submit
s Need to make corrections? Use your browser's Back button < )

» Want to print your requisition? Click here for a printer-friendly version of this page

Requisition 7689 Total $ 10,000.00

Created by Smith, Tim
Creation Date 25-JUN-2002
Description Xerox Copier

Urgent Requisition No

Mote to Approver Please check the natural account

Note to Buyer A deposit of $1,000 must be sent with the purchase order

Add Attachments agention To

Type Description
To Approver Text Information on Account Delete
ltems
To view all the information for a line item, click its View link
Line  Item Description Unit Quantity Price Total §
V¥ Hide 1 Kerox Copier Model Number 12345 and Stapler attachment number 432 Each 1 10000.00 10,000.00

ltern Description Xerox Copier Model Number 12345 and Stapler attachment number 432

Itern Mumber Reqguester Smith, Tim
Category Description All Equipment Location LIV 4087
Supplier Xerox Corp Meed-By Date 16-JUL-2002
Supplier Site SAINT PETERS 01

Special Info
Supplier Contact

Contact Phone Unit Each
Supplier ltemn Quantity 1
Ptice (USD) 10000.00 Tatal § 10,000.00
P-Card Used No

Charge Account 00-288491-10531.21000.000000-000 Taxable No

Estimated Tax

Recoverable Tax

Wark Order
Add Attachments
Attention To Type Description
Clear Checkout Changes and Return to Shopping Cart Submit

Horne | Shop | Bequisition Status | My Profile | Shopping Cart | Help

2 To return to the previous summary page, select Hide.
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4’\ Review & Submit

3. If you wish to make any changes, use your browser’s back button to the screen you wish to
make the modification on, enter the changes, then select the appropriate button (OK or
Continue) on each step to return to the Review and Submit Requisition screen.

4. To submit the requisition for approval, select Submit.

5. Upon submission, you will receive a Confirmation indicating where the requisition has been
sent for approval.

THE STATE LNVERSITY OF NEW JERSEY [ ? \
&) ?)

Exit  Shopping Cart Help

Shop |/ Requisition Status |/ My Profile

N\

Submit Confirmation

Requisition 769 has been submitted to Jones, Eileen F for approval
To check on this requisition's status, click the Requisition Status tab or look in Requisitions at a Glance on the Home page.

If you have any questions about your requisition, please contact your Purchasing Departrnent

Continue Shopping

Horne | Shop | Reguisition Status | by Profile | Shopping Cart | Help

6. If you need to forward paper supporting documentation, select Home tab to return to the
Internet Procurement homepage. Under Requisitions at a Glance, click on the appropriate
requisition number link. This will open the View Requisitions Details screen. Print this
screen. Attach the paper documentation to the screen shot and manually forward both to the
authorized Approver.
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Entering Check Requests

Scope

This procedure covers the creation of a check request (previously referred to as a billhead or
request for payment).

Generally, the University procures and pays for goods or services through the use of a purchase
order. Occasionally, there are circumstances under which a payment is required, but for which
the issuance of a purchase order is either inappropriate or unnecessary. The following types of
payments may be made using a properly completed check request:

1. Petty Cash Reimbursements (Refer to University Regulations and Procedures Manual
(UR&PM) Book 6, Section 6.1.7)

2. Certain Payments to Individuals (Refer to UR&PM Book 6, Section 6.1.4)

3. Certain Statutory or Regulatory Obligations (e.g. payroll taxes, property taxes, etc.)
4. Conference Registration Fees

5. Office Subscriptions (e.g. Chronicle of Higher Education, Wall Street Journal, etc.)
6. Membership Fees

7. Postage

The information requested on the check request is necessary to properly support the payment
and, when applicable, capture information required by the Internal Revenue Service. Check
requests should include a written explanation and/or the submission of documentation supporting
the requested expenditure of University funds.

A check request is not be used to request employee travel advances. See Requesting Travel
Advance procedure.
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THE STATE LNVERSITY OF NGW JERSSY 2

e o)
Exit Shopping Cart Help

» y
Requisition Status My Profile

Catalogs Shopping Lists Non-Catalog Request

Non-Catalog Request

* Indicates a required field

Select Billing Method (if different than default)

Selected Billing tethod 2. GOODS or SERVICES BILLED AS AN AMOUNT
Example: $10,000 worth of miscellaneous supplies (Mo on-line receiving f Manual Certification if
1,000 or more)
@ Click below to select a different Billing Methad

> Select 1. GOODS or SERVICES BILLED BY QUANTITY (Default)
Example: 10 books at §25 each

> Select (Reserved for future use - Do not use)

Select a Supplier using the Flashlight (Required for Quick Orders and Check Requests)

MName |Taylor, William é
Site |AUSTIN-01

Supplier Address |64U4 Dy Cliff Cove

MOTE: If the Supplier or Site s not found, you must complete 3 Mew Supplier Reguest Form and
proceed with your Reguisition by indicating the name ofthe news Supplier in the Mote to Buyer field on
the Enter Motes & Attachments screen

Describe Your Item

* Category |CheckF\equests j
* ltem Description [Honorarium for William Taylor E
H

* Estimated Amount [2500]

Forms and Attachrments  Clear All ) Add to Cart ) Addto Favorites)

Home | Shop | Requisition Status | My Profile | Shopping Cart | Help

1. Follow Step 1 — Non-Catalog procedure.

2. Confirm that the following are true:
¢ You have selected Billing Method GOODS or SERVICES BILLED AS AN AMOUNT
e You have chosen a valid supplier name and site
¢ You have chosen a “Check Request” category

Note: The Category Check Request: Non-Resident Alien must be selected if you are
requesting payment to a Non-Resident Alien.

3. If any of the above criteria is not met, use the browser’s back button, to make the required
modifications.
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Enter the appropriate information once you receive the Special Item Information screen,
then select Done.

A\

® & (1)
Exit Shopping Cart Help

THE STATE LNVERSITY OF NGV JERSSY

My Profile

Requisition Status

Catalogs Shopping Lists Non-Catalog Request

Special Item Information

The iterm you selected requires additional information before it cay
button belaw when you are finished

be added to your Shopping Cart. Please enter the following information and press the Done

* Indicates a required fisld
Item Description Unit Price Supplier

Honaorarium for Wiliam Taylor Lecture US Dollar 1.00 Taylar, William

CR Check Request

Infarmation, if any, to be displayed on check stub |Lecture Honarariur

Done

Home | Shop | Requisition Status | My Profile | Shopping Cart | Help

4. On the Shopping Cart Contents screen, select the checkbox to the left of Check Here for
Quick Order and Check Request Only No need to check this box if using RU Exchange

Supplier.
5. Select Proceed to Checkout.

6. Follow Steps 2 through 3-Enter Delivery Information and Enter Billing Information

7. In Step 4 — Enter Notes and Attachments, if you will not be submitting paper supporting
documents to the Disbursement Control office (e.g. for prepaid postage for a postage meter),
select the checkbox directly under the If check request, complete the following heading.

Enter an appropriate justification in a Note to Approver.
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THE STATE LNIVERSITY OF MW JERSeY ¢!
H @
Exit  Shopping Cant Help

a a a
Shop Requisition Status My Profile

L 4 O

Notes Approvers

Review & Submit

Enter Notes & Attachments

* Indicates a required field

Describe your requisi

= Reguisition DA \cription |HnnmanumfannIlamTﬁylm

Click here to automatically default the
can abways edit this default

|lowing

description based on the first line item's description. ou
If check request, complete the

[ Check this hox if you will not be submitting paper supporting documents to the Dishursement Contral office
I not, provide justification in the "Mote to Approver' box below.

Special Check Handling Instructions, if any |°/o| J

Add notes and attachments

Mote to Buyer

B
[ |
Note to Approver =
[ |
Add Attachments
Attention To Type Description

Clear Checkout Changes and Return to Shopping Cart

Continue

Home | Shop | Requisition Status | My Profile | Shopping Cart | Heln

If you wish to indicate any special check handling instructions, enter the % in Special
Check Handling Instructions, if any, select the flashlight icon, then click Go.

Click Select to the left of the appropriate instruction. This will return you to the Enter Notes
and Aftachments screen.

Search and Select: Special Check Handling Instructions, if any

Choosing & vale for the Beld is & two-step process. First, search for a value. Secord, select a value from the search results.

Search

Enter search criteria and press the Go buiton to find values.

Check Request Special Chuck Handing Instructions [l Ga )
earch Results

rass the Salact button to chadse a valus., If you canY ind the valus you want, try searching again with diffarant critaria

1 - 4 shown of 4
Select Check Request Special Check Handling Instructlons

Select | (ol deparbment for check pick up

Select | Hold check for courier pick up

Selest ) Mail check back 1o depariment

Select ) Send attachments with check
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10.

11.

12.

Complete Steps 5 and 6 — Review Approver List and Review and Submit for Approval.

If documentation is available to support the expenditure (e.g. conference registration
form, membership dues notice or petty cash receipts), the documentation must be
delivered or mailed to the designated Approver for review. The documentation must be
attached to a screen print of the “View Requisition Details” screen for the check request.
The screen shot contains the requisition number that will be used by the Approver and
Disbursement Control to locate and match the document with the associated requisition in
the system.

If for some rare and unusual reason, the original or underlying documentation can not be
attached to the check request, documentation held at departmental locations must be
retained for a period of ten (10) years and may be subject to examination by University
officials and internal and external auditors.

If approved, the supporting documentation and the attached screen shot must be
forwarded to Disbursement Control, where it will be matched with the check request to
release payment and filed for retention.
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Entering Quick Purchase Orders

Scope

This procedure covers the creation of a quick purchase order. A quick purchase order is used for
purchases to external suppliers that do not exceed $1,000 with a single transaction and a single
invoice.

Quick purchase orders do not require a Buyer’s review. As a reminder, quick purchase orders
have the following restrictions and cannot be used to purchase:

1. Alterations or Repairs to Buildings

2. Blanket Orders

3. Building Graphics/Interior and Exterior — Other than University Standard
4. Carpet/Window Treatment

5. Consulting Services

6. Equipment Requiring Utilities Hook-Up

7. Equipment Supplier or Services from Non-Contract Supplier
8. Furniture — Other than University Standard

9. Hazardous Waste Disposal

10. Importation of Equipment

11. Cylinder Gas Purchases/Demurrage Charges

12. Inspection of Service of Fire Suppression Systems

13. Leases

14. Plaques and Monuments (Buildings)

15. Radioactive Materials

1. Follow the appropriate Step 1 — Non-Catalog or Step 1 Oracle Exchange procedure to begin
creation of the requisition.

2. Confirm that the following are true:
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e The total of your requisition is $1,000 or less
e You have chosen a valid supplier name and site
e You have not included items from any of the restricted categories listed above

3. [If any of the above criteria is not met, use the browser’s back button, if necessary and make
the required modifications.

4. On the Shopping Cart Contents screen, click on checkbox to the left of Check Here for
Quick Order and Check Requests Only No need to check this box if using a RU
Exchange Supplier.

5. Click Proceed to Checkout.

6. Follow Steps 2 through 6 for creating a requisition.

THE ETATE LRVIRGITY OF NEW JEReeY a0 2
&) -
Exit Shopping Cart Help

Requisition Status

My Profile

Shopping Cart

M) M) ) )
ey S N S
Shopping Cart Delivery Billing Notes Approvers Review & Submit

&/ Shopping Cart Contents

P Open Saved Cart

Line  Item Description Spectal i Quantity  Price Total§ Delete Supplier SUPPIer
nfo Site
1 Stap
Camera  Great
1 Bell Atlantic Cell Phane #234251 Each [i o 100 et
Computer

4 update Total § 198.00

Toview new totals after updating quantities, click the update link,
—l' \ Return to Shopping 5
Fl (CHECK HERE FOR QUICK ORDERS AND CHECK REQUESTS ONLY No need fo check ihis box ifusing an RU Bxchange Supalier. | /‘—

P
Save Cart Praceed to Checkout
Save the items in your cart Easy step-by-step checkout
and corplete the checkout lets you enter detailed
process at a later time. delivery and billing
Learn mors instructions.
Hore | Shop | B Status | My Profile | Sh ing Cart | Help

7. Once your requisition has been approved, the Requisition Preparer will be emailed the
Quick Purchase Order as an Adobe Acrobat attachment. This attachment is the final Quick
Purchase Order containing the standard Rutgers terms and conditions.

8. Upon receipt of your approved Quick Purchase Order, choose one of the following:

e Print Quick Purchase Order attachment to your local printer and mail/deliver to supplier

e Print Quick Purchase Order attachment to your local printer and fax to supplier

e Email Quick Purchase Order attachment to the supplier if they will accept email
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Preparing an Internal Purchase Order for a Supplier not Reflected

in RIAS

Scope

This procedure covers how to prepare the paper-based internal purchase order for an Internal
Rutgers supplier not reflected in RIAS.

The most ¢

urrent listing of Rutgers internal suppliers in RIAS is available on the RIAS web site

at http://www.rias.rutgers.edu

1. Obtain a paper-based internal purchase order through Material Services.
2. Prepare in typewritten form:
1. Fill in department, address, and name of person requesting goods or services
2. Indicate, by using check mark, if this is an internal blanket (D) or internal (I)
3. Indicate date of request
4. Indicate department account to be charged, including object code
5. Indicate department/fund title (the name of the account to be charged)
6. Insert total dollar amount of order
7. Include the name and address of internal supply department
8. A complete description of materials or services required, including item amounts,
quantities, and total dollar value of the order must be included
9. The internal order must be signed by an authorized individual

10. Note the user department’s phone extension

3. Retain copy 1 (originator’s copy), forward copy 2 (university supplier department copy)
direct to the department supplying the goods or services, forward copy 3 (business office
copy) to your business manager, and send copy 4 (disbursement control copy) to
Administrative Services Building, Busch Campus.

Rutgers, The State University of New Jersey 74

Published Date: June 28, 2002



Published Date: June 28, 2002

Rutgers, The State University of New Jersey

75



Requesting a Payment to be enclosed with a Purchase Order

Scope

This procedure covers requesting a payment to accompany a purchase order when required by
the supplier.

1. Follow Steps 1 through 3 of creating a Non-Catalog procedure

Note: Do not indicate the requisition as a Quick Order.

2. In Step 4 — Enter Notes and Attachments, indicate in a Note to Buyer that a payment must
accompany the purchase order, enter the amount of payment required and any other required
information needed.

Esit  Shopping Cart Help

Shop Requisition Status My Profile

. 4 O

Notes Approvers Review & Subrmit

Enter Notes & Attachments

* Indicates a required field

Describe your requisition

* Requisition Description IXear Copier model number 12345 with additiona

Click here to autornatically default the requisition description based on the first line item's description. You

can always edit this default.

If check request, complete the following

™ Check this box if you will net be submitting paper supporting documents to the Disbursement Contral office.

If not, prowide justification in the "Mate to Approver” box below.

Special Check Handling Instructions, if any | j
2 Add notes and attachments

I_/ Mote ta Buyer [a deposit of §1,000 must be enclosed =]

with the purchase order when it is sent

to Kerox.

[
Mate to Approver =
[

Add Attachments
Attention To Type Description

Clear Checkout Changes and Return to Shopping Cart Continue

Horne | Shop | Reguisition Status | by Profile | Shopping Cart | Help
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3. Continue with Steps 5 and 6 of creating a requisition

Note: Once the requisition is approved, the responsible buyer in UP&C will take the
appropriate steps to have both the check and purchase order sent to the supplier. The
payment that will be paid against the purchase order will be reflected in OFIS.
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Creating Emergency Requisitions

Scope
This procedure covers how to make a placement of an emergency order with a supplier.

The university defines emergencies as life safety hazards, keeping vital equipment operative, or
preventing the deterioration of an experiment. In those instances where there is a need to place
an emergency order with a supplier directly, listed below are two methods, one for working
hours (8:30 a.m. — 4:30 p.m. Monday through Friday) and one for non-working hours.

Emergency Purchase Orders and Assistance during Working Hours

Orders for $1.000 or less

1. Create a Quick Order requisition in Internet Procurement. See Entering Quick Purchase
Orders procedure for details.

2. Once your requisition has been approved, the Requisition Preparer will be emailed the
Quick Purchase Order as an Adobe Acrobat attachment. This attachment is the final Quick
Purchase order containing the standard Rutgers terms and conditions.

3. Upon receipt of your approved Quick Purchase Order, choose one of the following:

e Print Quick Purchase Order attachment to your local printer and mail/deliver to supplier
e Print Quick Purchase Order attachment to your local printer and fax to supplier

e Email Quick Purchase Order attachment to the supplier if they will accept email.

Orders for more than $1.000

4. Create a non-catalog requisition in Internet Procurement. See Step 1-Non-Catalog for
creating a requisition procedure for details. In Step 4 — Enter Notes and Attachments,
indicate in a Note to Buyer, that the order is an emergency with an explanation.

5. Contact your authorized approver to advise them to review the emergency requisition.

6. Upon approval, the approver contacts the responsible buyer in UP&C to provide him/her the
requisition number for the emergency order.

7. The responsible buyer will then create an emergency purchase order as a priority the same
day and send the purchase order to the supplier.

Note: Alternatively, you may wish to call the order in to the supplier and utilize a previously
established blanket purchase order when applicable.
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Emergency Purchase Orders and Assistance during Non-Working Hours

If a situation such as a life safely hazard, keeping vital equipment operative, or preventing
the deterioration of an experiment occurs after normal working house, departments may
immediately make the necessary purchase(s) directly with the supplier (by phone or by
pickup at the store). The University Procurement and Contracting department is to be
contacted the next workday with the details (See steps 4 through 7 above). Because
purchase order numbers are not generally available after normal work hours, individuals will
place verbal orders with suppliers and advise that a purchase order is forth coming. Follow-
up procedures are the same as those outlined above. In case of an emergency, always
contact directly the appropriate service department (Facilities, Police, Emergency Services,
Housing, Dining Services, REHS or Transportation) to expedite the timely resolution of
your problem.

Rutgers, The State University of New Jersey 79
Published Date: June 28, 2002



Creating Requisitions with Charge Accounts from Different
Organizations

Scope

This procedure covers how to prepare a requisition when the charge account(s) that will be
indicated in the billing information will reference different organizations.

The Approver List displayed during the fifth step of the requisition creation process will display
the Approver defined in the requisition approval hierarchy who has the authority to approve the
requisition based upon all organizational values(s) indicated in the billing instructions and the
total dollar amount of the requisition automatically. = The default Approver who may be
displayed is a University Procurement and Contracting individual (e.g. Kevin Lyons). The
following steps must be adhered, to ensure the authorized Approvers of each organization have
reviewed the requisition.

1. Follow the appropriate Steps 1 through 4 of creating of a requisition.

2. During Step 5 — Review Approver List, select Add Another Approver/Reviewer.

Review Approver List & Enter Justifications

our requisition will be sent to the fallowing lis

Approver List

Click here to change the first appr

Sequence

™N

Ibefnre 1 j

Add Another Approver/Reviewer

3. Select Sequence of Before y (Where y is the default Approver).

4. Enter search criteria using the % wildcard (e.g. %Smith%) in the Approver Name field for
the first appropriate authorized approver for the organization indicated in your billing
instructions, click the flashlight icon, then Go.

Note: A listing of all authorized Approvers for each organization and their approval limits
can be found as a link in Internet Procurement or the RIAS web site at
http://www.rias.rutgers.edu. Level 1 approval represents approval authority up to $10,000
and Level 2 represents approval authority up to the departmental budget.
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Search

Enter search criteria and press the Go button to find approvers.

Employee MName g

Search Results
Press the Select button to choose an approver. If you can't find the value you want, try searching again with different criteria.

1-1 shown of 1

\Select Employee Name Employee E-Mail Employee Number Organization Name
) 10557 Associate WP

Select
elec Fehn, Bruce G FEHMERCLRUTGERS. EDL 16045 Administration-RIAS

Click Select to the left of the individual you wish to add.

Repeat steps 2 through 5 for the Approver for each different organization you indicated in
the billing instructions.

Follow the Step 6 — Review and Submit procedure to complete your requisition.
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Creating Requisitions as a Level Two Approver

Scope
This procedure covers how to prepare a requisition as a Level Two Approver.

The Approver List displayed during the fifth step of the requisition creation process will display
the Approver defined in the requisition approval hierarchy who has the authority to approve the
requisition based upon all organizational values(s) indicated in the billing instructions and the
total dollar amount of the requisition automatically. As a Level two Approver, the default
Approver displayed will always be a University Procurement and Contracting individual (e.g.
Kevin Lyons). The following steps must be adhered, to ensure the authorized Approvers of each
organization have reviewed the requisition.

1. Follow the appropriate Steps 1 through 4 of creating of a requisition.

2. During Step 5 — Review Approver List, select Add Another Approver/Reviewer.

Review Approver List & Enter Justifications

Your requisition will be sent to the following list of approvers.

Approver List

Click here to change the first appro

Sequence Required?

1

Mo Delete

g? Ma Delete
Add Another Approver/Reviewer Reset Approval List |

Press the Reset Approval List button to undo any changes you'e made to the Approval List.

Lyons, Kevin L

befara 1=

3. Select Sequence of Before y (Where y is the default Approver).

4. Enter search criteria using the % wildcard (e.g. %Smith%) in the Approver Name field for
the first appropriate authorized approver for the organization indicated in your billing
instructions, click the flashlight icon, then Go.

Note: A listing of all authorized Approvers for each organization and their approval limits
can be found as a link in Internet Procurement or the RIAS web site at
http://www.rias.rutgers.edu. Level 1 approval represents approval authority up to $10,000
and Level 2 represents approval authority up to the departmental budget.
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Search

Enter search criteria and press the Go button to find approvers.

Employee MName g

Search Results
Press the Select button to choose an approver. If you can't find the value you want, try searching again with different criteria.

1-1 shown of 1

\Select Employee Name Employee E-Mail Employee Number Organization Name
) 10557 Associate WP

Select
elec Fehn, Bruce G FEHMERCLRUTGERS. EDL 16045 Administration-RIAS

Click Select to the left of the individual you wish to add.

Repeat steps 2 through 5 for the Approver for each different organization you indicated in
the billing instructions.

Follow the Step 6 — Review and Submit procedure to complete your requisition.
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Requisition Status Inquiry

Scope

This procedure covers some of the common ways of gathering information about your
requisition and purchase orders.

1. Select the Requisition Status tab. Notice this screen provides you with the Requisition
Number, Description, Total, Creation Date and Status of your requisitions.

Miew |Last10Reguisitions

Select Requisition

8]
-

FEN

=
{la]

o
co
(i3]

(=2]
(]
()

o e Rie e )

(sl
(]

Click a reqguisition number link to see its details.

Last 10 Requisitions
Select requisition and....

Meed to change a requisition that's already been subritted for approval? Withdraw it!  Learn more...

Sart by ICreat\Dn Date 'l o Ascending

jGD..mi

Copy to Cart Jl Cancel Jl Withdraw J Resubmit J Receive Jl

Go |
& Descending =/

1-10 Shown of 10

Description Total § Creation Date Status

test one time address 50.85 22-JUn-2002 Approved
work_supplies 157.50 22-Jun-2002 Approved
SHAKFR WTR BATH FRCE RECIP120Y 3651.95 21-JUN-2002 Approved
Trirn Tap MC SGAL Pail Master CHEM Tapping Fluid 715.00 21-JUN-2002 Approved
Computer manitar 285.00 21-JuUn-2002 Approved

Requisition Status Descriptions include the following:

In Process

Approved

Cancelled

Pre-Approved

Rejected

Requisitions that are in the queue of the next person in the requisition
approval hierarchy

Requisitions that have been approved by an authorized Approver in the
requisition approval hierarchy

Requisitions that have been cancelled by the Preparer.

Requisitions that have been approved by an authorized Approver in the
requisition approval hierarchy and have been forwarded to another
individual.

Requisitions that have been rejected by a Reviewer or Approver
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2. Select your search criteria using the drop down next to View and select Go, or choose
Expanded Search link.

3. If you wish to sort your search results, select your criteria using the drop down next to Sort
by, select the Ascending or Descending radial button, then Go.

4. If you selected Expanded Search, enter your search criteria, then select Go. Remember to

select from the list of values for fields denoted with a flashlight icon. Scroll down page to
view your search results.

Expanded Search  Basic Search

Requisition Created By J

(e.0. Last Marne, First Mame)

Reguisition Created m
Requisition Status Ih
Reguisition Mumber l5?1—
Requisition Description l—
Requester l— &

ie.g. Last Mame, First Name)

Supplier J
4 Go | Search Tips

1 -1 Shown of 1

Select Requisition escription Total §

s 71 YR

Creation Date Status

255.50 24-MAY-2002 Approved

1-1Shown of 1

5. To view requisition details, select either the link displayed under Requisition or
Description. The View Requisition Details screen appears. To view additional information
such as the billing information, select the View link.

View Requisition Details - This is not a valid Purchase Order

b View Approval History

Requisition §71 (Approved) Total § 288.50

Created By Smith, Tim
Creation Date 24 MAY 2002

Duscription WCR Dislwver-Ta Smith, Tim

Rutgers, The State University of NJ
27 Road 1
Piscataway, NJ 08854 5031
Mate To Agprover Please Check the natural account
Mete To Buper
Quick Order / Chack Request # 319

5 Anention To

Type Description
Altachmends  Tg Approver Taxt Infarmnation o6 VIR

Items
To view additional details for a line item, click its View link

Line :Smhm Item Description Heed Hy Unit  Quantity Price Total §
P View 1 e Sony VCR model #453704765-A590 14-JUN-2002 Each 1 205 29050

Total § 29850
Copy to Cant
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View Requisition Details - This is not a valid Purchase Order

B View Approval History

Requisition 571 (Approved) Total $§ 298.50

Created By Smith, Tim
Creation Date 24-MAY-2002

Description WCR Deliver-To Smith, Tim
Rutgers, The State University of NJ
6 27 Road 1
Piscataway, NJ 088548031
Mote To Approver Please Check the natural account
I—\ Mote To Buyer
Guick Order / Check Request PO # 319
Attention To Type Description
Attachments  To Approver Text Information on Y CR

ltems
To view additional details for a line itemn, click its Wiew link
Line Item Description Need-By Unit  Quantity Price Total §
¥ Hide 1 Sony WCR model #453784765-A598 14-JUN-2002  Each 1 298.5 298.50

ltern Description Sony VCR model #453784765-A590
Special Info Mone

ltern Mumber Reguester Smith, Tim

Supplies, Equipment and

Category Merchandise Deliver-To LIV 4086
Supplier Ace Audio-Visual Company Meed-By Date 14-JUN-2002
6 Supplier Site Woodside 01

Supplier Contact
Contact Phone
Supplier ltem Mumber

To Supplier
PO Mumber 319 {Approved)
Buyer Kevin Lyons

Aeeatrts. Number Percent  Dept Activity 1 Dept Activity 2
00-201234-10531-71000-000000 000 100.00
Attachments —
Attention To Type Description

Copy to Cart l

6. If approved, the purchase order number will be reflected next to PO Number found at the
line item level of the View Requisition Details screen with the Status Approved following
the number.

Note: If the requisition is a Quick Order or Check Request, a PO Number will be reflected
next the Quick Order/Check Request # before it has may be approved. Once it has been
approved, the Quick Order will be emailed back to the Preparer as an Adobe Acrobat
document for issuance to the supplier.
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7. To view the approval history and who has the requisition in their queue, select the link
View Approval History link. Use your browser’s back button to return to the View
Requisition Details screen.

REeguisition status: Heguisitions > Reguisition Details = View Approval Histary

Approval History for Requisition 571

Published Date: June 28, 2002

Sequence Approver Action Action Date  Notes
1 Smith, Tim « Submitted 24-MAY-2002 Please Check the natural account
2 Smith, Tim « Resered 24-hAY-2002
3 Smith, Tim « Forwarded 24-hAY-2002
4 Jones, Eileen F ' Approved 24-MAY-2002 Please Check the natural account
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N Eeturn to Shopping

Shopping Cart Management

Scope

This procedure covers how to save, reopen, delete, combine, and replace shopping carts. A
shopping cart is a container for all the items you have selected in the current session. You may
save a shopping cart and return to it later. Saved shopping carts are considered Requisitions in
progress and your shopping cart number will be the same as your requisition number.

To Save a Shopping Cart

1. Click Save Cart found on the Shopping Cart Contents page when preparing a requisition.

THE STATE LMVERSITY OF NEW JERSSY e \
&) ?)

Log Off Shopping Cart Help

Requisition Status My Profile

Shopping Cart

Iy Iy Iy Iy
S S S by
Shopping Cart Delivery Billing Motes Approvers Review & Subrmit

& Shopping Cart Contents
B Open Saved Cart

Special
Info

1 Foothalls Each IW 2500 2500 ﬁ

update Total §  25.00

Supplier

Line Item Description Unit  Quantity Price Total § Delete Supplier Site

Toview new totals after updating quantities, click the update link.

\ [T CHECK HERE FOR QUICK ORDERS AND CHECK REQUESTS ONLY

Save Cant ' Proceed to Checkout '

Save the items in your Easy step-by-step

cart and complete the checkout lets you enter
checkout process at a detailed delivery and
later time. billing instructions.
Learn more .

Horme | Shop | Reguisition Status | My Profile | Shopping Cart | Help
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2. Enter a description in the Cart Description field, then select OK.

THE STATE LMVERSITY OF NEW JEI

RUTGERS L & (@

Log Off Shopping Cart Help

> "
Requisition Status |/ My Profile

Shopping Cart

() () ) Ty
NS e N A
Shopping Cart Delivery Billing Motes Approvers Review & Submit

Save Cart

Enter a Cart Description and press the OK buttan when you'te done

a required field

I

* Can Description |Footballs

Ok Cancel

Home | Shop | Reguisition Status | My Profile | Shopping Cart | Help

3. You will receive a confirmation that your shopping cart has been saved.

THE FTATE LIRSV OF W J6

RUTGERS &) ?7)

Log OF Shopping Catt Help

=~ =~
Requisition Status My Profile

Shopping Cart

g Y Y et
S e N A
Shopping Cart Delivery Billing Motes Approvers Review & Submit

N @ Confirmation

The shopping cart has been saved.

Shopping Cart Contents

Your shopping cart is empty.

To put something in your shopping cart, start by selecting the Shop tab or click the Return to Shopping link below.
You can also open a saved cart if you are ready to buy the items it contains:

P Open Saved Cart

If you are trying to add iterns and don't think your cart should be empty, please contact your support administratar

Eeturn to Shopping

Horme | Shop | Reguisition Status | My Profile | Shopping Cart | Help
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To Delete a Shopping Cart

4. Select Shopping Cart on the home page.

Eeturn to Portal Shopping Cart Help

™ ™
Requisition Status My Profile

5. Select Open Saved Cart.

THE STATE LNVERSITY OF NEW JEI

RUTCERS

Shopping Cart

D @

Log Off Shopping Cart Help

- o
Requisition Status |/ My Profile

Y M) Y Y
e o e e
Shopping Cart Delivery Billing Miotes Approvers

Shopping Cart Contents

Your shopping cart is empty.

To put something in your shopping cart, start by selecting the Shop tab or click the Return to Shopping link below.

¥

You can also open a saved cart if you are ready to buy the items it contains:

N

P Open Saved Cart
If you are trying to add iterns and don't think your cart should be empty, please contact your support administratar

Eeturn to Shopping

Horme | Shop | Reguisition Status | My Profile | Shopping Cart | Help

Review & Submit
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Select the cart you would like to delete by clicking on the radial button to the left of the

requisition number and cart description. Click Delete.

THE STATE LMVERSITY OF NEW JEI

L N
@ 1-2 Shown of 2 &
Select Requisition Description Creation Date Total §
1-APR-2002 25.00

D @

REEY
§ Log Off Shopping Cart - Help

2
My Profile

> >
Requisition Status

Shopping Cart

() () ) Ty

S e N A
Shopping Cart Delivery Billing Motes Approvers Review & Submit
Saved Carts

Ready to buy the items in a saved cart? Select a saved cart and press the Open button to move its items to your shopping cart

Open ] Delete ]

Select cart and...

o B22 Ennthalls
s 621 Foathalls 11-APR-2002 25.00

1-2 Shown of 2

ome | Shop | Beguisition Status | Wy Profile | Shopping Cart | Help

-y

7. You will receive a warning message “Once this saved cart is deleted, it cannot be

Note: You may only delete one shopping cart at a time.

undone.” If you wish to continue, select Yes.

_l\

THE STATE LMVERSITY OF NEW JERSSY Py \ \
ERS & W (Y
— Log Off Shopping Cart Help

2
My Profile

Requisition Status

Requisitions

& Warning

Once this saved cart is deleted, it cannot be undone.

Do you still want to delete this saved can?
Yes Mo

Horme | Shop | Beguisition Status | My Profile | Shopping Cart | Help
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8. If yes was selected, you will receive a confirmation message “The selected saved cart has
been deleted.”

THE STATE LMVERSITY OF NEW JEI

RUTGERS H @ O

Log Off Shopping Cart Help

" > "
Requisition Status |/ My Profile

Shopping Cart

() () ) Ty
S e N A
Shopping Cart Delivery Billing Motes Approvers Review & Submit

Saved Carts
\ @ Confirmation

The selected saved cart has heen deleted.

Ready to buy the items in a saved cart? Select a saved cart and press the Open button to move its items 1o your shopping cart

Select cart and... Open Delete )

1-1Shown of 1
Select Requisition Description Creation Date Total §

o B21 Footballs 11-APR-2002 25.00

1 -1 Shown of 1

Horme | Shop | Beguisition Status | bWy Profile | Shopping Cart | Help

To Access a Saved Shopping Cart 9

9. Select Shopping Cart on the home page.

Return to Portal Shopping Cat Help

~

Requisition Status

-
My Profile
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10. Select Open Saved Cart.

o

Lo Off Shopping Cart

=
Home Requisition Status

Shopping Cart

g Y Y et
S e N A
Shopping Cart Delivery Billing Motes Approvers Review & Subrnit

@ Confirmation

The shopping cart has been saved.

Shopping Cart Contents

10 Your shopping cart is empty.

To put something in your shopping cart, start by selecting the Shop tab or click the Return to Shopping link below.

50 open a saved cart if you are ready to buy the items it contains:

B ‘Open Saved Cart}

If you are trying to add iterns and don't think your cart should be empty, please contact your support administratar

Eeturn to Shopping

Horme | Shop | Reguisition Status | My Profile | Shopping Cart | Help

~
My Profile

11. Select the cart you would like to open by clicking on the radial button to the left of the

requisition number and cart description. Click Open.

Note: You may only open one shopping cart at a time.

RIFTCERE &) D)

Log Off Shapping Cart Help

™ ~
Requisition Status My Profile

Home

Shopping Cart

T M) My M)
o S o e
Shopping Cart Delivery Billing Motes Approvers Reviews & Submit

Saved Carts

Ready to buy the items in a saved cart? Select a saved cart and press the Open button to move its items to your shopping cart

Select cart and... Open Delete |

@ 1 -2 Shown of 2 =]

1 1 Select Regquisition Description Creation Date Total §
e} 623 Esxtension Cord 11-APR-2002 425.00
—F\N Foatballs 11-APR-2002 25.00

1-2 Shown of 2

Home | Shop | Bequisition Status | My Profile | Shopping Cart | Help
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12. On the Shopping Cart Contents screen, click Return to Shopping to continue shopping or
you may click on Proceed to Checkout to complete the requisition.

Note: If your shopping cart has been saved for a long period of time, remember to verify that
your need-by date is still accurate.

If your shopping cart has been saved for a long period of time, the price of your items may
no longer be accurate. Verify the pricing information before proceeding to checkout.

To combine or replace a shopping cart

13. Select Shopping Cart on the homepage.

- "

Returnto Portal Shopping Cat Help

Ty "y

My Profile

Requisition Status

14. Select Open Saved Cart.

THE STATE LNVERSITY OF NEW JERESY A @

) ?)

Log Off Shopping Cart Help

Requisition Status My Profile

Shopping Cart

Y M) Y Y
e e e e
Shopping Cart Delivery Billing Motes Approvers Review & Subrnit

@ Confirmation

The shopping cart has been saved.

14 7 Shopping Cart Contents

\ Your shopping cart is empty.
To put something in your shopping cart, start by selecting the Shop tab or click the Return to Shopping link below.
You can also open a saved cart if you are ready to buy the items it contains:

B iOpen Saved Cart!

If you are trying to add items and don't think your cart should be empty, please contact your support administrator.

Return to Shopping

Home | Shop | Reguisition Status | My Profile | Shopping Cart | Help
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15. Select the cart you would like to open by clicking on the radial button to the left of the

requisition number and cart description. Click Open.

Note: You may only open one shopping cart at a time.

RUFTCERE &) ?)

Log Off Shopping Cart Help

Requisition Status |{ My Profile |

Shopping Cart

Y M) Y Y
e o e
Shopping Cart Delivery Billing Miotes Approvers Review & Subrnit

Saved Carts

Ready to buy the items in a saved cant? Select a saved cart and press the Open button to move its items to your shopping cart

Select cart and... Open | Delete

1-2 Shown of 2

\S\eled Requisition Description Creation Date Total §
[l B23 Extension Cord 11-APR-2002 425.00
11-APR-2002 25.00

o 621 Footballs

1-2 Shown of 2

Horme | Shop | Beguisition Status | My Profile | Shopping Cart | Help
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16. On the Shopping Cart Contents screen, select Open Saved Cart.

RIFTCERE &) ?)

Log Off Shopping Cart Help

Home Requisition Status My Profile

Shopping Cart

Iy Iy Iy Iy
S S S Ny
Shopping Cart Delivery Billing Motes Approvers Review & Subrmit

/ Shopping Cart Contents

e

DOpen Saved Cart

Special
Info

1 Extension Cord for PC projector Each |1 42500 42500 ﬂ

update Total § 425.00

Line Item Description

Unit  Quantity Price Total$ Delete Supplier g;ppller

Toview new totals after updating quantities, click the update link.

Eeturn to Shopping

[T CHECK HERE FOR QUICK ORDERS AND CHECK REQUESTS ONLY

Save Cant l Proceed to Checkout l

Save the items in your Easy step-by-step

catt and cormplete the checkout lets you enter
checkout process at a detailed delivery and
later time.

billing instructions.
Learn more .

Horme | Shop | Reguisition Status | My Profile | Shopping Cart | Help

17. Select the cart you would like to combine by clicking on the radial button to the left of the
requisition number and cart description. Click Open.

Note: You may only open one shopping cart at a time.

Select cart and... Open Delete

1 -1 Shown of 1

Select Requisition Description Creation Date Total §
o 1192 Mew Employees cart 28-MAY-2002 50.00

1 -1 Shown of 1
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18.

L ————= Your shopping cart already contains items.

4|/ + Press the Add to Cart button to add the saved cart items to your shopping cart

19.

You will receive the following warning message “Your shopping cart already contains
items.”

THE FTATE LMVERETY OF W JGRY /3() ‘:r) 3)

Log Off Shopping Cat Help

Requisition Status My Profile

Shopping Cart

& Warning

» Press the Replace Cart button to replace the shopping cart items with the saved can iterms 18

18
o

Return to Saved Cans Add to Cart ) Replace Cart ) /

Home | Shop | Reguisition Status | My Profile | Shopping Cart | Help

If you wish to add the saved cart items to your shopping cart, select Add to Cart.

If you wish to replace the shopping cart items with the saved cart items, select Replace
Cart.

You will be returned to the Shopping Cart Contents screen. If you wish to add more
items to your shopping cart, select Return to Shopping or click Proceed to Checkout to
complete the requisition.

Note: If your shopping cart has been saved for a long period of time, remember to verity that
your need-by date is still accurate.

If your shopping cart has been saved for a long period of time, the price of your items may
no longer be accurate. Verify the pricing information before proceeding to checkout.
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Editing Default Information in My Profile

Scope

This procedure covers editing your default profile information in Internet Procurement.

THE STATE LISVERSITV OF N JGRsey’

0 D

xit  Shopping Cart Help

m
=

Home Shop Requisition Status

My Profile

Edit your profile infarmation and press the Apply Changes button below to save your changes

* Indicates a required field

Delivery Defaults

The delivery values you enter will default during the Checkout process.

1 /
avorite Charge Accounts

* Reguester Name [Smith, Tim &
* Deliver-To Location |LIv 4086 J

Define a list of frequently used charge accounts by specifying a name and the complete account combination. Your favorites may be accessed during the
checkout pracess. If the system is unable to generate a charge account for the item(s) in your shopping cart, the default favarite account will be used

Line Default Charge Account Future {00) Fund Source {Account) Organization Natural Account Future (000000) Future (000) Delete

o [ 1 [] 1 r . — [ @
2 o [ 1 [] 1 r [ — I @
a o [ [ 1 r [ — [ @

Add Another Row

Preferences
Result Set Size |10

Apply Changes) Clear Changes )

Home | Shop | Requisition Status | My Profile | Shopping Cart | Help

My Profile contains two sections: Delivery Defaults and Favorite Charge Accounts.

To change delivery defaults

1.

2.

Enter your search criteria using the wildcard (%) in Requester Name, then select flashlight

icon. Select Go.

Click on Select to the left of the Requester you wish to use as your default.

Rutgers, The State University of New Jersey
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3. If you changed the Requester in the step above, the Deliver-to-Location will change to
reflect the Requester’s location. To change to another location, enter search criteria in
Deliver-to-Location using the wildcard (%), then select flashlight icon. Select Go.

4. Click on Select to the left of the Deliver-to-Location you wish to use as your default.

5. If you wish to enter favorite charge accounts, continue to step 6. Otherwise, select Apply
Changes.

To enter favorite charge accounts

6. Designate a charge account as your default by clicking on Default radial button next to the
line number.

7. Create a brief description for your charge account in Charge Account.

8. Enter the appropriate values in Fund Source, Organization and Natural Account.
Remember to enter the appropriate number of zeros in all the future segments.

Favorite Charge Accounts

Define a list of frequently used chargef fccounts by specifying a name and the complete account combination. Your favorites may be accessed during the
checkout pracess. If the system is ufAble to generate a charge account for the item(s) in your shopping cart, the default favarite account will be used

Line Default Charge Accoun

Future (00) Fund Source {Account) Organization Natural Account Future (000000) Future (000) Delete

N ¢ [Goo Feow | [ izt e oo foon. [w @
2 6 [Gewerreg | o] [zizsa] s [oow oo fw @
s o [ [] 1 I — I @
Add Another Row )¥ l—
—— \‘ 9
| S
9. Click Add Another Row for additional rows to add more charge accounts. To delete a
favorite charge account, select garbage can icon on the line you wish to delete.
10. Select Apply Changes.
Apply Changes. }
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My Favorites

Scope

This procedure covers creating, retrieving and deleting items in My Favorites List. My Favorites
is a personalized shortcut you define to frequently requested items in Internet Procurement.

Non-catalog, internal and Oracle Exchange supplier items can be saved to My Favorites.

To create when using Non-Catalog

1. Click Create Non-Catalog Request. Complete the first step in creating a requisition when
preparing a non-catalog request. See Step 1 — Non-Catalog procedure for further details.

TG TR G O L r }

Requisition Status | My Profile

Shopping |iss Non.Catalag Riequest

Catalogs

Non-Catalog Request

* Indicates a required field

Select Billing Method (if different than default)
Sglected Billing Method 1 GOODS or S[H.\"I_C_C_S DILLED BY QUANTITY [Default)

a different Billing Method

& e 1
> Sedect (Resered for dure use - Do not wse)
= Select 2. GOODS or SERVICES BILLED AS AN AMOUNT
00 worth of MiScallaneous Suppies (No oreling receiving / Manual ¢

Select a Supplier using the Flashlight (Required for Quick Orders and Check Requests)

Name [Sports Autary &
Sie IPN-%AM[.'H-II‘
Supplier Address II A4 5 Drive

Describe Your ltem

* Calegory [Equipment =l
* hiem Disscription valzon Tennis Coun Line Chalk (Lime). (2em #32980.487) - For use on Grass and =]
Clay Cowts

* Unit of Maagure Il'nrh I
* Guantity [§
* Estimated Unit Price |EB 53

Forms and Attachoants | Clear AN )| Addto Cart Add tn Favorites

tome | Shop | Requistion Status | My Profle | Shogping Cart | Help

2. Click Add to Favorites. This will take you to the Items in My Favorites List screen.
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3. To sort your items, select criteria in Sort by using the drop down, select the appropriate

radial button next to Ascending or Descending, then click Go.

TE STATE LIVERAITY OF MW JERSY E) \:f) D

Esit  Shopping Cart Help

My Profile

Requisition Status

Catalogs Shopping Lists Non-Cataloy Request

View |My Favorites List » Go )

5
Items in My Favorites List Z

Select item(s) and... AddtoCart | Delete |

E—
sl
B

T

Sort by | Supplier 7] & Ascending Go )
€ Descending =)

Select All _Clear All @ 1.2 Shown of 2
Select Item Description Item Unit Price Supplier g;spller
> r Wilson Tennis Court Line Chalk (Lime), (item #32980-487) - For use on Grass and Each 2653 Sports Authority PARAMUS-
Clay Courts o1
[ erox Color Copier toner Black, #238853674 Each 48.95 er0x Colorgrafi SR JOE
Systems 1)
7 Select All_Clear All @ 1-2 Shown of 2

Horne | Shop | Beguisition Status | My Profile | Shopping Cant | Help

4. To select a favorite item(s) to your shopping cart, click the individual Select box(es) to the
left of each item description(s). The Select All link can also be used if you wish to select all
items in your Favorites list. A check mark will denote the specific items you have chosen.
To de-select items, click on the Select box to the left of the item description or use the Clear

5.

All link to remove all items marked. The checkmarks will be removed.

Note: Internal and Oracle Exchange supplier item descriptions will be underlined. If you

click on the description of these items, the item detail will be displayed. Non-Catalog item

descriptions will not be underlined.

Click Add to Cart to continue the requisition process.

To create when using Internal Supplier

6.

Enter search criteria in Find a Product on your Internet Procurement homepage (or
Search if you have selected another shopping link) using the % wildcard. Select Go.

Review the listing of matched items. To view additional items, select the Next link on
the bottom or top right of your screen, if displayed. To review previous items, select the

Previous link.
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earch Results for %

wem item(s) and...

/ /

Add to Cart J Add to Fa\.roritesj Compare/

' Ascending
- - - Go
Filter Results or Sort byl ane l @ Descending J
9 Select Al Clear All < 1-10 shown of 13 Next =
L .. Unit . Supplier . . Internal ltem Contract
j Select Description Unit Price Supplier et Supplier Site Number Number Category
N
. e Category for Internal
v Mall_and Docurnent Each 100 IF‘O._MaH and Document MAIL & DOC 1 1 Purchase Order
Services Services SYCS :
Suppliers
. Category for Internal
- Rutggrs College Space and Each 100 IPO: Rutgers College RC SPACE 72 2 Purchase Ordar
Catering Campus Centers RENTAL Sunnli
uppliers
8. If you wish to filter or sort your results, select Filter Results or Sort by criteria using the

drop-down. Select either the Ascending or Descending radial button. Click Go.

9. Click the Select check box to the left of the item you wish to add to your requisition.
10. Select Add to Favorites. See step 3 through 5 to continue the requisition creation
process.
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I~ @ Indicates Megotiated Prices

To create when using Oracle Exchange Supplier

11.  Select the More link under Shop Supplier Sites. Click on Exchange.Oracle.com

ORACLE’
Exchange.(

Exit Oracle Exchange  Shopping Cart

Purchases

ARy Shopping Intelligence

Catalog

Advanced Search

Search IwalercuulerH 5%\ IAmencan English j (6o ' Search Tips

Browse Categories
™ Search within these search results

Edit Search Options

Shopping = Search Results
Top Category Matches:  Drinking fountains or bubblers

Search Results for: water cooler 13.5

Select item(s) and... | Addto Favor\tes) | Add to C‘;m) { Con'vpale) { CheckAvaiIaI:\\ily)

13

© Ascending
Filter Results or Sort by I’NDnE - ':I 9 '\E)

@ Descending

Select Al Clear All ) Previous 1-6 shown of B Mext ©
= Select Supplier Description Unit  Price Curmrency Category Price
Information

[T Grainger Yater Cooler 13.5 Gallons Per Hour, Free Standing, Heavy Dut Each 44418 USD Drinking fountaing or
15 Vaolts, CFC Fres hubblers

[T Grainger Hasley Taylor Deluxe Water Cooler, 13.5 gallons per Hour, 28 inch  Eqch 47025 USD Drinking fountains or
gight bubblers

[T Grainger Elkay Premium Compact YWater Cooler, 13.5 gallans per hour Each 47928 USD E"E;ing fountains or
ubblers

—L/7—r Grainger  Premium Yandal-Resistant Outdoor Floor YWater Cooler, 13.5 Each 950.00 USD Drinking fountaing or
gallons per hour, 143 horsepower hubblers

[T Grainger “andal-Resistant Outdoor Water Cooler, 13.5 gallons per hour, 15 Eqch 76048 USD Drinking fountains or
horsepower bubblers

[T Grainger Hasley Taylor Deluxe Water Caoler, 135 gallons per Hour, 40 inch  Each 47286 USD Drinking fountains ar
eight bubblers

Didn't find it? Try browsing below or click here for other suggestions on what to try next

Category Matches
» Drinking fountains ar bubblers

Welcome | Shopping | Purchases | Intelligence

Copyright © 2002 Oracle Corporation. All Rights Reserved
Foruse under U5, Pat. #4 799 156
Legal Motices and Terms of Use | Privacy Palic:

12.  Enter search criteria in Search field using the % wildcard. You may search either by
supplier name, item number or description. Select Go.

Note: You must enter at least one character with the % wildcard to execute a search.
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13.

14.

15.

16.

17.

Review the listing of matched items. To view additional items, select the Next link on the
bottom or top right of your screen, if displayed. To review previous items, select the
Previous link. Items denoted with a blue dot that Indicates Negotiated Prices does not
reflect Rutgers discount pricing.

If you wish to filter or sort your results, select Filter Results link or Sort by criteria
(Description, Supplier or Category) using the drop-down box. Click Go.

If your item is reflected, click Select check box to the left of each item you wish to add to
your requisition.

If your item is not displayed, check and/or modify your search criteria and repeat the
above steps. If your item is still not reflected, you may wish to create a non-catalog
request. Refer to Step 1 — Non- Catalog procedure for details.

Hint. Click Select All link if you wish to select all items. Click Clear All link if you
wish to deselect all items.

Select the Add to Favorites. See steps 3 through 5 to continue the requisition creation
process.

To Retrieve

18.

19.

20.

18

4’\ Go ) ) purchasing News RU ntarmet Procursment
; ; i e, new to
S Ling 10 oniversity Frocurement Semices
Browse Categories Link to University Procurement Services ~ seees

Select My Favorites List on the Internet Procurement Home Page.

To sort your items, select criteria in Sort by using the drop down, select the appropriate
radial button next to Ascending or Descending, then click Go.

To add items to your shopping cart, see steps 4 and 5 to continue the requisition creation
process.

THE STATE LNVRRSIIY OF REW JEReY

&

apping Car

#it  Shopping Help

m

Shop |/ Requisition Status |/ My Profile

Find a Product Welcome, Tim Smith!

LS W i To Do List ® Check Frequently Asked Questions
!‘ thavfr\t'es Lt Gaing away? Click here to reassign To Do naotifications while ® Review Burchasing policies
Uil Cets you're out of the office
Shop Supplier Sites L OF 1‘(?:1({]-‘ to
You have no open To Do notifications - 2
Exchange. Oracle.com ‘{,"Jf started:
Staples, Inc.
maore (X Requisitions at a Glance Just click a task in the Purchasing process
— flowe and you're on your way
Create Non-Catalog Request Requisition  Description  Creation Date  Status — =
N "
71 VCR 24-MAY-2002 Approved C ()90 shopeing
ORACLE = e 3 \:,‘
: - . 5 862 9726/2002 24-MAY-2002 In Process A
1Procurement = = approve
560 training w. 24-MAY-2002 In Process % p— requisitions
=.
589 Subscripti... 24-MAY-2002 In Process = A
Q ( \ check requisition
556 Hewlett Pa 28-MAY-2002 In Process \/ status
T -
=
mete 8 I: :I receive items
o ¥
% e
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To Delete

21. Select My Favorites List on the Internet Procurement Home Page.

22. To sort your items, select criteria in Sort by using the drop down, select the appropriate
radial button next to Ascending or Descending, then click Go.

22

THE STATE LRIVERSITV OF NEW JGRSeY

Catalogs

View |MyFavartes Listlz]  Go )

Items in My Favorites List

Select item(s) and...

by |Supplier x| & Ascending

23

Select All _Clear All

Select Item Description

L

I

O Clay Courts

r ¥erox Color Copier toner Black, #238853674

—  Select All Clear All

Shopping Lists Non-Cataloy Request

Wilzon Tennis Court Line Chalk (Lime), (item #32980-487) - For use on Grass and

Item Unit Price Supplier

Each 26.53 Sports Authority

Each 48.55 Systems

me | Shop | Requisition Status | My Profile | Shopping Cart | Help

Requisition Status

¥erox Colorgrafic

Shopping Cart Help

AddtoCart | Delete )

1-2 Shown of 2

Supplier

Site

PARAMUS-
o1

SAN JOSE-

o1

1-2 Shown of 2

23. To delete favorite item(s) from your shopping cart, click the individual Select box(es) to the
left of each item description(s). The Select All link can also be used if you wish to select all
items in your Favorites list. A check mark will denote the specific items you have chosen.
To de-select items, click on the specific individual Select box to the left of the item
description or use the Clear All link to remove all items marked. The checkmarks will be

24.

removed.

Select Delete.

Published Date: June 28, 2002
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Requesting New/Update Suppliers and Sites

Scope

This procedure covers how to request new suppliers and/or new locations (sites) for an existing
supplier.

To prepare either a check request or Quick Order, a valid supplier and site must be reflected on
the requisition request. If the supplier/site is not reflected, the Requisition Preparer is
responsible for completing a New/Change Supplier Request Form and submitting it to the
appropriate office to be established before the Check Request or Quick Order is prepared.

If you are preparing a non-catalog request that is not a Check Request or a Quick Order and
would like to suggest a supplier, you are not required to submit this request in advance of
preparing your request. See Step 8 for further details.

1. Confirm that your supplier/site is not reflected in RIAS by first selecting the Non-Catalog
Request link from Internet Procurement homepage.

Select a Supplier using the Flashlight {(Required for Quick Orders and Check Requests)

MName li ef
Site li

Supplier Address |

MOTE: Ifthe Supplier or Site is not found, you must complete a Mew Supplier Request Form and
proceed with your Requisition by indicating the name of the new Supplier in the Nate to Buyer field
an the Enter Motes & Attachments scraen

2. Enter search criteria using the % wildcard in the Name field, then click flashlight icon.
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THE STATE LMWERSITY OF NEW JERSSY [ \ %
2 =4 ?
Exi

t  Shopping Cart  Help

My Profile

Requisition Status

Catalogs Shopping Lists Non-Catalog Request

Shop: Mon-Catalog Request = Search and Select

Search and Select: Name

Choosing a walue for the supplier field is a two-step process. First, search for suppliers. Second, select a supplier from the search results.

Search

Enter search criteria and press the Go button to find suppliers

Search By I 5

pplier Site
Supplier Address

3. You will be brought to the Search and Select: Name page. Select from the drop down list
the criteria you wish to search by then click Go.

e Supplier
e Supplier Site
e Supplier Address

4. If the supplier/site is not found and you have verified your search criteria, refer to the RIAS
forms page on the RIAS web site at http://www.rias.rutgers.edu and select the New/Change
Supplier Request Form. Copy the new form to your desktop using the Save As function.

5. Select Cancel, then Clear All to cancel the request in Internet Procurement.
6. Complete the New/Change Supplier Request Form that has been saved to your desktop.

e If the new supplier/site is required for a Quick Order, email the completed form to
University Procurement & Contracting at procure@reci.rutgers.edu.

e If the new supplier/site is required for a check request, email the completed form to
Disbursement Control at payables@rci.rutgers.edu.

The person submitting the request will be notified when the supplier/site has been
established.

Note: For check requests and Quick Orders, this step must be completed before you
prepare your request.
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7. Upon notification that your supplier/site has been established, follow the appropriate
steps on how to create a requisition.

8. If you are preparing a non-catalog request that is not a check request or a Quick Order
and would like to suggest a supplier/site that is not reflected in RIAS, follow the steps
below:

a) Refer to the RIAS forms page on the RIAS web site at http://www.rias.rutgers.edu
and select the New/Change Supplier Request Form. Copy the new form to your
desktop using the Save As function. Complete the New/Change Supplier Request
Form that has been saved to your desktop.

b) Prepare and submit your non-catalog request with the following conditions:
e The Supplier Name/Site/Address fields should be left blank.

e Indicate in Note to Buyer that you are suggesting a supplier/site for this
requisition and the new/change supplier request form is attached to the
requisition.

1. Select Add Attachments on Step 4-Enter Notes and Attachments

2. Select To Buyer in The Attention to ficld
3. Enter New/Change Supplier Request in Description
4. Select File as your Attachment Type

5. Attach your completed New/Change Supplier Form using the Browse...
button

Upon receipt, the buyer will have the recommended supplier/site established prior
to converting your requisition into a purchase order.

Rutgers, The State University of New Jersey 108
Published Date: June 28, 2002


http://www.rias.rutgers.edu/

Rutgers, The State University of New Jersey 109
Published Date: June 28, 2002



Requisition — Withdrawal, Cancel and Resubmit

Scope

This procedure covers the withdrawal, cancel and resubmit process for a previously submitted
requisition.

The withdrawal feature enables you to retrieve a requisition from its approval process, make
changes if necessary and resubmit for approval. The cancel feature enables you to liquidate a
requisition commitment on OFIS. The resubmit feature enables you to submit a requisition that
had been previously rejected or returned.

1. Click Check Requisition Status.

THE STATE LMVERSITY OF REW JERSSY

Exit Shopping Cart Help

~
My Profile

Requisition Status

Requisitions Notifications Receiving Approvals

View |Last10Reguisitions j Go ) Expanded Search

Click a reguisition nurmber link to see its details.

Last 10 Requisitions

Select requisition and.... Copy to Cart) Cancel) Withdraw ) Resubmit ) Receive)

MNeed to change a requisition that's already been submitted for approval? Withdraw it!  Learn more. ..

Sort by ICreatiDn Date 'l 0 Ascending Go )

& Descending
1-1 Shown of 1

Select Requisition Description Total & Creation Date  Status

= 312 ):Ertzﬁe(?0203|zer model number 12345 with additional stapler attachment 1000000  23-MAY-2002  In Process

1-1 Shown of 1

Horme | Zhop | Requisition Status | Iy Profile | Shopping Cart | Help
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2. Select Expanded Search to search for a requisition. 2

/I—

View [Last10Requisitions j Go ) E:xpanded Search

3. Requisition Created will default to 7oday. Use the drop down to select the appropriate
timeframe.

Expanded Search Basic Search

3
Requisition Created By I &
re.q. Last Marme, First 2ame)
Requisition Created |T-:|day j
Requisition Status |Any j

Requisition Murmber I

Requisition Description |

Fequester | &
4
(e.g. LastMame, First Hame)

Supplier |

Go ) =earch Tips

4. Enter additional search criteria in any of the remaining fields displayed, then select Go.

Remember to use the wildcard (%) when searching for values in list of values for fields
denoted with a flashlight icon.

5. Scroll down page. The requisitions that meet your search criteria will be displayed.
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12 8 ’ 14

Search Results: Requisitions y— / /

elect requisition and.... Copy to Cart Jl Cancel Jl Withdraw Jl Resubmit jl Receive Jl

Sort by | Creation Date j ' Ascending

Go |
& Descending =)

1.7 Shown of 7 A
ect Requisition Description Total % Creation Date  Status
c 51 VCR 29850 24-MAY-2002  Approved
c 562 8/26/2002 12738 24-MAY-2002  InProcess
[ 550 training workshop September 26, 2002 30000  24-MAY-2002  |In Process
& 559 Subscription 127.28  24-MAY-2002 |n Process
(o 556 Hewlett Pachard Model 2% 7 L aser Printer 35075 24-mMAY-2002  In Process
6. To sort your search results, select Creation Date, Requisition Number or Status using the
drop down. Click on the Ascending or Descending radial button, then select Go.
7. To view requisition details, click on the link displayed under Requisition or Description.

To view the approval history of the requisition, click Status.

To withdraw a requisition

8.

Select the radial button to the left of the requisition number you wish to withdraw, then
select Withdraw

Note: You may only withdraw one requisition at a time. If the requisition has been
processed into a purchase order, the following message will appear “You cannot withdraw
Requisition XYZ because one or more of its lines have been placed on a purchase order”. If
you receive this error, see Preparing a Change Order to a Purchase Order procedure.

gquisition Withdraw {Requisition 989)

IndicaNg how you want to proceed after your requisition has been withdrawn from the approval process. Press the Continue button below to
withdrawyour reguisition.

* Withdraw and Checkout

Withdraw your requigition from the approval process and add it to the shopping cart 50 you can make changes and
checkout.

" Withdraw and Cancel
Dan't need the items you ordered? VWithdraw your requisition fram the approval process and cancel it.

Beturn to Crders Continue |
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9. Select the radial button to the left of Withdraw and Checkout if you wish to retrieve and
modify a requisition. Select the radial button to the left of Withdraw and Cancel to
retrieve and cancel a requisition. Select Continue.

10. If Withdraw and Checkout was selected, proceed through each of the requisition steps,
modifying any information required. Once Submit has been chosen on the last step, the
requisition will be re-sent to the Approver.

11. If Withdraw and Cancel was selected, a confirmation that the selected requisition has been
canceled will be displayed. The status of the requisition will change to Cancelled.

‘C_Tj Confirmation

The selected requisition has been canceled.

To cancel a requisition

12. Select the radial button to the left of the requisition number, then select Cancel. The below
warning message will appear.

@\ Warning

Once this requisition is canceled, it cannot be undone.

Do you still want to cancel this requisition?

Yes Mo '

13. If you wish to continue, select Yes. Otherwise, select No. If Yes is selected, the below
confirmation will be received. The status of the requisition will change to Cancelled.

(i) Confirmation
The selected requisition has been canceled.
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To resubmit a requisition

14. Select the radial button to the left of a requisition number that has the status Rejected or
Returned, then select Resubmit. Proceed through each of the requisition steps, modifying
any information required. Once Submit has been chosen on the last step, the requisition
will be re-sent to the Approver.
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Managing FYI Notifications

Scope
This procedure covers managing FYT notifications.

RIAS creates two types of notifications — “FYI” and “To Do”. “FYI” notifications are for
informational purposes and do not require action, other than closing. “To Do” notifications
require action on the part of the recipient.

THG STATE LMVERSITY OF NOW JERSSY

My Profile

Requisitions Notifications Receiving Approvals

ViewIOpenTD Do NDtificatiDnsj Go |

Going away? Click here to Click here to reassign To Do notifications while you're out of the office.

Open To Do Notifications

Select notification and... Respond
Sort by IDate 'I © Ascending o)

@ Degcending
1 -8 shown of §

Select Priority Subject Type Date Respond By
PO
® Mormal  Requisition 1659 for 04, Practice (26353.00 USO) requires ap Requisition  29-MAY-2002  30-MAY-2002
Approval

1. Select Requisition Status tab. Click on Notifications to view all open notifications.

2. Select Open FYI Notifications using the drop down next toView. Select Go.

"View | Open Pyl Motifications 'I Go )

Going away? Click here to Click here to reassign To Do notifications while you're out of the office.

3
Open FYI Notifications /

- A
Select notification and... Respond
Sort by |Date 'I O Ascending

& Descending

1 -24 shown of 24

4’\ Select Priority Subject Type Date Respond By

FO

& Morrnal  Requisition 2036 has been approved. Reguisition  12-JUN-2002
Approval
PO
(& Morrnal  Requisition 2035 has been approved. Reguisition  12-JUN-2002
Approval
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3. Select the notification that you wish to view by clicking on the radial button under Select.

4.

5.

Select Respond.

Note: You may sort your notifications by using criteria defined in the Sort by drop down list
(e.g. Type, Subject, Date, etc.). Priority is a feature of the system that is not used at
Rutgers.

The Notifications Details window for the notification you selected will appear.

Notification Details (Normal Priority)

To Markey, Eileen F Respond By
Date 22-JUN-2002 16:30:14
Subject Requisition 685 has been approved.

Requisition Summary

Requisition Total 3651.96 USD

Description SHAKER WTR BATH FRCE RECIP120Y
Created By Markey, Eileen F
Justification

Requisition Lines
\ The first five requisition lines are surmmarized below. For additional information, click the View Requisition Details link.
“iew Requisition Details

Cost

Line Item Description Supplier Center UOM  Quantity Unit Price Line Amount (USD)
1 SHAKER WTR BATH FRCE RECIP120V YWR Scientific, Inc. 10831 Each 1 3651.96 USD 3651.96
Approval History

Sequence Who Action Date Note

) Fehn, Bruce C Approve 22-JUN-2002

4 Stein, Timathy L Approve 22-JUN-2002

g Markey, Eileen F Farward 21-JUN-2002

2 Markey, Eileen F Reserve 21-JUN-2002

1 Markey, Eileen F Subrit 21-JUN-2002

This notification does not require a response.

Close Reassign...
o= g TEEee e

Confirm that the message line indicates that the notification does not require a response. If
you wish to view the details of a notification concerning a requisition, continue to step 6.
Otherwise, continue to step 8.

To view the details of a requisition, click on the View Requisition Details link. The View
Requisition Details form will appear. Review the information displayed. To obtain more
details on the requisition, select the View link displayed to the left of each line.
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7. When you are finished with your review, select Respond.

o Step by Prusile

View Requisition Details - This is not a valid Purchase Order
= View Approval History

Requisition 13 Tetsl § 350,00

Dwscnption WP Prinier

T B, Usar
Tutgees, The State Unhveriry of
"
Piacatiwary, W) 00851 8831

e Draeripsinn
Rems
To e wstens detnd e e o, 521 23 Viwwink
L B0 e Bescripan NewdlBy et Guaniey Price Ttal
L T R TP S — AV Ench 1 W m
Towl§ TAW

me | S | Expuaion Shutes | My Prodls | Shappieg Cort | Hito

8. Select Close. Do not use the Reassign button.

This notification does not require a response.
Close | Reassign.. |

9. Once you select Close, the notification you selected is no longer included in your listing of
notifications (worklist). You will receive a confirmation that your notification response has

been submitted.

10. Select Requisition Status: Notifications link to return to your Open FYI Notifications.

Requisttion Status: Notiications = Notification Details

j Confirmation: ¥ our notification respanse has been subrittad,

Rutgers, The State University of New Jersey
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Managing To Do Notifications as a Reviewer

Scope

This procedure covers managing To Do notifications as a Reviewer. A Reviewer is an individual
outside the Preparer’s direct requisition approval hierarchy to whom a requisition has been
forwarded for review. A Reviewer does not have final approval authority for that requisition.

RIAS creates two types of notifications — “FYI” and “To Do”. “FYI” notifications are for
informational purposes and do not require action, other than closing. “To Do” notifications
require action on the part of the recipient.

1 T STATE LNVERSITV OF NOW JoRsay ZRY \ \ 1
e 9,9,

r Exit Shopping Cart Help

My Profile

Requisition Status

Requisitions Notifications Receiving Approvals

ViewIOpenTD Do NDtificatiDnsj Go |

Going away? Click here to Click here to reassign To Do notifications while you're out of the office.

Open To Do Notifications

Select notification and... Respond
Sort by IDate 'I © Ascending o)

@ Degcending
1 -8 shown of §

Select Priority Subject Type Date Respond By
PO
® Mormal  Requisition 1659 for 04, Practice (26353.00 USO) requires ap Requisition  29-MAY-2002  30-MAY-2002
Approval

1. Select Requisition Status tab. Click on Notifications to view all open notifications.

2. Select Open To Do Notifications using the drop down next to View. Select Go.
2

View | Open To Do Nofifications | » Go .‘]
Gaing away? Click here to Click here to reassign To Do notifications while vou're out of the office 3

Open To Do Notifications

-_
Select notification and... Respand | _—I—
3 Sont by |Date =| © Ascending Go )

 Descending
1 -8 shown of 8

\\Selem Priority Subject Type Date Respond By

PO
i« Mormal Reguisition 1653 for 04, Practice (26353.00 USD) requires ap... Requisition  29-MAY-2002  30-MAY-2002
Approval
PO
C Mormal Requisition 1658 for 04, Practice (26353.00 USD) requires ap... Requisition  28-MAY-2002  30-MAY-2002
Approval
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3. Select the notification that you wish to view by clicking on the radial button under Select.

Select Respond.

Note: You may sort your notifications by using criteria defined in the Sort by drop down
(e.g. Type, Subject, Date, etc.). Priority is a feature of the system that is not used at

Rutgers.

The Notifications Details window for the notification you selected will appear.

The

Notifications Details window provides you with pertinent information about the requisition
including requisition creation information, approval history and requisition summary and

lines.

Notification Details (Normal Priority)

To Markey. Eileen F Respond By
Date 29-JUN-2002 11:40:24
Subject Final reminder: Requisition 994 for Fehn, Bruce C (342.71 USD) requires approval

Requisition Summary

Requisition Total 34271 USD
Description Bookshelves for office
Forwarded From Fehn, Bruce C
Created By Fehn, Bruce C
Justification

Requisition Lines

The first five requisition lines are summarized below. For additional inforrmation, click the View Requisition Details link

N

‘iew Requisition Details | Edit Requisition

Line Iem Description Supplier Es?:ter UOM  Quantity Unit Price Line Amount (USD)
1 Bookcase-Open, 5 Adjustable Sheles, 15x36x80-1/2  Arbee Associates 10631  Each 1 342 70993 USD 34271
Approval History
Sequence Who Action Date Note
4 Markey, Eileen F
) Fehn, Bruce C Forward 27-JUN-2002
2 Fehn, Bruce C Reserve 27-JUN-2002
1 Fehn, Bruce C Submit 27-JUN-2002
£l
Open Document
Some buttons are disabled, because your responsibility does not allow you to launch these farms.
If you want to reassign the notification so someone else can respond on your behalf, press the Reassign button
Forward Tnl Select )
=
Mote
=
Approval Action IApprove -
Subrmit Reassign...
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5. To view the details of a requisition, click View Requisition Details link.

6. The View Requisition Details screen will appear. Review the information displayed. To
obtain more details such as the charging instructions, select the View link displayed to the

left of each requisition line.

ltems

To view additional details for a line item, click its View link.

n PO A
Line Number Item Description

B View 1 Bookcase-Open, 5 Adjustable Shelves, 15x36x80-1/2

Need By Unit Quantity Price Total §

18-JUL-2002 Each 1 34270999 34271

View Requisition Details - This is not a valid Purchase Order

P View Approval History

Requisition 1859 (In Process)

Created By 04, Practice
Creation Date 29-MAY.2002
Description Lab 4 - Edit - Multi Org

Mote To Approver
MNote To Buyer
Gluick Order / Check Request PO #

[tern Description DCS50 Mass Spectrometer
Special Info None
Iterm Murnber

Supplies, Equipment and
Merchandise

Category
Supplier Site Chicago-01
Supplier Cortact
Contact Phone
Supplier lterm Mumber
To Supplier
PO Mumber 811
Buyer Lyons, Kevin L

. Description
Attachments Attention To Type
ltems
To wiew additional details for a line item, click its Wiew link.
Line Iem Description Heed By Unit  Quantity Price Total §
¥ Hide 1 DCE50 Mass Spectrometer 19-JUN-2002  Each 1 26353 26353.00

Supplier Warian Analytical Instruments Need-By Date 19-JUN-2002

Total § 26353.00

Deliver-To 04, Practice
Rutgers, The State University of NJ
21 Road 1
Piscataway, NJ 08854 8031

Requester 04, Practice

Deliver-To LIV 4087

ACOUNtS | yymber Percent Dept Activity 1 Dept Activity 2
00-424709-10299-7 1000000000000 26.562
00-201234-10531-71000-000000-000 73.438 7
Attachments P
Attention To Type pesipion
Aupmve) Rejecl) Respond)
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7. When you are finished with your review, select Respond. This will return you to the
Notifications Details screen.

Note: If you select Approve or Reject, you will not be given the opportunity to write notes.
Instead, you will just receive a confirmation that the requisition has been approved or
rejected.

8. Scroll down page and select an Approver action. Optionally, you may enter comments in
the Note field. Do not use the Reassign button.

8 Forward Ta | Select |
x Mote ill
\ Appraval Action |Apprwe j

Approve And Forward
Forward
Feject

As a Reviewer, the status of the requisition remains as In Process regardless of which action
taken unless it has been rejected. If rejected, the requisition status would change to
Rejected and be returned to the Preparer.

Reviewers are encouraged to only use Approve or Reject actions. If a Reviewer rejects a
requisition, it is recommended that he or she enter a note explaining why the requisition has
been rejected.

9. Once you have selected an action, click Submit to process.
10. Once you select an action, the notification you selected is no longer included in your listing

of notifications (worklist). You will receive a confirmation that your notification response
11 has been submitted.

guisition Status: Motifications = Motification Details

Confirmation: Your notification response has been submitted.

11. Select Requisition Status: Notifications link to return to your Open To Do Notifications.
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Approving Requisitions as an Approver

Scope
This procedure covers how to approve a requisition as an Approver.
RIAS creates two types of notifications — “FYI” and “To Do”. “FYI” notifications are for

informational purposes and do not require action, other than closing. “To Do” notifications
require action on the part of the recipient.

lm AN A 1
LERS D o

r Exit Shopping Cart Help

My Profile

Requisition Status

Requisitions Notifications Receiving Approvals

ViewIOpenTD Do NDtificatiDnsj Go |

Going away? Click here to Click here to reassign To Do notifications while you're out of the office.

Open To Do Notifications

Select notification and... Respond |

Sorl by IDatE =] © Ascending T
@ Degcending _)

1 -8 shown of §

Select Priority Subject Type Date Respond By
PO
® Mormal  Requisition 1659 for 04, Practice (26353.00 USO) requires ap Requisition  29-MAY-2002  30-MAY-2002
Approval

1. Select Requisition Status tab. Click on Notifications to view all open notifications.

2. Select Open To Do Notifications using the drop down next to View. Select Go.
2

View | Open To Do Nofifications | » Go .‘]
Gaing away? Click here to Click here to reassign To Do notifications while vou're out of the office 3

Open To Do Notifications

-
Select notification and... Respand | _—I—
3 Sort by |Date ~| © Ascending

b Go .‘]
 Descending

1 -8 shown of 8
\\Selem Priority Subject Type Date Respond By

PO
i« Mormal Reguisition 1653 for 04, Practice (26353.00 USD) requires ap... Requisition  29-MAY-2002  30-MAY-2002
Approval
PO
o] Mormal Requisition 1658 for 04, Practice (26353.00 USD) requires ap... Requisition  28-MAY-2002  30-MAY-2002
Approval
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3. Select the notification that you wish to view by clicking on the radial button under Select.

Select Respond.

Note: You may sort your notifications by using criteria defined in the Sort by drop down
(e.g. Type, Subject, Date, etc.). Priority is a feature of the system that is not used at

Rutgers.

The Notifications Details window for the notification you selected will appear.

The

Notifications Details window provides you with pertinent information about the requisition
including requisition creation information, approval history and requisition summary and

lines.

Notification Details (Normal Priority)

To Markey. Eileen F Respond By
Date 29-JUN-2002 11:40:24
Subject Final reminder: Requisition 994 for Fehn, Bruce C (342.71 USD) requires approval

Requisition Summary

Requisition Total 34271 USD
Description Bookshelves for office
Forwarded From Fehn, Bruce C
Created By Fehn, Bruce C
Justification

Requisition Lines

The first five requisition lines are summarized below. For additional inforrmation, click the View Requisition Details link

N

‘iew Requisition Details | Edit Requisition

Line Iem Description Supplier Es?:ter UOM  Quantity Unit Price Line Amount (USD)
1 Bookcase-Open, 5 Adjustable Sheles, 15x36x80-1/2  Arbee Associates 10631  Each 1 342 70993 USD 34271
Approval History
Sequence Who Action Date Note
4 Markey, Eileen F
) Fehn, Bruce C Forward 27-JUN-2002
2 Fehn, Bruce C Reserve 27-JUN-2002
1 Fehn, Bruce C Submit 27-JUN-2002
£l
Open Document
Some buttons are disabled, because your responsibility does not allow you to launch these farms.
If you want to reassign the notification so someone else can respond on your behalf, press the Reassign button
Forward Tnl Select )
=
Mote
=
Approval Action IApprove -
Subrmit Reassign...
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5. To view the details of a requisition, click View Requisition Details link.

6. The View Requisition Details screen will appear. Review the information displayed. To
obtain more details such as the charging instructions, select the View link displayed to the

left of each requisition line.

ltems

To view additional details for a line item, click its View link.

n PO A
Line Number Item Description

B View 1 Bookcase-Open, 5 Adjustable Shelves, 15x36x80-1/2

Need By Unit Quantity Price Total §

18-JUL-2002 Each 1 34270999 34271

View Requisition Details - This is not a valid Purchase Order

P View Approval History

Requisition 1859 (In Process)

Created By 04, Practice
Creation Date 29-MAY.2002
Description Lab 4 - Edit - Multi Org

Mote To Approver
MNote To Buyer
Gluick Order / Check Request PO #

[tern Description DCS50 Mass Spectrometer
Special Info None
Iterm Murnber

Supplies, Equipment and
Merchandise

Category
Supplier Site Chicago-01
Supplier Cortact
Contact Phone
Supplier lterm Mumber
To Supplier
PO Mumber 811
Buyer Lyons, Kevin L

. Description
Attachments Attention To Type
ltems
To wiew additional details for a line item, click its Wiew link.
Line Iem Description Heed By Unit  Quantity Price Total §
¥ Hide 1 DCE50 Mass Spectrometer 19-JUN-2002  Each 1 26353 26353.00

Supplier Warian Analytical Instruments Need-By Date 19-JUN-2002

Total § 26353.00

Deliver-To 04, Practice
Rutgers, The State University of NJ
21 Road 1
Piscataway, NJ 08854 8031

Requester 04, Practice

Deliver-To LIV 4087

ACOUNtS | yymber Percent Dept Activity 1 Dept Activity 2
00-424709-10299-7 1000000000000 26.562
00-201234-10531-71000-000000-000 73.438 7
Attachments P
Attention To Type pesipion
Aupmve) Rejecl) Respond)
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7. When you are finished with your review, select Respond. This will return you to the
Notifications Details screen.

Note: If you select Approve or Reject, you will not be given the opportunity to write notes.
Instead, you will just receive a confirmation that the requisition has been approved or
rejected.

8. Scroll down page and select an Approver Action. Optionally, you may enter comments in
the Note field. Do not use the Reassign button.

8 Forward To | Select |
-
Mote
Appraval Action |Apprwe j
SiLl il Approve And Forward
Forward
Feject
Action Taken Upon Submission - Result of Action
Approve Requisition status becomes Approved -—
Requisition eligible to become a purchase
order.
Approve and Forward with Requisition status becomes Pre-Approved.

The individual that the requisition was
An individual’s name indicated in the | forwarded to may perform any of the Approver
Forward To field. Actions. If the individual edits the requisition,
the requisition will return to the appropriate
authorized Approver for approval.

Do not select the Approval Action of Approve and indicate an individual’s name in the
Forward To field since the requisition status will become Approved and the Forward To
individual is ignored by the system.

Important: Approvers are responsible for ensuring that the following conditions are met
(UR&PM Book 6, Section 6.1.2):

a) The requisition is reasonable, appropriate and necessary in order to achieve the goals or
outcomes of the particular University program, project or task. An Approver is expected
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to exercise professional judgment and due diligence when determining if an expenditure
is reasonable, appropriate and necessary.

b) The account(s) charged have sufficient funds available to cover the requisition during the
budget period or project period.

For further details, refer to Basic Expectations of Approvers in this manual.
9. Once you have selected an action, click Submit to process.
10. Once you select an action, the notification you selected is no longer included in your listing

of notifications (worklist). You will receive a confirmation that your notification response
has been submitted.

guisition Status: Motifications = Motification Details

Confirmation: Your notification response has been submitted.

11. Select Requisition Status: Notifications link to return to your Open To Do Notifications.
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Rejecting Requisitions

Scope
This procedure covers how to reject a requisition.

RIAS creates two types of notifications — “FYI” and “To Do”. “FYI” notifications are for
informational purposes and do not require action, other than closing. “To Do” notifications
require action on the part of the recipient.

lm AN A 1
LERS D o

r Exit Shopping Cart Help

My Profile

Requisition Status

Requisitions Notifications Receiving Approvals

ViewIOpenTD Do NDtificatiDnsj Go |

Going away? Click here to Click here to reassign To Do notifications while you're out of the office.

Open To Do Notifications

Select notification and... Respond
Sort by IDate 'I © Ascending o)

@ Degcending
1 -8 shown of §

Select Priority Subject Type Date Respond By
PO
® Mormal  Requisition 1659 for 04, Practice (26353.00 USO) requires ap Requisition  29-MAY-2002  30-MAY-2002
Approval

1. Select Requisition Status tab. Click on Notifications to view all open notifications.

2. Select Open To Do Notifications using the drop down next to View. Select Go.
2

View | Open To Do Nofifications | » Go .‘]
Gaing away? Click here to Click here to reassign To Do notifications while vou're out of the office 3

Open To Do Notifications

-
Select notification and... Respand | _—I—
3 Sort by |Date ~| © Ascending

b Go .‘]
 Descending
1 -8 shown of 8

\\Selem Priority Subject Type Date Respond By

PO
i« Mormal Reguisition 1653 for 04, Practice (26353.00 USD) requires ap... Requisition  29-MAY-2002  30-MAY-2002
Approval
PO
o] Mormal Requisition 1658 for 04, Practice (26353.00 USD) requires ap... Requisition  28-MAY-2002  30-MAY-2002
Approval
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3. Select the notification that you wish to view by clicking on the radial button under Select.

Select Respond.

Note: You may sort your notifications by using criteria defined in the Sort by drop down
(e.g. Type, Subject, Date, etc.). Priority is a feature of the system that is not used at

Rutgers.

The Notifications Details window for the notification you selected will appear.

The

Notifications Details window provides you with pertinent information about the requisition
including requisition creation information, approval history and requisition summary and

lines.

Notification Details (Normal Priority)

To Markey. Eileen F Respond By
Date 29-JUN-2002 11:40:24
Subject Final reminder: Requisition 994 for Fehn, Bruce C (342.71 USD) requires approval

Requisition Summary

Requisition Total 34271 USD
Description Bookshelves for office
Forwarded From Fehn, Bruce C
Created By Fehn, Bruce C
Justification

Requisition Lines

The first five requisition lines are summarized below. For additional inforrmation, click the View Requisition Details link

N

‘iew Requisition Details | Edit Requisition

Line Iem Description Supplier Es?:ter UOM  Quantity Unit Price Line Amount (USD)
1 Bookcase-Open, 5 Adjustable Sheles, 15x36x80-1/2  Arbee Associates 10631  Each 1 342 70993 USD 34271
Approval History
Sequence Who Action Date Note
4 Markey, Eileen F
) Fehn, Bruce C Forward 27-JUN-2002
2 Fehn, Bruce C Reserve 27-JUN-2002
1 Fehn, Bruce C Submit 27-JUN-2002
£l
Open Document
Some buttons are disabled, because your responsibility does not allow you to launch these farms.
If you want to reassign the notification so someone else can respond on your behalf, press the Reassign button
Forward Tnl Select )
=
Mote
=
Approval Action IApprove -
Subrmit Reassign...
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5. To view the details of a requisition, click View Requisition Details link.

6. The View Requisition Details screen will appear. Review the information displayed. To
obtain more details such as the charging instructions, select the View link displayed to the

left of each requisition line.

ltems

To view additional details for a line item, click its View link.

n PO A
Line Number Item Description

B View 1 Bookcase-Open, 5 Adjustable Shelves, 15x36x80-1/2

Need By Unit Quantity Price Total §

18-JUL-2002 Each 1 34270999 34271

View Requisition Details - This is not a valid Purchase Order

P View Approval History

Requisition 1859 (In Process)

Created By 04, Practice
Creation Date 29-MAY.2002
Description Lab 4 - Edit - Multi Org

Mote To Approver
MNote To Buyer
Gluick Order / Check Request PO #

[tern Description DCS50 Mass Spectrometer
Special Info None
Iterm Murnber

Supplies, Equipment and
Merchandise

Category
Supplier Site Chicago-01
Supplier Cortact
Contact Phone
Supplier lterm Mumber
To Supplier
PO Mumber 811
Buyer Lyons, Kevin L

. Description
Attachments Attention To Type
ltems
To wiew additional details for a line item, click its Wiew link.
Line Iem Description Heed By Unit  Quantity Price Total §
¥ Hide 1 DCE50 Mass Spectrometer 19-JUN-2002  Each 1 26353 26353.00

Supplier Warian Analytical Instruments Need-By Date 19-JUN-2002

Total § 26353.00

Deliver-To 04, Practice
Rutgers, The State University of NJ
21 Road 1
Piscataway, NJ 08854 8031

Requester 04, Practice

Deliver-To LIV 4087

ACOUNtS | yymber Percent Dept Activity 1 Dept Activity 2
00-424709-10299-7 1000000000000 26.562
00-201234-10531-71000-000000-000 73.438 7
Attachments P
Attention To Type pesipion
Aupmve) Rejecl) Respond)
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When you are finished with your review, select Respond. This will return you to the
Notifications Details screen.

Note: If you select Approve or Reject, you will not be given the opportunity to write notes.
Instead, you will just receive a confirmation that the requisition has been approved or
rejected.

Scroll down page and select Reject as your Approver Action. Enter comments in the Note
field explaining the reason for rejection of the requisition. =~ Do not use the Reassign
button.

3

10.

1.

Select ]

Foreeard To |

Mote

=
[~

N

Appraval Action |Apprwe

Approve And Forward
Forward
Feject

Once you have selected an action, click Submit to return the requisition back to the
Preparer.

Once you select an action, the notification you selected is no longer included in your listing
of notifications (worklist). You will receive a confirmation that your notification response
has been submitted.

guisition Status: Motifications = Motification Details

Confirmation: Your notification response has been submitted.

Select Requisition Status: Notifications link to return to your Open To Do Notifications.
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Forwarding Requisitions as an Approver

Scope
This procedure covers how to forward a requisition as an Approver.

RIAS creates two types of notifications — “FYI” and “To Do”. “FYI” notifications are for
informational purposes and do not require action, other than closing. “To Do” notifications
require action on the part of the recipient.

1 —_— 1
TG STATE LNVERSITV OF NEW JERSeY 7z \
w ?
L ERS D oD
Exit Shopping Cart Hel

My Profile

Requisition Status

Notifications Receiving Approvals

Requisitions

ViewIOpenTD Do NDtificatiDnsj Go |

Going away? Click here to Click here to reassign To Do notifications while you're out of the office.

Open To Do Notifications

Select notification and... Respond
Sort by IDate 'I © Ascending o)

@ Degcending
1 -8 shown of §

Select Priority Subject Type Date Respond By
PO
® Mormal  Requisition 1659 for 04, Practice (26353.00 USO) requires ap Requisition  29-MAY-2002  30-MAY-2002
Approval

1. Select Requisition Status tab. Click on Notifications to view all open notifications.

2. Select Open To Do Notifications using the drop down next to View. Select Go.
2

View | Open To Do Nofifications | » Go .‘]
Gaing away? Click here to Click here to reassign To Do notifications while vou're out of the office 3

Open To Do Notifications

-
Select notification and... Respand | _—I—
3 Sort by |Date ~| © Ascending

b Go .‘]
 Descending
1 -8 shown of 8

\\Selem Priority Subject Type Date Respond By
PO

i« Mormal Reguisition 1653 for 04, Practice (26353.00 USD) requires ap... Requisition  29-MAY-2002  30-MAY-2002
Approval
PO
o] Mormal Requisition 1658 for 04, Practice (26353.00 USD) requires ap... Requisition  28-MAY-2002  30-MAY-2002
Approval
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3. Select the notification that you wish to view by clicking on the radial button under Select.

Select Respond.

Note: You may sort your notifications by using criteria defined in the Sort by drop down
(e.g. Type, Subject, Date, etc.). Priority is a feature of the system that is not used at

Rutgers.

The Notifications Details window for the notification you selected will appear.

The

Notifications Details window provides you with pertinent information about the requisition
including requisition creation information, approval history and requisition summary and

lines.

Notification Details (Normal Priority)

To Markey. Eileen F Respond By
Date 29-JUN-2002 11:40:24
Subject Final reminder: Requisition 994 for Fehn, Bruce C (342.71 USD) requires approval

Requisition Summary

Requisition Total 34271 USD
Description Bookshelves for office
Forwarded From Fehn, Bruce C
Created By Fehn, Bruce C
Justification

Requisition Lines

The first five requisition lines are summarized below. For additional inforrmation, click the View Requisition Details link

N

‘iew Requisition Details | Edit Requisition

Line Iem Description Supplier Es?:ter UOM  Quantity Unit Price Line Amount (USD)
1 Bookcase-Open, 5 Adjustable Sheles, 15x36x80-1/2  Arbee Associates 10631  Each 1 342 70993 USD 34271
Approval History
Sequence Who Action Date Note
4 Markey, Eileen F
) Fehn, Bruce C Forward 27-JUN-2002
2 Fehn, Bruce C Reserve 27-JUN-2002
1 Fehn, Bruce C Submit 27-JUN-2002
£l
Open Document
Some buttons are disabled, because your responsibility does not allow you to launch these farms.
If you want to reassign the notification so someone else can respond on your behalf, press the Reassign button
Forward Tnl Select )
=
Mote
=
Approval Action IApprove -
Subrmit Reassign...
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5. To view the details of a requisition, click View Requisition Details link.

6. The View Requisition Details screen will appear. Review the information displayed. To
obtain more details such as the charging instructions, select the View link displayed to the

left of each requisition line.

ltems

To view additional details for a line item, click its View link.

n PO A
Line Number Item Description

B View 1 Bookcase-Open, 5 Adjustable Shelves, 15x36x80-1/2

Need By Unit Quantity Price Total §

18-JUL-2002 Each 1 34270999 34271

View Requisition Details - This is not a valid Purchase Order

P View Approval History

Requisition 1859 (In Process)

Created By 04, Practice
Creation Date 29-MAY.2002
Description Lab 4 - Edit - Multi Org

Mote To Approver
MNote To Buyer
Gluick Order / Check Request PO #

[tern Description DCS50 Mass Spectrometer
Special Info None
Iterm Murnber

Supplies, Equipment and
Merchandise

Category
Supplier Site Chicago-01
Supplier Cortact
Contact Phone
Supplier lterm Mumber
To Supplier
PO Mumber 811
Buyer Lyons, Kevin L

. Description
Attachments Attention To Type
ltems
To wiew additional details for a line item, click its Wiew link.
Line Iem Description Heed By Unit  Quantity Price Total §
¥ Hide 1 DCE50 Mass Spectrometer 19-JUN-2002  Each 1 26353 26353.00

Supplier Warian Analytical Instruments Need-By Date 19-JUN-2002

Total § 26353.00

Deliver-To 04, Practice
Rutgers, The State University of NJ
21 Road 1
Piscataway, NJ 08854 8031

Requester 04, Practice

Deliver-To LIV 4087

ACOUNtS | yymber Percent Dept Activity 1 Dept Activity 2
00-424709-10299-7 1000000000000 26.562
00-201234-10531-71000-000000-000 73.438 7
Attachments P
Attention To Type pesipion
Aupmve) Rejecl) Respond)
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7. When you are finished with your review, select Respond. This will return you to the

Notifications Details screen.

Note: If you select Approve or Reject, you will not be given the opportunity to write notes.
Instead, you will just receive a confirmation that the requisition has been approved or

rejected.

8. Scroll down page and select Forward as your Approver Action. Enter comments in the
Note field explaining why the requisition is being forwarded to them and request that the
requisition be returned back to you after his/her review. Do not use the Reassign button.

Foreard To |

Select |

3

Mote

N

=
[~

Appraval Action |Apprwe

Approve And Forward
Forward
Feject

Action Taken

Upon Submission - Result of Action

Forward with

An individual’s name indicated in the
Forward To field who has the appropriate
authority to approve in the requisition approval
hierarchy.

Requisition status becomes In Process — Once
the individual that the requisition was
forwarded selects Approve, the status will then
become Approved.

Forward with

An individual’s name indicated in the
Forward To field who does not have the
appropriate authority to approve in the
requisition approval hierarchy.

It is recommended that a note be added to
return the requisition back to you after his/her
review.

Requisition status become Forwarded — Once
the individual that the requisition was
forwarded selects Approve, the status will
become In Process.

Caution: If the individual named in Forward
To does not return the requisition back to you,
the requisition will continue up the requisition
approval hierarchy until another authorized
Approver is found.
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9. Enter the name of the individual you wish to forward the requisition to using the list of
values and wildcard (%) in the Forward To field, then click on Select.

9

4\ 9
\Forward To |%conlin® Select ‘] <I

Mote ill
Action | Reject j
o |Approve
M Anprove And Forard

Reject

10. Click on the Select link to the left of the User name.

Select User

Search for | Go ,]

Click a Select link to choose a value.

10
1-3 shown of 3
User Internal Hame

\SElect Conlin, kichele BACOMLIMN

11. Once you have selected an action, click Submit to forward the requisition to the individual
that you indicated

12. Once you select an action, the notification you selected is no longer included in your listing
of notifications (worklist). You will receive a confirmation that your notification response
13 has been submitted.

guisition Status: Motifications = Motification Details

Confirmation: Your notification response has been submitted.

13. Select Requisition Status: Notifications link to return to your Open To Do Notifications.
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Editing a Requisition Received as a Notification

Scope

This procedure covers how to edit a requisition that you received as a notification.

THG STATE LMVERSITY OF NOW JERSSY

Notifications

Requisitions Receiving Approvals

ViewIOpenTD Do NDtificatiDnsj Go |

Open To Do Notifications

Select notification and...

Sorl by IDatE =] © Ascending T
% Descending _)

Select Priority Subject

® Mormal  Requisition 1659 for 04, Practice (26353.00 USO) requires ap

Eit

%) (2

Shopping Cant Help

Going away? Click here to Click here to reassign To Do notifications while you're out of the office.

Respond )

1 -8 shown of §

Type Date Respond By

PO
Requisition  28-MAY-2002  30-MAY-2002
Approval

1. Select Requisition Status tab. Click on Notifications to view all open notifications.

2. Select Open To Do Notifications using the drop down next to View. Select Go.

2

View |Open To Do Notifications | * Go .‘]

Open To Do Notifications

Select notification and...

Sart by |Date =] C Ascending
& Descending _)

\Selem Priority Subject
i Mormal Requisition 1659 for 04, Practice (2635300 USD) requires a

“© Mormal  Reguisition 1655 for 04, Practice (26353 00 LISD]) requires ap

Going away? Click here to Click here to reassign To Do nofifications while vou're out of the office:

Respond )

1-8 shown of 8

Type Date Respond By

FO

Requisition  28-MAY-2002  30-MAY.2002

Approval
FO

Requisition  29-WMAY-2002  30-MAY-2002

Approval

-

3. Select the notification that you wish to view by clicking on the radial button under Select.

Select Respond.
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Note: You may sort your notifications by using criteria defined in the Sort by drop down
(e.g. Type, Subject, Date, etc.). Priority is a feature of the system that is not used at

Rutgers.

The Notifications Details window for the notification you selected will appear.

The

Notifications Details window provides you with pertinent information about the requisition
including requisition creation information, approval history and requisition summary and

lines.

Notification Details (Normal Priority)

To Markey. Eileen F Respond By
Date 29-JUN-2002 11:40:24
Subject Final reminder: Requisition 994 for Fehn, Bruce C (342.71 USD) requires approval

Requisition Summary

Requisition Total 34271 USD
Description Bookshelves for office
Forwarded From Fehn, Bruce C
Created By Fehn, Bruce C
Justification

Requisition Lines

The first five requisition lines are summarized below. For additional inforrmation, click the View Requisition Details link

N

‘iew Requisition Details | Edit Requisition

Cost

Line Iem Description Supplier Center UOM  Quantity Unit Price Line Amount (USD)
1 Bookcase-Open, 5 Adjustable Sheles, 15x36x80-1/2  Arbee Associates 10631  Each 1 342 70993 USD 34271
Approval History
Sequence Who Action Date Note
4 Markey, Eileen F
) Fehn, Bruce C Forward 27-JUN-2002
2 Fehn, Bruce C Reserve 27-JUN-2002
1 Fehn, Bruce C Submit 27-JUN-2002
£l
Open Document
Some buttons are disabled, because your responsibility does not allow you to launch these farms.
If you want to reassign the notification so someone else can respond on your behalf, press the Reassign button
Forward Tnl Select )
=
Mote
=
Approval Action IApprove -
Subrmit Reassign...
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5. To view the details of a requisition, click View Requisition Details link.

6. The View Requisition Details screen will appear. Review the information displayed. To
obtain more details such as the charging instructions, select the View link displayed to the
left of each requisition line.

ltems

To view additional details for a line item, click its Wiew link.

Line ESmher Item Description Need-By Unit Quantity Price Total §

P View 1 Bookcase-Open, 5 Adjustable Shelves, 15x36x80-1/2 18-JUL-2002 Each 1 342.70999 34271

View Requisition Details - This is not a valid Purchase Order

P View Approval History

Requisition 1659 (In Process) Total § 26353.00

Created By 04, Practice
Creation Date 29-MAY-2002
Description Lab 4 - Edit - Multi Org Deliver-To 04, Practice
Rutgers, The State University of NJ
21 Road 1
Piscataway, NJ 08854 8031
MNote To Approver
Mote To Buyer
Cuick Order / Check Request PO #

0 Description
Attachments Attention To Type
Items
To view additional details for a line item, click its View link.
Line Item Description Need-By Unit  Quantity Price Total §
¥ Hide 1 DCA50 Mass Spectrometer 19-JUN-2002  Each 1 26353 26353.00

ltem Description DC50 Mass Spectrometer
Special Info None
Itern Murnber Requester 04, Practice

Supplies, Equipment and

Category Merchandise

Deliver-To LIV 4087

Supplier Warian Analytical Instruments MNeed-By Date 19-JUN-2002

Supplier Site Chicago01
Supplier Contact
Contact Phone
Supplier ltem Number
To Supplier

PO MNurber 811
Buyer Lyons, Kevin L

ACCOUNES | yymber Percent Dept Activity 1 Dept Activity 2
00-424709-10299-71000-000000-000 26.562
00-201234-10531-71000-000000-000 73.438 7
Attachments P
Attention To Type pestipion

Appmve) Reject) Respnnd)
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7. When you are finished with your

Notifications Details screen.

review,

select Respond. This will return you to the

Notification Details (Normal Priority)

To Markey, Eileen F
Date 29.JUN-2002 11:40:24

Requisition Summary

Requisition Total 34271 USD

Description Bookshelves for office
8 Forwarded From Fehn, Bruce G
Created By Fehn, Bruce C
Justification
I

The first five requis)

“iew Requisition Details | Edit Requisition

Line Item Description Supplier

Approval History

Sequence Who

Action
4 Markey, Eileen F
3 Fehn, Bruce C Forward
2 Fehn, Bruce C Reserve
1 Fehn, Bruce C Submit

Open Document

Forward To Select )
MNote ﬂ
Approval Action | Approve 'I
_Submit | _Reassign

Subject Final reminder: Requisition 994 for Fehn, Bruce C (342.71 USD) requires approval

es are summarized below. For additional information, click the View Requisition Details link

1 Bookcase-Open, 5 Adjustable Shelves, 15x36x80-1/2  Arbee Associates

Some buttons are disabled, because your responsibility does not allow you to launch these forms.

If you want to reassign the notification so someone else can respond on your behalf, press the Reassign button.

Respond By

Cost 5 ) ) :
Center UOM  Quantity  Unit Price Line Amount {USD)
10531 Each 1 34270999 USD 4271
Date Note
27-JUN-2002
27-JUN-2002
27-JUN-2002

8.

Select Edit Requisition link. The Approver Shopping Cart Contents form appears.
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TV FOATE LIOVERAITY OF NEW TRy ) ?

Esit  Shopping Cart Help

My Profile

Requisition Status

Approver Shopping Cart

) My T g
o S A e
Shopping Cart Delivery Billing Motes Approvers Review & Subrmit

=4 Approver Shopping Cart Contents
Requisition 312

YWhile Requisition 312 is open for editing in your Approver Shopping Cart, you can add or remave items and update quantities just as if you were working in your
regular shopping cart

When you're done adding items, press the Approver Checkout button below.

@ Note: Any changes made in the Appraver Shapping Cart will nat be saved until you check out. 9

Still have gquestions? Click here to [earn more ahout the approver editing process

Special
Info

Xerox Copier model number 12345 with additional stapler l— Xerox PRINCETON-
attachment nurmber 232 Eacal! 0 nID | YOI ﬁ Corp o1

1
'\ update Total § 10,000.00
\ Return to Shopping /

Close Approver Cart Approver Checkout

When you want 1o discard your work and close the approver shopping cart Corplete your edits and submit the revised requisition

Line Item Description Unit Quantity rice Total § Delete Supplier 2;‘:2""”

Horne | Shop | Reguisition Status | by Profile | Shopping Cart | Help

9. To add items, click on Return to Shopping link. To change a quantity, enter your revised
quantity in the Quantity field.

Select Approver Checkout. This will take you through each of the steps for creating a
requisition. Indicate your changes in the appropriate fields, using the buttons on the bottom
of each screen to progress through the requisition data entry process.

For more details on creating a requisition, see the Requisitions section.

10. After selecting Submit on Step 6 - Review and Submit of creating a requisition, the
Approver Edit Confirmation will be displayed. Select Continue. You will be returned to
the Notifications Detail form.

T STATC LNVRRSIV OF NoW JGRsev 7] \
B &) (7)
Exit Shopping Gat  Heln

Shop |/ Requisition Status |/ My Profile

Review & Submit

Approver Edit Confirmation

Your edits to Reguisition 312 have been saved.
Now that you've updated the requisition, press the Continue button to return to the notification and plete your app! I resy Note that
the notification was generated based on the original requisition and won't reflect the edits you've just made.

Continue

Home | Shop | Requisition Status | My Profile | Shopping Cart | Help
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11. Scroll down page and select an Approval Action. See Managing To Do Notifications as a

12.

13.

Reviewer or Approving Requisitions as an Approver procedures for further details.

Notification Details (Normal Priority)

To Markey, Eileen F Respond By
Date 29-JUN-2002 11:40:24
Subject Final reminder: Requisition 994 for Fehn, Bruce C (342.71 USD) requires approval

Requisition Summary

Requisition Total 342,71 USD

Description Bookshelves for office
Forwarded From Fehn, Bruce C
Created By Fehn, Bruce C
Justification

Requisition Lines

The first five requisition lines are summarized below. For additional information, click the View Requisition Details link.

iew Reguisition Details | Edit Requisition

Line em Description Supplier gg?ter UOM  Quantity Unit Price Line Amount {USD)

1 Bookcase-Open, 5 Adjustable Shelves, 15x36x80-1/2  Arbee Associates 10631 Each 1 34270999 USD 34271
Approval History

Sequence Who Action Date Note

4 Markey, Eileen F

3 Fehn, Bruce C Forward 27-JUN-2002

2 Fehn, Bruce C Reserve 27-JUN-2002

1 Fehn, Bruce C Subrmit 27-JUN-2002

r

Open Document

Some buttons are disabled, because your responsibility does nat allow you to launch these farms

If you want to reassign the notification so someone else can respond on your behalf, press the Reassign button.

Foreard Tol Select )
=
Mate
=
pproval Action IApprDve hd
Subrnit Reassign

Once you have selected an action, click Submit.

Once you select an action, the notification you selected is no longer included in your listing
of notifications (worklist). You will receive a confirmation that your notification response

has been submitted.
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eguisition Status: Motifications > Motification Details

Confirmation: Your notification response has been submitted.

14. Select Requisition Status: Notifications link to return to your Open To Do Notifications.
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Reassigning Notifications

Scope

This procedure covers how to reassign To Do notifications if you are unable to respond for a
length of time.

] To Do List

notifications while you're out of the office

1. Select Reassign To Do Notification while you’re out of the office link under your To
Do List on the Internet Procurement home page.

2. Select the checkbox to the left of Requisition Approval and/or Confirm Receipts as
the notification type, then select Edit Rule.

Notification Reassignments

Yfou can reassign To Do notifications if you're unable to respond for any length of time. Select notification type(s) and press the Edit Rule
button to create a new reassignment rule or update an existing one.

L N
Select Motification Type Reassignment Rule
¥ Requisition Approval
[T Confirm Receipts -
Select Notification Type(s) and.... Edit Rule
3. Enter a future Start Date the re-assignment rule should become effective in the format

DD-MMM-YYYY.

4. Enter the End Date the re-assignment ends in the format DD-MMM-YYYY.
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Reassignment Rule

Enter reassignment information and press the OK button below when you're done.
* Indicates a reguired field

Matification Type Requisition Approval

Reassignment Rule Duration

Indicate when the rule should become effective. If you don't provide an En

* Start Date I'IB-MAY—EDDZ

(Example: 30-APR-2003)

End Date |25—MAY—EDDE

(Exarnple: 30-APR-2003)

MNotification Recipient

Select the name of the person who will receive these notifications while you're away.

]

Additional Information

The comments you enter will appear on each reassigned notification.

Comments [as discussed, | am routing these =]
reguisitions to you while | am on vacation

[ |

* Recipient |Canlin, Michele J \I;

. the rule will remain in effect, until you discontinue it.

OK l Cancel l

5. Select the name of your backup by entering search criteria using the % wildcard, then
select the flashlight icon in Recipient. Select Go.
Click on the Select button to the left of employee name who will be receiving the
notifications.

6. Optionally, enter any remarks you wish to appear on each reassigned notification in the

Comments field. These comments will be displayed on each notification the recipient

you indicated in step 5 receives.

7. Select OK.

Rutgers, The State University of New Jersey
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Notification Reassignments
You can reassign To Do notifications if you're unable to respond for any length of time. Select notification type(s) and press the Edit Rule
button to create a new reassignment rule or update an existing one.
Select Notification Type Reassignment Rule
r Requisition Approval Reassigned ta Canlin, Michele gﬁ:gte
[T Confirm Receipts
Select Hotification Typeis) and.... Edit Rule )
8. To review the reassignment rule, click on the link entitled Reassigned to Name of
Recipient.
To delete the rule, click on the Delete Rule link.
0. Once you have entered a reassignment rule, your To Do List will be displayed as follows:
] To Do List
Yfour notifications are being reassigned. Click here
to wiew or edit your reassignment rules.
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Viewing Purchase Order Information Online

Scope
This procedure covers how to view purchase order information online.

A requisition becomes a purchase order once the terms of the transaction have been approved by
an authorized Buyer in UP&C or an agent with buying authority. University departments have
buying authority limited to Quick Orders.

In addition to having purchase order information available online, Requisition Preparers will
receive acknowledgement copies of external purchase orders via email in an Adobe Acrobat
document format. The acknowledgement copies will be provided for both the regular and
blanket purchase orders issued by UP&C each day. The copies will be distributed in an
overnight process, and will be available to Preparers the next business day.

Self Service 1
2 RU Intemet Procurement

@ RU Motifications /
EU %iew Purchase Orders

1. Select RU View Purchase Orders from the RIAS applications home page.

RU View Purchase Orders
RU Internet Procurement | () viow Purchase Orders
RU Notifications -

5 5 [

B

’RI_I View Purchase Orders

2. Select View Purchase Orders

B','\” Search- Revised Purchase Orders ‘ & | ¥4

Search- Revised Purchase Orders

If you know the exact walue you are locking for, usimng "is" or "starts with" will return results more quickly.
Selecting "Match case” also improves speed

IPO MNumber j I\s j I

™ Match case
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3. Select your search criteria using the drop down arrows. If you know the exact value you are
looking for, using “is” or “starts with” will return results more quickly.

FO Mumber j i -
Ol R— "
Release Murmber i

t
Order Date fgr;?ains
HEV!SIDH starts with
Revised Date ends with
Type _ greater than
Billo Location less than
ship Wia after
Supplier hefore
Buyer

4. Enter the value you wish to search in the blank field. To view purchase orders established in
RIAS, select PO Number, is, then enter the purchase order number as displayed below.

Note: To view a purchase order that was converted to RIAS, enter the purchase order form
identification letter as shown below, then the complete purchase order number. For example
to view an external blanket order 500776, select PO Number, “is”, then B500776. All
converted purchase orders will indicate UPC Conversion as the Ship-to Location, the Item
Description as FY02 Conversion and the total dollar amount converted. Purchase order
line detail will not be displayed.

Regular Requisitions (R and B)  Quick Orders (Q)
Plant Fund Requisitions (C) Request for Consulting/IPSP Form (P)

Note: Internal Purchase Orders were not converted to RIAS.

:i7 |POMNumber =] ]is =] [401

=l

| Search | Clear | Advanced Search _
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Revised Purchase Orde

Click on checkbox to the left of Match case, then click the Search button to invoke the

query.

The following information, such as the order date, revision, total amount, supplier and

buyer’s name is displayed.

Compare Compare Show al
PO | Order .. Revwised Ship Ship-to . to to
Number  Date Lt Date Total |Currency =~ Type Via Location Supplier ~ Buyer Original | Previous PO
Changes
PO PO
Compare |Compare
19- Standard 2ee Coleman- = - ehow all
401 JUH- 0 376240 (USD Purchase Lines E Mart |Culpepper, [= . . = PO
2002 Order Below Steph %3@ f% Changes

8.

To view additional information on each line, select any of the links or buttons displayed.
PO Mumber 401 Ship-to Location See Lines Below  Bill-to Location BSH 3751 302
Eevision 0 Ship Via Payment Terms Net 30
Type Standard Purchase Order FOE FOB Destination Freight Prepaid
Currency USD Total 3762.40 Buyer Coleman-Culpepper, Steph
Compare to Original PO Compare to Previous PO | Show all PO Changes
Shipment Item Oty Ship-to (e Cm’:l:are Bl
[aLD NMumber fiai Revision Tter Description Frice Ordered | Location to Of'lgmal Previous Line
Line . Changes
Line
Balt Triple Laser/Trot Matrix Printer
Stand, Gray: Use as a dual laser or
dual dot matrix stand with bottom and LTV 4027 Compare to |Compare to | Show all
11 rear feed capabilities. Three 24" x 15914 12 Original Previcus Line
20"D platforms, and bottom metal - Line Line Changes
plates that adjust up to 10" front to
back,

Select the link displayed under PO Number. Additional information can also be found if
you select any of the links under Ship-to Location, Buyer, Compare to Original PO,

Compare to Previous PO or Show all PO Changes.

r | — | r T T
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Preparing a Change Order to a Purchase Order

Scope
This procedure covers how to prepare a change order to a purchase order.

A purchase order is a contract between Rutgers University and a supplier. When changes are
made that affect the contract, certain procedures must be followed depending on the type of
change required. A change order is a mechanism that should be used for changes that affect the
supplier. Shipping and Delivery Costs are considered part of the contract and do not generally
require a change order, even when they exceed the original purchase order amount.

For changes in unit price of an item, decrease the quantity, delete an item or cancel a
purchase order:

1. Complete the Change Order Request (COR) form that is available on the web at
http://rias.rutgers.edu/formsrequirements.html. The form is available in both Adobe Acrobat
and MSWord “fill-in” formats.

2.  Email the completed COR to the authorized Approver(s) of the Organization(s) to which the
original purchase order was charged.

3. The Approver indicates his or her approval of the change in the body of the email and
forwards the email to the appropriate Buyer in UP&C for processing of the change order
request.

Hint: You may obtain the name of the responsible buyer by using RU View Purchase
Orders. See Viewing Purchase Orders On-line procedure for further details.

For increase in quantity or amount changes:

4. Prepare a new requisition indicating in a Note to Buyer if you wish have the requisition
combined with an existing purchase order and which purchase order number you wish to
have it combined with (e.g. blanket supplements or additional items).
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Preparing a Change/Close Commitment Form

Scope

This procedure covers how to prepare a change/close commitment form to close a paper-based
internal purchase order to an internal supplier that is not reflected in RIAS. For all other
changes, see Preparing a Change Order to a Purchase Order procedure.

The most current listing of Rutgers internal suppliers that are reflected on RIAS is available on
the RIAS web site at http://www.rias.rutgers.edu.

1. Obtain a copy of the paper-based Change/Close Commitment Form from Disbursement
Control.

2. Complete the form and deliver directly to Disbursement Control for input.
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Entering Receipts

Scope

This procedure covers how to receive items online. In order to ensure that the University is
paying for only those goods or services properly ordered and authorized, received and accepted,
Disbursement Control is required to match invoice information with underlying purchase order
information. University policy requires a receipt for all purchase orders of $1,000 or greater
before payment can be made to the supplier. Purchase order lines of $1,000 or greater will
appear in the Requester’s receiving queue entitled Items to Receive until all the items have been

received.

Purchase orders of $1,000 or greater for the below purchases will be acknowledged with a paper

invoice certification form:

1. New Blanket Orders

»

[98)

Subcontracts (Sponsored Programs)

4. Paper Purchase Orders converted into RIAS

Consulting, Professional Services and other Fixed Price Agreements

1. After you verified the number of items received with the description and quantities on the
purchase order and packing slip, select Receive Items from the Internet Procurement
homepage (or Receiving if you selected another receiving link)

Receive

\ Record receipt of the items you ordered.

Receive lterns

/N

Return

Meed 1o send items back to the supplier?

Return tems

Correct
Did you recaord the wrong receipt guantity?

Correct Receipts

@®

P!
QA

Items to Receive
Click an item description link to receive the

any of the requisition’s items

Requisition PO Number Item Description
I}

23

=
=

7 computer

I

Gl

=
e
=
]

Ii—_-_: Receipts at a Glance

7\" Receipt Item Description
2 BOTL, W HOFE OBLNG C
26 SHAKER WTR BATH FRCE

BOTL W HDPE OBLNG ©..

d itern, or click a requisition link to receive

Need By
M-JuL-2002
10-JUL-2002

Receipt Date
22-JUN-2002
22-JUN-2002

2. Select the link displayed under Requisition, PO Number or Item Description that you wish
to acknowledge receipt under Items to Receive.
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Alternatively, you may select Receive Items link, then click on Expanded Search.

2

View IMyItemsto Feceive 'l Go ) Expanded Search

Requisition Status:Receiving » Receive tems

Receive Items: Ny ltems to Receive
Enter a guantity for each item you want to receive and press the Receive button below when you are done.

Express Receive allows you to receive items mare rapidly. By selecting this button you will bypass the "Enter Receipt Information” and "Review and Submit Receipt”
SCrEEns.

Can't find the item you need to receive? Click the Expanded Search link above to enter more specific search criteria.

Sort by INeed—Ely 'l 0 Agcending - "]

& Descendina

If you selected Expanded Search, enter your search criteria, then select Go. Remember to
use the wildcard (%) with fields denoted with a flashlight icon.

Receive Items: Expanded Search

Eeturn to Quick Search

Search
Enter search criteria and press the Go button to find items to receive.

Requester | @

(e.q. Last Mame, First Mame)

Requisition Nurmber I—

Supplier | @
PO Mumber I—
ltems Due Im

(Enter at least one additional search criteria when selecting tems Due Anytime)

Go .‘] Search Tips
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3. Enter the total number of items received in the Receipt Quantity field, then select Receive.

View |My tlemsto Peceive  »] | Go ) Expanded Search

Eequisition Status:Receving » Receive ftems

Receive Items: Ny Items to Receive
Enter a guantity for each item you want to receive and press the Receive button below when you are done.

Express Receive allows you to receive items more rapidly. By selecting this button you will bypass the "Ent

nd “Review
and Submit Receipt” screens.

Cant find the item you need to receive? Click the Expanded Search link above to enter more specific search

Sort by INeed—Ely | € Ascending T
@ Descending ‘-—)

[ 1 -1 Shown of 1

(gt o] . REIC 8 Quantity Already . PO
Requisition Item Description Need-By Ordered Received Supplier Humber

a1 Dell Computer model# 1234 21-MAY-2002 IEa:h = 5] 3 ALCE jalat]

ol

1 -1 Shown of 1

Receive) Express Recewe) Clear Cha nges)

Horme | Shop | Requisition Status | Wy Profile | Shopping Cart | Help

4. The Receipt Date will default to the current date. Enter Packing Slip information and/or
Receipt Comments, then select Continue.

Enter Receipt Information

= Indicates a required field

= Receipt Date |02-JUL-2002

(Example: 30-APR-2003)

Packing Slip

Receipt Comments (max 240 chars)

Does this information apply to all items you want to receive?
@ Yes

€ Na, some receipt information differs by item /

Continue

Note: If you selected a purchase order in step 2 that has multiple lines to receive, you will see
displayed Does this information apply to all items you want to receive? It will default to
Yes. To change, select the radial button to the left of No, some receipt information differs

by item. If No is selected, the below screen will be displayed. Enter the Packing Slip and
Item Comments for each line, then select Continue.
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Receipt Information Review & Submit

Enter Receipt Information by ltem

. .. Receipt q " .
Requisition ltem Description Unit ity m Packing Slip Supplier

Computer

T

A54 Dell Computer Model ABC Each 1 Iwaybwll I I Management
Corp
Caomputer

464 Dell Computer Madel ABC Each 1 |Wayb\|l I | Managerment
Corp

Continue

5. Review the receipt details, then select Submit. To correct, use the browser’s back button to

make your change and select Continue until you reach the Review and Submit Receipt
screen.

Review & Submit

Review and Submit Receipt i

Rewiew your receipt details and press the Submit button when you are done. If you need to make changes, use your browser's LD )
Back button

Receipt Date 01-MAY-2002
Receipt Comments

ltems

e i ., Receipt Packing ltem q
Requisition ltem Description Unit Quantity  Slip Comments Supplier
791 Dell Computer model# 1234 Each 1 ACE

Submit

Horme | Shop | Requisition Status | Wy Profile | Shopping Cart | Help

6. Upon submission, a system generated receipt number will be assigned. To continue, select
Return to Receiving.

{i ) Confirmation

Receipt 75 has been created for you

Eeturn to Receiving
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7.

The receipt number is displayed under Receipts at a Glance. Receipts at a Glance lists
By selecting on the receipt number link shows additional

information such as when the item was received and who processed the receipt.

your most current receipts.

= Receipts at a Glance

Receipt Item Description

32 computer

27 BOTL, W HDPE OBLNG C...
26 SHAKER WTR BATH FRCE...

Receipt Date
OB-JUL-2002
22-JUn-2002
22-JUn-2002
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Entering Returns

Scope
This procedure covers how to indicate a return of an item online.

If items previously received on-line are returned, then the Requester must indicate the return of
those items without delay in Internet Procurement.

1. After you verified the number of items returned, select Receive Items from the Internet
Procurement homepage (or Receiving if you selected another receiving link)

ltems to Receive

]
\\\‘&:\.\‘ o)

Click an item description link to receive the selected item, or click a reguisition link to receive
any of the requisition's items

2 ') Receive
Requisition PO Number Item Description Need By
Record receipt of the items you ordered
474 1238 computer 11-JUL-2002

Receive lterns 260 303 BOTL Wi HOPE OBLMG C 10-JUL-2002
™\ ) Return

= Receipts at a Glance
Meed to send iterns back to the supplier? _L

Receipt Item Description Receipt Date
Lelilienz a BOTL WM HDPE DBLNG C... 22-JUN-2002
5 SHAKERWTR BATH FRCE.. 22-JUN-2002

) Correct =
Did you record the wrong receipt guantity?

Correct Receipts

2. Select Return Items link.

3. Select your search criteria using the drop down box next to View and select Go, or choose
Expanded Search link.

If you wish to sort your search results, select your criteria using the drop down next to Sort
by, select the Ascending or Descending radial button, then Go.
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TG TTATE LRVARSIV OF oW JCREY

K

My Profile

Requisition Status

Requisitions Notifications

Receiving Approvals

View |Mylaost10Receipts x| Go ) Expanded Search

Reguisition Status:Receiving > Return ltems

Return Items: My Last 10 Receipts

Enter a quantity for the item(s) you need to retum (hote that you may have created multiple receipts for a single reguisition ling). Press the Return button below when
you're done.

Sort by | Receipt =] € Ascending -
# Descending J

VE

O Indicates an adjusted receipt quantity 1-5 Shown of 5

Receipt Requisition [tem Description Unit g:s:i(\lrgd Supplier :Emher
46 464 Dell Computer Model ABC Each 1 Computer Management Corp 495
46 464 HP Printer Model ABC Each 1 Computer Management Corp 495

4. 1If you selected Expanded Search, enter your search criteria, then select Go. Remember to

select from the list of values for fields denoted with a flashlight icon. Scroll down page to
view your search results.

Feguisition Status:Feceiving > Return ftems

Return ltems: Expanded Search

Return to Gluick Search
Search

Enter search criteria and press the Go button to find receipts with items you want to return.
¥ Hide Search Criteria

Receipt Created By g
ltems Received |Any Time 'I

Receipt
Requisition Number
PO MNumber 495

Supplier

Search Tips

To view receipt details, select the link displayed under Receipt. To view the requisition
details, select the link displayed under Item Description. A blue dot in Quantity Received

if displayed indicates an adjusted receipt quantity. To view details, select the link displayed
under Quantity Received.
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@ Indicates an adjusted receipt guantity =] 1 -5 Shown of §

Receipt Requisition Item Description Unit (Rlzla“nr?i‘y g:s:i'::d Supplier Humber
Computer

A5 464 Dell Computer Model ABC Each |1 1 Management 435
Caorp
Computer

A5 464 HP Printer Model ABC Each I 1 Ianagement 495
Corp
Computer

39 464 Dell Computer kodel ABC Each I 0e Management 495

6. Enter the total number of items returned in Return Quantity, then select Return. This will
take you to the Enter Return Information screen. If you wish to clear the quantities entered,
select Clear Changes.

@ Indicates an adjusted receipt gquantity g
Receipt Requisition Item Description Unit gi‘:[:::w Sua"" i :Emher
Computer
46 464 Dell Computer kodel ABC Each |1 1 Management 495
Corp
Computer
AR A4 HF Printer Model ABC Each I 1 Management 4595
Corp
Computer
29 464 Dell Computer kodel ABC Each I oe Management 495
Corp
Computer
a7 464 Dell Computer kodel ABC Each I oe Management 4395
Corp
Computer
36 464 Dell Computer bodel ABC Each I 3e Management 495
Corp
1-%5 Shown of §
Return Clear Changes
0 . . .
7. Enter % in Reason, then select the flashlight icon. Select Go.
Return Information Review & Submit
Enter Return Information
Enter additional return information. Press the Continue button below when you're done.
* Indicates a required fisld
Reason | &
Return haterial Authorization I
Comments (max 240 chars) =l
=
Continue '
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8. Click Select to the left of the best explanation as to why the items are being returned.

Search

Enter search ctitetia and press the Go button to find reasons

Search EleeasUn MName j IE Go )

Search Results

Press the Select button to choose a reason. If you cant find the value you want, try searching again with different criteria

@ 1 -7 shawn of 7
\ Select Reason Name Reason Description

Select | Damaged Damaged (ltem/s, Packaging, etc.)
Select | Did Mot Order Did Mot Order

Select | Do Mat Want Do Mot Want

Select | Incorrect Incorrect (ltem/s, Color, Size, etc.)
Select | Other (Use Comment Box) Cther (Use Comment Box)

Select | Owershipment Cvershipment

Select | Shipped to Wrong Location Shipped to Wrong Location

9. Enter the Return Material Authorization number that was provided to you by the
then enter any Comments that you wish to indicate on the return. Select Continue.

Enter Return Information
Enter additional return infarmation. Press the Continue button below when you're done.

= Indicates a required field

Continue

Reason |Damaged & 9
Return Material Authorization IRMA*HE
Comments (max 240 chars) [Tpe cowputer monitor was damaged. ;I
= /

supplier,

10 Review the return details, then select Submit. To make a correction, use the browser’s

back button, then select Continue until you reach the Review and Submit Return(s)

Review & Submit
Review and Submit Return(s)

Review your return details and press the Submit button when you're done. Use your browser Back button if you need to make changes Submit | =

Return Quantity
Quantity Received

Return Material

Receipt Item Description  Unit Authorization

Supplier Comments Reason
Dell Camputer Each 1 y Computer The computer monitor

&C Model ABC Management Corp was damaged

Damaged RMA-112

Submit

screen.

)T
|
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11. Upon submission, you will receive a confirmation of the return. To continue, select Return
to Receiving.

{i) confirmation

Your returnis) have been submitted

12. Contact Disbursement Control to notify them that you entered a return to ensure payment is
not released for the returned items.
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Entering Receipt Corrections

Scope

This procedure covers how to indicate a receipt correction of an item if you recorded the wrong
quantity.

1. Select Receive Items from the Internet Procurement homepage (or Receiving if you
selected another receiving link)

@&, Items to Receive
-
Click an item description link to receive the selected item, or click a reguisition link to receive
any of the requisition's items
) Receive
Requisition PO Number Item Description Need By
Record receipt of the items you ordered
474 1238 computer 11-JUL-2002
Receive ltems 260 303 BOTLWhtHDPE OBLMG C 10-JUL-2002
) ) Return
- = Receipts at a Glance
Meed 10 send items back to the supplier? _L
Receipt Item Description Receipt Date
ECI0D e z BOTL WM HOPE OBLNG C... 22-JUN-2002
i) SHAKER WTR BATH FRCE.. 22-JUnN-2002
) Correct
Did you record the wrong receipt guantity?
Correct Receipts

2. Select Correct Receipts link.

3. Select your search criteria using the drop down next to View and select Go, or choose
Expanded Search link.

If you wish to sort your search results, select your criteria using the drop down next to Sort
by, select the Ascending or Descending radial button, then Go.
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I\ Change an inaccurately recorded receipt by entering the correct quantity below. Press the Correct button at the bottorn of the page when you're done

N
/I—

N 7
View |Mylast10Receipts M\ _Ge ) Expanded Search

Requisition Status:Receiving > Correct Receipts

Correct Receipts: My Last 10 Receipts

Sort by | Feceipt =] € Ascending o)

& Descending

© Indicates an adjusted receipt gquantity [ 1-5 Shown of §
Receipt Requisition Item Description Unit g?;rarﬁ(lijty g:s:it\ifgd Supplier zgmher
46 484 Dell Computer Model ABC Each l_ 1 Computer Management Corp 495

46 464 HP Printer Model ABC Each l_ 1 Computer Management Corp 495

39 464 Dell Computer Model ABC Each l_ 0 e Computer Management Corp 495

4. 1If you selected Expanded Search, enter your search criteria, then select Go. Remember to
select from the list of values for fields denoted with a flashlight icon. Scroll down page to
view your search results.

Requisition Status:Receiving > Correct Receipts

Correct Receipts: Expanded Search

Return to Quick Search

Search
Erter search criteria and press the Go button to find receipts you want to correct

Receipt Created By &
lterns Received | Today 'I

Receipt

li
Requisition Number
l—

PO Mumber

Supplier g

Go Search Tips

5. To view receipt details, select the link displayed under Receipt. A blue dot in Quantity
Received if displayed indicates an adjusted receipt quantity. To view details, select the link
displayed under Quantity Received.

@ Indicates an adjusted receipt quantity [ 1 -5 Shown of 5
Receipt Requisition Item Description Unit g?‘::g:y g:::it\igd Supplier :Emher
46 464 Dell Computer Model ABC Each l_ 1 Computer Management Corp 495
46 464 HP Printer Model ABC Each l_ 1 Computer Management Corp 495
39 464 Dell Computer Model ABC Each l_ 0@ Computer Management Corp 495
\'7
5
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6. Enter the corrected quantity in the Correct Quantity, then

clear the quantities entered, select Clear Changes.

select Correct. If you wish to

Correct Clear Changes )

Correct Receipts: My Last 10 Receipts

Change an inaccurately recorded receipt by entering the correct quantity below. Press the Correct b 6 f the page when you're done
lm ' Ascendin, y

s g & Descendigg &)

O Indicates an adjusted receipt quantity [ 1 -5 Shown of 5

Receipt Requisition Item Description Unit g?‘::gtw g:g:it\igd Supplier :Emher

46 464 Dell Computer Model ABC Each |2|_ 1 Computer Management Corp 495

46 464 HP Printer Model ABC Each l_ 1 Computer Management Corp 495

39 484 Dell Computer Model ABC Each l_ 0 e Computer Management Corp 495

37 484 Dell Computer Model ABC Each l_ 0 e Computer Management Corp 495

36 464 Dell Computer Model ABC Each l_ 3 e Computer Management Corp 4595

1-5 Shown of 5

=SS ———
6

7. Review the correction details, then select Submit. To make corrections, use your browser’s

back button, make your corrections, select Continue until you reach the Review and Submit

Correction(s) screen.

Review and Submit Correction(s)

Review your correction guantity and press the Submit button when you're done. Use your browser Back button if you need to make changes

Receipt  Item Description Unit  Correct Quantity Change Quantity Received Supplier

Horne | Shop | Requisition Status | My Profile | Shopping Cart | Help

7

Submit //

46 Dell Computer Model ABC Each 2 +1.0 1 Computer Management Corp

Submit

Upon submission, you will receive a confirmation of the correction. To continue, select

Return to Receiving.

{1) confirmation

Your correction(s) have been submitted

Return to Recening

Contact Disbursement Control to notify them that you entered a correction to ensure

payment is not released for the corrected items.
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Viewing Receipts

Scope

This procedure covers how to view receipts with all associated returns and corrections.

1. Select Receive Items from the Internet Procurement homepage (or Receiving if you
selected another receiving link)

®

<
o

ltems to Receive

P
i

Click an item description link to receive the selected item, or click a reguisition link to receive
any of the requisition's items

') Receive
Requisition PO Number Item Description Need By
Record receipt of the items you ordered
474 1238 computer 11-JUL-2002
Receive ltems 260 303 BOTLWhtHDPE OBLMG C 10-JUL-2002

) Return
|i—'-,-; Receipts at a Glance

Meed 10 send items back to the supplier?

Receipt Item Description Receipt Date
gellirlions a BOTL WM HDPE DBLNG C... 22-JUN-2002
= SHAKERWTR BATH FRCE.. 22-JUN-2002
\ Correct

Did you record the wrong receipt guantity?

Correct Receipts

Y View

Wiew receipts with all associated retuns and
corrections.

Wiew Receipts

2. Select View Receipts link.

3. Select your search criteria using the drop down next to View and select Go, or choose
Expanded Search link.

If you wish to sort your search results, select your criteria using the drop down next to Sort
by, select the Ascending or Descending radial button, then Go.
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E

B
P

Reguisition Status:Receiving > View Receipts

v

\ Sort by |Receipt =| © Ascending

& Descending

O Indicates an adjusted receipt quantity

Receipt Requisition Item Description

46 464 HP Printer Model ABC

\View MyLasti0Faceipte 7] | Go ) Expanded Search

F

View Receipts: Ny Last 10 Receipts

Click an iter description link to view requisition line details. Click a receipt link to view additional receipt information

Quantity :

. Receipt
Lt Received Date
29-MAY-
Each 1 2002

1-%5 Shown of §

N P
Supplier Faies
Computer
Management 495
Corp

4. If you selected Expanded Search, enter your search criteria, then select Go.

Remember to

select from the list of values for fields denoted with a flashlight icon. Scroll down page to

view your search results.

View Receipts: Expanded Search

Return to Quick Search

Search
Enter search criteria and press the Go button to find the receipts you want to view.

Received By é
Items'ﬁ
Received Today
Receipt
Requisition
PO Murmber

Supplier

&

Go Search Tips

5. To view receipt details, select the link displayed under Receipt. To view the requisition
details, select the link displayed under Item Description. A blue dot in Quantity Received if
displayed indicates an adjusted receipt quantity. To view details, select the link displayed

under Quantity Received.

View Receipts: My Last 10 Receipts
Click an item description link to view reguisition line details. Click a receipt link to view additional receipt information.

Sort by IReceipt vl 0 Ascending

& Descending

Quantity -

1 -3 Shown of 3

. B . . Receipt . PO
Receipt Requisition Item Description Unit Received Date Supplier Number
\ Apple
32 474 cornputer Each 1 SSDJzLIL Computer 1238
Inc
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Preparing Travel and Business Expense Reports

Scope

This procedure covers how to prepare a travel and business expense report (TABER) for an
individual’s out-of-pocket expenses incurred while traveling on University business or otherwise
conducting University business. (See University travel policies in UR&PM, Book 6, Section
6.1.10).

The amount of the reimbursement will depend, of course, on the nature and necessity of the
expenditures claimed, as well as the reimbursement guidelines established by the University and
the employee’s department. As a general rule, however, employees should not personally
purchase (and then seek reimbursement for) materials, supplies, services or equipment for the
benefit of the University. These items should normally be procured by using University
purchase orders.

The TABER can also be used to reimburse non-employees for their out-of-pocket expenses
incurred in connection with University business. For non-employees, however, the TABER can
only be used in instances where the non-employee is receiving payment exclusively for expense
reimbursement. If the non-employee is receiving a fee for services rendered in addition to the
expense reimbursement, then both the fee and the expense reimbursement must be combined and
paid in accordance with the University’s policy governing payments to individuals (UR&PM
Book 6, Section 6.1.4).

1. Complete the Travel and Business Expense Report (TABER) form that is available on the
RIAS web site at http://rias.rutgers.edu/formsrequirements.html. The form is available in
both Adobe Acrobat and MSWord “fill-in” formats. = The TABER must contain an
explanation of the business reason or purpose for the expenditure.

2. Attach original receipts for all itemized expenses of $25.00 or more.
3. The individual requesting reimbursement must sign the TABER.

Alternatively, some departments have developed internal forms to report reimbursable
expenses. In these instances, the individual must sign the departmental form and attach it to
the TABER. If the requester’s signature is included on the departmental form, indicate “See
Attached Departmental Form” in the employee’s signature block of the TABER. When
departmental forms are used, the TABER must still contain the name and address of the
requester and the complete billing information and amounts to be charged. Other required
details of the reimbursement need not be on the TABER if they are on the departmental
form.

4. The completed, original TABER and its corresponding receipts are to follow the same
approval path as purchase requisitions and check requests except the routing will be a
manual process. That is, an individual will need to deliver or mail his or her TABER (along
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with receipts to an authorized Approver for the organization to which the reimbursement is
being charged.

Upon review and approval, the authorized Approver will sign the TABER and deliver or
mail the TABER and original receipts to Disbursement Control for payment and retention.
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Requesting Travel Advances

Scope
This procedure covers how to prepare a travel advance request for a Rutgers employee.

Travelers may request cash advances for travel when necessary. Generally, advances are to be
requested only for meals and incidentals. Advance requests for more than $100 per day of travel
must have a justification letter attached to the request. Advance requests are to be received in
Disbursement Control no later than two weeks prior to departure. Travel advances will be issued
no earlier than two weeks prior to the traveler’s departure date.

Travel advances are considered a personal charge to the individual requesting the advance and
should be settled by submitting a TABER with appropriate receipts within 10 days of the
traveler’s return to work. Outstanding travel advances for completed trips must be settled before
subsequent advances will be issued. (See University Travel Policies in UR&PM, Book 6,
Section 6.1.10 for further details).

The University will no longer accept or process travel advances on check requests; all employee
travel advances must be submitted on the Employee Travel Advance Request form (TAF).

1. Complete the Employee Travel Advance Request form that is available on the RIAS web
site at http://rias.rutgers.edu/formsrequirements.html. The form is available in both Adobe
Acrobat and MSWord “fill-in” formats. The request form must indicate the departmental
account to charge the advance with the natural account (subcode) 34900. The form must
contain an explanation of the business reason or purpose for the advance.

Note: The travel advance account 012056-1400 will no longer be used. Once Disbursement
Control has processed the travel advance, the advance will now be reflected on your
departmental account under the new subcode 34900 in OFIS. Once a Travel and Business
Expense Report (TABER) has been completed upon return of the business trip, the advance
will be reversed under subcode 34900, and the actual expense reflected under the subcodes
referenced on the TABER (e.g. 35000, 35200, 35300).

2. The individual requesting the advance must sign the TAF.

Alternatively, some departments have developed internal forms to request travel advances.
In these instances, the individual must sign the departmental form and attach it to the
Employee Travel Advance form. If the requester’s signature is included on the departmental
form, indicate “See Attached Departmental Form” in the preparer’s signature block of the
TAF. When department forms are used, the TAF must still contain the name and address of
the requester and the complete billing information and amounts to be charged. Other
required details of the advance need not be on the TAF if they are on the departmental form.
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3. The completed, original TAF is to follow the same approval path as purchase requisitions
and check requests except the routing will be a manual process. That is, an individual will
need to deliver or mail his or her TAF to an authorized Approver for the organization to
which the advance is being charged.

4. Upon review and approval, the authorized Approver will sign the TAF and deliver or mail
the TAF to Disbursement Control for payment and retention.
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Acronym and Term Definitions

RIAS Term Definition

ACRONYMS

AP Accounts Payable

COA Chart of Accounts

EUL End User Layer

FOB Freight on Board

GL General Ledger

HRMS Human Resource Management System

IP Internet Procurement

IPO Internal Purchase Order

LOV List of Values

OFIS Online Financial Information System

PDF Portable Document Format

PO Purchase Order

PUR Purchasing Application

RIAS Rutgers Integrated Administrative System

RFI Request for Information

RFP Request for Proposal

RFQ Request for Quotation

UOM Unit of Measure

UP&C University Procurement and Contracting

URL Uniform Resource Location

UR&PM University Regulations and Procedures Manual

TERMS

111 The release of Oracle Software that Rutgers will be
implementing

2-Way Matching The process of verifying that the information contained in the
following electronic documents match within accepted tolerance
levels:
1. Purchase Order
2. Supplier Invoice

3-Way Matching The process of verifying that the information contained in the
following electronic documents match within accepted tolerance
levels:
1. Purchase Order
2. Receipt of Goods or Services
3. Supplier Invoice

4-Way Matching The process of verifying that the information contained in the
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following electronic documents match within accepted tolerance
level:

1. Purchase Order

2. Receipt of Goods or Services
3. Supplier Invoice

4. Quality Assurance

%

A wildcard character that represents any number of characters in
a search criterion. For example, to reduce a list to only those
choices that contain the phrase “supplies”, one would type
%supplies% then select the Flashlight icon or Go button.

Account Segment

One of the Rutgers six (6) sections of the Accounting Flexfield.
Each segment is separated from the other segments by a dash.

For Phase I — The six segments of the Accounting Flexfield are:

Segment 1 — Future Use [2 Digits Value = 00]
Segment 2 — Funding Source

Segment 3 — Organization
Segment 4 - Natural Account

Segment 5 — Future Use [6 Digits Value =000000]
Segment 6 — Future Use [3 Digits Value = 000]

[6 Digits Value = Legacy Account Number]
[5 Digits Value= New Organizational ID]

[5 Digits Value = Legacy Sub/Object Code + 0]

Accounts Payable

One of the integrated Oracle applications that streamlines the
procure-to-pay process and provides complete on-line
information on invoices, suppliers and travel payments.

Accounting The code one uses to identify a general ledger account in the

Flexfield Oracle financial applications.

Advance An amount of money prepaid in anticipation of receipt of goods,
services, obligations or expenditures.

Alert See Notification.

Approver An individual with the authority to approve an online

requisition. Approvers are responsible for ensuring that the
following conditions are met:

The requisition is reasonable, appropriate and necessary in
order to achieve the expected goals or outcomes of the
particular University program, project or task.

The account(s) charged have sufficient funds available to
cover the requisition during the budget period or project
period.
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By default, an approver is a Preparer.

The approver must be defined and maintained in the Human
Resource module and the Purchasing module.

Approval Group

A set of authorization rules assigned to an individual as an
approver. These rules comprise of criteria such as organization
and dollar amounts.

Approval
Assignment

The assignment of a position authorized to be an approver to an
approval group.

Autocreate

A function in Oracle Purchasing that takes completed, approved
requisition line(s) and creates a Purchase Order.

Attachment

Additional descriptive information about your requisition
forwarded to the approver, buyer, or supplier along with your
purchase order. The attachment may take the form of a file
(Word, Excel, Visio or Adobe Acrobat), or text.

Base Application

One of the forms-based applications. In Phase I, base
applications include General Ledger, Human Resources,
Accounts Payable and the Purchasing application.

Billing Method

An indication of whether one is requesting goods billed by
quantity, or goods or services billed by amount. One chooses
one of these item types on a non-catalog request.

Blanket Purchase
Order/Agreement

A type of purchase order that UP&C issues to document a long-
term supplier agreement that may include negotiated pricing and
terms.

Browser

Software that allows a user to navigate and view graphical
content on the Internet. Netscape and Internet Explorer are
browsers.

Buyer

An individual who is authorized to create purchase orders with
suppliers and negotiates supplier contracts.

Category

A commodity code listing used to group items with similar
characteristics, such as equipment.

Catalog request

A request for goods/services where the supplier and pricing are
available electronically.

Change Order

A document detailing changes to be made to an approved
purchase order.

Note: Once a requisition has been released and converted to a
purchase order, the Preparer or approver can no longer make
changes directly to the requisition.

Check Request

A requisition request to procure selected goods/services.

Previously referred to as a Rutgers Billhead or Request for
Payment.
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Chart of Accounts The account structure used to record transactions and maintain
account balances in the General Ledger.

For Phase I, the existing Chart of Accounts and the existing
account structure will be used.

Commitments Used synonymously with encumbrances. Commitments
comprise of all approved and pending for approval requisitions
and purchase orders.

Cross Validation Rules that are defined in the Oracle General Ledger of valid
Rules combinations of segment values that a user can enter. These
rules restrict users from entering invalid combinations of
account segment values.

For Phase I, the cross validations that will be defined:

e Funding Sources with the appropriate Organizations
e Funding Sources with appropriate Natural Accounts

(Sub/Object Codes)
Conversion The process of bringing data from the existing legacy systems
into RIAS for start up purposes.
Deliver-To- An actual physical location where goods or services are to be
Location delivered.

By default, this will be the Preparer’s location as defined in the
Oracle Human Resource module.

A Preparer has the option to manually change the deliver-to-
location to reflect the location where the goods are to be
delivered.

The deliver-to-location code will be expanded to reflect an
actual street address that is printed on the approved purchase
order.

Discoverer Software developed by Oracle that provides ad-hoc query,
reporting and analytical capabilities. It automates the analysis
and reporting of data by providing “views” of data within the
Oracle database.

Rutgers will be using the web-based version that does not
require software to be installed on the user desktop.

Direct Routing How the system (workflow) will find the first available position
Method along the requisition approval hierarchy branch that has the
appropriate approval authority for that organization.
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Encumbrance See Commitments

End User Layer A component of Discoverer that provides ways to mask the
underlying complexity of the database to provide end users with
an interface they can easily understand and execute while
providing data access security.

Estimated Unit The estimated cost per unit of measure.

Price

Filter Used when querying data in Internet Procurement, a filter
provides a subset of data values based upon your search criteria

Folder A flexible entry and display window in the base applications that
allows one to choose the fields one wants to see and where each
fields appears in the window. Typically, data in a folder can be
exported to Excel.

Freight Carrier A commercial company used to transport goods.

Freight Charges A shipping charge that may be included in the price or added
separately on the invoice.

Freight on Board The point or location where the ownership title of goods is
transferred from the seller to the buyer. This indicates that
delivery of a shipment will be made on board or into a carrier by
the shipper without charge, and is usually followed by a shipping
point or destination.

For example, FOB destination means title passes when the goods
reach their destination point.

Forward An action one takes to send a document to another employee
without attempting to approve it himself/herself.

Functionality What functions the software is able to perform.

Funding Source

Previously referred to as an Account Number.

The source of funding that a transaction is posted to in the
General Ledger.

In Phase I, the legacy 6 digit account number found on OFIS
will continue to be used.

Funds Checking

The process of certifying that sufficient funds are available from
the funding source to cover the amount of the transaction.

General Ledger

In Phase I, the General Ledger will be a shell application (only
partially implemented) designed to support the I-Procurement,
Purchasing and Accounts Payable applications.

Data from Oracle General Ledger will be interfaced into the
legacy General Ledger (OFIS) on a nightly basis. OFIS will
continue to be used for financial reporting purposes.

GL Date

The date used to determine the correct accounting period for
transactions.
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Go Shopping The first step in preparing a requisition in I-Procurement.
Hold In Oracle Accounts Payable, a feature that prevents a transaction

from occurring or completing until the hold has been released.
For example, a hold will be placed on an invoice if the receipt of
goods does not match the invoice within the accepted tolerances
during the 3-way match process. This hold will prevent a
payment of the invoice until the discrepancy is resolved and the
hold released.

Human Resource
Management
System

In Phase I, the Human Resource Management System will be a
shell application (only partially implemented) designed to
support the I-Procurement, Purchasing and Accounts Payable
applications.

[-Procurement
or sometimes

One of the Oracle’s self-service applications for ordering goods
or services from external and internal sources. I-Procurement

referred as uses a web-shopping model that is similar to online shopping

Internet sites such as Amazon.com using the common “Shopping Cart”

Procurement to achieve processing efficiency with easier access to critical
information.

Internal A request to procure goods or services from an internal Rutgers

Requisition supplier (another University department).

Interface The process of feeding data into or out of RIAS from/to existing

internal/external systems.

Internal Purchase
Order

A purchase order to another University department (an internal
supplier) to provide goods or services to another Rutgers
department. Internal Purchase Orders do not require the review
of a Purchasing Buyer.

Examples of internal providers are Facilities, Computer Store,
Mail and Document Services, Material Services

Internal Supplier

A Rutgers department.

Item Description

A description of a good or service.

Invoice

A document received by Rutgers from a supplier that lists
amounts owed to the supplier for purchased goods or services.

Item

Anything Rutgers buys, sells or handles in business. An item
may be tangible such as supplies or intangible such as a service.

Invoice import

A process used to import invoices from external systems into the
RIAS Accounts Payable.

List of Values

A feature used while entering data in any of the Oracle
applications that increases one’s accuracy and productivity. In
each of the applications, the system notifies one when a list of
acceptable input values is available for a field with a specific
icon.
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In I-Procurement, a List of Values is depicted as a Flashlight
Icon or a Go/Search button.

In the base applications a List of Values is depicted as three dots
at the end of a data field.

Log On

Used synonymously with Sign On.

A NetID username and password that allows one to gain access
to RIAS applications. Each sign-on is assigned to one or more
responsibilities.

Message Line

A line of a window that displays helpful hints, warning or error
messages.

In I-Procurement, the message line can be found on the top left
of the window.

In the base applications a message line can be found on the
bottom left of the window.

My Favorites List

A personalized shortcut to frequently requested no-catalog or
items in [-Procurement.

Natural Account

Previously referred to as an Object Code/Sub Code.

The segment of the accounting flexfield that determines whether
the account is an asset, liability, equity, revenue or expense
account.

In Phase I, the legacy 4 digit object/sub code found on OFIS will
continue to be used with an extra “0” at the end.

Notification

An electronic message that is invoked when a specific business
condition or rule is met. A notification informs the recipient of
1) a status of a transaction or 2) requests the recipient to take an
action such as approval or modification. For example, a
notification will be sent to an approver when a requisition
requiring approval is received.

Need-by-Date

The date by which one needs an item or service.

Non-Catalog

An electronic request to procure goods and/or services that are

Request not available using one of the electronic catalogs — Rutgers or
Oracle Exchange.

Note Additional information or special instructions pertaining to the
requisition that one enters to bring to the attention of the
approver or buyer.

One-time The manual entry of a non-Rutgers deliver-to-location where

Delivery location

goods or services are being delivered to.
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An actual physical location where goods are to be delivered.

The deliver location will be printed on the approved purchase
order.

Online Financial

The legacy system that provides online access to financial

Information accounting, budget and payroll data to authorized users
System throughout Rutgers University.
Oracle The name of the supplier (Oracle Corporation) from whom the

RIAS application software has been purchased.

Oracle Exchange

External suppliers who participate in Oracle Exchange but do
not reflect Rutgers pre-negotiated prices electronically.

Organization

Rutgers operating unit or department for financial accounting
and human resource reporting purposes. Employees are
assigned to organizations to which they work.

Payment Terms

Rules used to calculate the due date and discount date for
payment of a transaction based upon the invoice date.

Pay Site A supplier site that is designated to receive payments. One
cannot enter an invoice for a supplier site that is not defined as a
pay site.

Portable A file format developed by Adobe Systems. PDF files are

Document Format

snapshots of formatted document files and may contain
formatted text, graphics, color, and images that are viewable,
navigable, and printable on multiple platforms.

Pre-Approved

Status given to a requisition or purchase order that has been
approved by a University delegate with an authorized dollar
approval limit. If the document is forwarded from one approver
to another for additional review, its status is considered pre-
approved.

Preparer

An individual who is authorized to create an online requisition.

By default, the Preparer is named as the requestor on
requisitions.

A Preparer may create his/her own requisitions or create them on
behalf of another individual.

A Preparer has the option to manually change the requestor
named on a requisition.

A Preparer must be defined and maintained in the Human
Resource module and the Purchasing module.

Preferred
Supplier

External suppliers that the University has established a
University-wide agreement with that contains pre-negotiated
pricing and terms/conditions.
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A contract between Rutgers and a supplier for purchasing goods
or services. Each purchase order is given a unique number.

Purchase Order
Number

The unique number is assigned to the purchase order that the
buyer sends to the supplier to fulfill a requisition.

In Oracle, the Purchase Order Number will be a different
number than the Requisition Number.

Purchasing Site

A supplier site for which one orders goods or services. A
supplier must have at least one purchasing site before one can
create a purchase order.

Purchase See Requisition

Requisition

Quantity The number of items needed. For the billing method, Goods or
Services billed as Amount, the quantity would be in $1 US
Dollar denominations.

Query A user’s request for information.

Quick Purchase A requisition request with an external supplier that does not

Order exceed $1000 and does not involve purchases in the published
restricted categories. Quick orders do not require the review of a
Buyer in Purchasing, but they do require that the supplier be on
the supplier database.

Quotation A statement of the price, terms and conditions of sale a supplier
offers for items. A quotation usually includes a detailed
description (specification) of goods or services the supplier
offers.

Receiver An individual who is responsible for the online receipt of goods
and services.

To record a receipt, a receiver enters the quantity received.
By default, the individual named as the requestor on purchase
orders will have those items reflected on the “My Items to
Receive” screen on his/her [-Procurement Home Page.

Receipt Quantity The quantity of items received from a supplier.

Request for A document used to solicit supplier quotations for goods or

Quotation services. Typically, a request for quotation is sent to many
suppliers to ensure the University receives the best price and
terms.

Requester An individual who has identified a need for a good or service.

By default, the requestor is recognized by the system as the
receiver.

A requestor must be defined and maintained in the Human
Resource module and the Purchasing module.
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A request for goods or services. A requisition can include many
lines. Each requisition line includes at least a description of the

item, the unit of measure, the quantity needed, the price per item
and the account number(s) being charged.

Requisition
Approval

The act of approving the purchase of the items on a requisition.
A requisition must receive the required approvals before a buyer
can create a purchase order from the requisition. A requisition is
fully approved only when an employee(s) who has enough
authority for the organization and the dollar limit approves it.

Requisition
Number

The unique number assigned to the requisition that the requester
sends to the approver. The Requisition Number will be different
from the Purchase Order Number.

Requisition
Approval
Hierarchy

A structure of positions that defines the automatic routing of
requisitions from a Preparer to an approver.

Responsibility

Assigned to each user, a responsibility is a set of data, menus
and forms that defines an individual’s level of authority to
process transactions within the system. Several users share the
same responsibility; a single user can have multiple
responsibilities.

Requisitioner

See Preparer

Reviewer

An individual outside the Preparer’s requisition approval
hierarchy to whom a requisition has been forwarded for review.
This individual has no direct approval authority for that
requisition. Instead he/she will be recorded in the approval
history with his/her review comments only. The reviewer can
then return the requisition to the sender, or forward to another
individual for appropriate action.

A reviewer must be defined and maintained in the Human
Resource module and the Purchasing module.

RFQ Only Site

A supplier site from which one receive quotations.

Rutgers Exchange

External suppliers who will provide a product in which the pre-
negotiated pricing is available electronically. In Phase I, the
following are presently designated as Rutgers Exchange
suppliers:

. Arbee Associates

. Boise Cascade Office Products
. CDW Government

. Fisher Scientific

. MSC Industrial Supply

. Sigma-Aldrich

. Staples

. VWR Scientific

OO DN B~ W —

Published Date: June 28, 2002

Rutgers, The State University of New Jersey 191




RIAS Term Definition

Rutgers A multi-year, multi-phase initiative to improve Rutgers

Integrated efficiency and effectiveness by replacing outdated administrative

Administrative systems and related processes.

System

Self Service Web Browser program that allows users to respond to

Application notifications and enter data such as purchase requisitions and
check requests. I-Procurement is a self-service application.

Shopping Cart A container for all the items selected in the current session of I-
Procurement. A shopping cart can be saved and returned to
later.

Sign-On See Log On

State Preferred External suppliers that the State of New Jersey has designated.

Supplier

Submit To send electronically a document to another individual
(Approver or Reviewer).

Supplier Internal or External Provider of goods or services in return for
payment.

Supplier Site A specific location of a supplier. A supplier may have one or

many supplier sites. Examples of sites are Pay site Only,
Purchasing Site Only, Pay and Purchasing Site or RFQ Only
site.

Supplier Invoices

Payments owned to internal/external suppliers for goods and
services

Supplier Item The number the supplier uses to identify the item or service.

Number

Toolbar A collection of iconic buttons in the base applications that each
perform a specific action when one chooses it. Each button
replicates a commonly used menu item. Depending on the
context of the current field or window, a button can be enabled
or disabled. One can display a hint for an enabled toolbar button
by holding your mouse steadily over the button.

Tolerance The acceptable degrees of variances Rutgers define between
quantities and item prices for invoices, receipts and purchase
orders. If any of the variances between a matched invoice and
purchase order exceed the tolerances Rutgers specifies, the
system places the applicable invoice on hold.

Uniform Address of a file accessible on the Internet.

Resource

Location

Unit of Measure

Defines the amount or size of the material being purchased. For
example, a unit of measure includes “Each “or “Box”.

User Approval
Actions

Actions that an approver can take in I-Procurement. These
actions are:
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Approve

Approve and Forward
Forward

Reject

Voucher Number

A number used as a record of a business transaction. A voucher
number may be used to review invoice information, in which
case it serves as a unique reference to a single invoice.

Vendor

See Supplier

Workflow

An Oracle system function used to automate a business process
by routing information to an individual according to the business
rules defined by Rutgers. For example, workflow will be used to
automatically route a requisition from the Preparer to the
approver
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