Creating
Requisitions

How To Generate a Requisition in
Financial 2000



Step #1 Log on to the application

Step #2 Click the Purchasing Icon et B Sttt " B -8 - &
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Step #3 Top left of screen click
Requisitions
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Step #4 Top of screen click Add
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Step #5 On this screen enter the following:
e Description

* Type (Vendor Req or Stores Req )

* Requestor Name

* Type of Goods/Services

e Location

e W) == Requisitions (Add)
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Step #6 Choose the vendor you will be using. Click the
box to the right of Vendor Name. When the window
opens enter the first few letters of the Vendors name and
click search
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REQUISITION CREATED
~ ! Vendor
Vendor: Name: ™ Employee Suggested Vendor/Changes
Addr1:
Addr 2:
Addr 3: Confirmation:
Cite State: Fio: ent Terme:
Ar| Vendor Search s s e [ M
Master Number: Detail Number: [7 Search I
Name: Office| Reset |
Address 1:
Address 2:
Address 3: Cancel |
City: Zip:
Phone:
Vendor Number Name Address 1 Address 2 Address 3




A list of vendors will populate below that.
Highlight the vendor you are going to use
and click select.

[ fu| Vendor Search s i —— @
Master Number: Detail Number: i Search ;
Address 1:
Address 2: Select
Address 3:
City: State: Zip:
Phone:

Vendor Number Name Address 1 Address 2 Address 2
005304-05 (OFFICE MAX ACCOUNT #487168 CARD #88880001(|P.0. BOX 7! *
007088-01 OFFICE DEPOT INC PO BOX 982212
007088-02 OFFICE DEPOT P.0. BOX 70025
007088-03 OFFICE DEPOT P.O. BOX 88040
032029-01 OFFICE SEATING OUTLET PO BOX 1887
032339-01 OFFICE SUPER SAVERS.COM 4865 19TH STREET S-110-1, £ |

| 032343-01 OFFICE CHAIRS UNLIMITED 133 POST OAK DRIVE
032344-01 OFFICE SUPPLY.COM 302 INDUSTRIAL DRIVE
032377-01 (OFFICECRAVE.COM 20533 BISCAYNE BLVD S-4-
032694-01 OFFICE SPECIALTIES INC 5858 EDISON PLACE S-C
033213-01 | OFFICE SOLUTIONS LLC 23303 LA PALMA AVENUE 8
« [ | r
\ 16 Céualifying Vendors were Returned.

The vendor information will be inserted automatically for you.
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If the vendor you need to use is not coming upin the
search, it simply means the vendor needs to be added.
Under suggested Vendor you need to enter the
following:

Name of Vendor

Address

Telephone

Fax

Email address

And request a completed W-9 from the vendor
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Step #7 Item Details- click add line
Here you will enter

e Item#
* Description of Item

*  Quantity

e Unit Price

You will add a line for EACH item being ordered
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Step #8 Once you have entered all of your items you will
proceed to the accounting portion. Below the item details to
the right you will click Account Search. When you click the

tab it will open this window.
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Enter

* Resource

* Object

e School

And hit Search

As| Account Search

Highlight the Account Code

you want to use and hit
select
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2 matching accounts were returned.




Step #9 Your account code is now plugged in to
the requisition. Click Distribute Evenly in order
to charge the expenditure to that budget line.
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Shipping Charges?
Insert them below the account
line and hit distribute evenly

again.
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Need to attach a copy of a
* Quote?

* Shopping Cart?

e Registration Form?

* Order Form?

Click Add Attachment
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Find your document, highlight it
and click open.

Organize

i Faverites
I Downloads
% Recent Places
B Deskiop
% Dropbun

B Deshiop
i lihearies
| Documents
| o Music
o Pictures
B video:

Mew folder

File name:

ROOF REPAIR CONTRACTS 20017
File folder

Salety -Disaster
File falder

San Joaguin Granits
File folder

SBEs
File fulder

SCANS
File folder

SERIAL NUMBERS
File fulder

Safety Credit
Fibe folder

SAMPLE FORMS NEW
File feilder

Savngs
Filr folder

855 Energy RFP

File Ilder

SEHI QUOTE 2017
Fle folfes

Sharp Copiers
e folder

v | Al Supported Types

Lo open &

% e ~ SCANS ~ | 44 [ Search sCANS p
Organize » New folder =~ Ol @
V¢ Favorites Name Date Type Size Tags \i|

W 07102018115613 7/10/2018 11:56 AM Adobe Acrobat D... 631 KB |

*T Recent Places TH 0710201815302 7/10/2018 11:53 AM Adobe Acrobat D... 351 KB
Bl Desktop T 0710201812224 7/10/2018 11:22 AM Adobe Acrobat D... 1,228 KB
33 Dropbox T 0710201811621 7/10/2018 11:16 AM Adobe Acrobat D... 585 KB
L 07092018151351 7/9/2018 313 PM Adobe Acrobat D... 4979 KB
M Desktop 1 07092018151306 7/9/2018 313 PM Adobe Acrobat D... 765 KB
' Libraries T 07002018151236 7/9/2018 312 PM Adobe Acrobat D... 1,033 KB
| Documents T 07092018124001 7/9/2018 12:40 PM Adobe Acrobat D... 361 KB

& Music T 0706201816049 7/6/2018 409 PM Adobe Acrobat D... 4,484 KB fl
=] Pictures L1 0706201816063 7/6/2018 406 PM Adobe Acrobat D... 2,501 KB

B videos 1L 07062018160307 7/6/2018 403 PM Adobe Acrobat D... 2717 KB i

J. SCANS 5 0706201815538 7/6/2018 3:59 PM Adobe Acrobat D... 5,805 KB |

T 0706201815224 7/6/2018 3:52 PM Adobe Acrobat D... 638 KB I
T 0706201812257 7/6/2018 12:25 PM Adobe Acrobat D... 1943 KB

1L 0706201812203 7/6/2018 12:20 PM Adobe Acrobat D... 6,500 KB -
File name: 07102018115613




Once your document is attached click save.
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Step #10 Find your saved requisition
listed under new requisitions.
Highlight it in the list and click send
for approval.
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Your requisition is now on its way to becoming a Purchase Order.
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