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Purchasing & Contract Services Department
FAQs

What if the supplier is not in PeopleSoft? How do | obtain a Supplier ID? What is the process for entering
a supplier into PeopleSoft?

To establish a new supplier, a requester/initiator/end user who reviews the existing database in PeopleSoft and
does not find the supplier must first send the blank District’s Supplier Intake form and IRS form W-9 to the new
supplier for completion.

The completed and returned forms are sent back to the requestor/initiator/end user for final review for
completeness and input into the PeopleSoft supplier database. (Input by the requestor/initiator/end user)

After input, notification is sent to Purchasing, who will review the data and approve or deny (with comment).
After approval, the supplier may be used when drafting a requisition.

For instructions on how to set-up a supplier in PeopleSoft, please refer to the step by step tutorial that starts on
page 5 of the PeopleSoft User Manual for Purchasing.

What if the supplier is a consultant?

If the supplier is a consultant, then the consultant will need to be set up in PeopleSoft. The consultant will need to
complete the Consultant or Lecture Agreement which can be obtained under Forms at
http://bussrv.sdccd.edu/purchasing/forms.cfm. Once the agreement is signed by the consultant, the end-user shall
send one blue inked (original signature) agreement to the assigned Buyer for signature. The Buyer will then
obtain final signature from the Purchasing Supervisor and e-mail the fully-executed agreement back to the end-
user to upload to the requisition. See Section 6-7 below for the AOPO process.

When requesting a quote, does the shipping or freight need to be included?
When quoting, a supplier shall add ‘freight’ or ‘shipping’ as a separate line.

% Shipping/freight is not taxable

% Shipping and Handling is taxable.

Shipping may be estimated by the quoting supplier and may actually be a different amount on an invoice as
opposed to the original quote.

If a supplier does NOT include shipping on their quote it is presumed by the requester/end user there is not
separate shipping cost and the supplier is delivering under the FOB Destination terms of ownership.

When shipping is part of an invoice which is not stated as part of a prior quote

R/

+« this may require a change order in order to pay the invoice.

*,

+« this may have an impact on your budget

*,

+« this may delay payment, adding steps and revision of existing documents must necessarily be performed
by the requester.

Please clarify BEFORE the supplier provides a quote whether a shipping charge will occur.
| am drafting a requisition, when can | expect a purchase order to be issued (dispatched) to the supplier?

Completed requisitions must first go through an approval cycle. Pre encumbrance budget check will also occur to
verify fund availability for this anticipated purchase.
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The respective Buyer will then review for accurate and complete description, proper category code, tagging
information (if an asset is being purchased), quote attachment and clarification comment. Final
location/destination for delivered items must be stated.

Approval by the Buyer will cause the requisition to move into the purchase order que.

Denial by the Buyer will move the requisition back to the requestor. The Buyer must add appropriate comments,
identifying why the requisition was rejected.

The purchase order que lists those purchase orders ready for dispatch.

The Buyer is charged with performing an encumbrance budget check, review of the purchase order content and
prioritization of issuance (dispatch) of each purchase order. Order complexity, lead time and shipping elements
are just some factors when developing a priority system.

Buyers perform other tasks as part of their responsibilities. Solicitation issuance, troubleshooting, negotiation,
process enforcement and customer service are but a part of the Purchasing Department’s role.

Therefore requesters and end users should plan accordingly when initiating a requisition and also have a
reasonable expectation as to when the Purchase Order will be issued to the supplier and when ordered items will
arrive.

How do | enter a requisition?

Please refer to the step by step tutorial regarding requisitions that starts on page 15 of the PeopleSoft User
Manual for Purchasing.

Whom do | contact if | am having trouble entering a requisition into PeopleSoft?

Each campus has a direct resource in their respective Business Services Office. Please contact them for
assistance. All other departments contact the Purchasing and Contract Services Department.

Where do | attach supporting documentation (i.e., quotes, etc.)?

All supporting documents are to be attached as one single attachment to Line 1 of the requisition. Please refer to
page 30 of the PeopleSoft User Manual for Purchasing.

How do | create a Blanket Purchase Order?

Blanket Purchase Orders are now called “Amount Only Purchase Order (AOPO)” with the implementation of
PeopleSoft. Please refer to the step by step tutorial on how to enter a requisition as an Amount Only requisition
that starts on page 28 of the PeopleSoft User Manual for Purchasing.

Can | create an Amount Only requisition for supplies?

Amount Only (AOPO) orders are intended for renewals, maintenance service agreements, rentals, professional
services, and subscriptions/memberships. AOPO orders should not be used for the purpose of tangible product
purchases.

How can | see if a requisition has been approved?

A confirmation will be emailed to the requestor once the requisition is final and approved. To check

the status of the requisition in PeopleSoft, drill down into the Manage Requisitions screen. Enter the Requisition
ID or PO ID number and click search. To access Manage Requisitions, use the following navigation:
Main>Menu>Financials 9.2>eProcurement>Manage Requisitions. Click the gray triangle to the far left under
Req ID to expand the details of the requisition.

How do | check the balance on an Amount Only PO?

To check the balance of an AOPO in PeopleSoft, use the following navigation:
Main Menu>Financials 9.2>Purchasing>Purchase Orders>Review PO Information>Purchase Orders. Click
on the Activity Summary and a new window will open that provides the activity against the PO.
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How many lines can a requisition have?

A requisition should have a maximum of 25 lines items.

12A. What happens if | have more than 25 lines?

If your requisition exceeds 25 line items, please create multiple requisitions for the order. You can notate
“requisition 1 of xx” in the Requisition Comments and Attachments field on the requisition page. This
information will transfer to the supplier as long as you check the boxes “send to supplier.”

How should I enter the description for each line item?

The ARMA format will be required to approve requisitions. To ensure that orders are processed, please follow
the ARMA Rules on pages 51 and 52 of the PeopleSoft User Manual for Purchasing. If you have further
questions, please contact the Central Distribution Center at 619-388-1180.

The supplier has not received my Purchase Order, what should | do?

First, check the status in Manage Requisitions to make sure the Purchased Order has been dispatched. If the
PO has been dispatched, please contact the supplier to verify the email address. Next, contact the Purchasing
Department and request that the purchase order be re-sent to the supplier. (NOTE: A valid email address is
required in PeopleSoft in order for the Purchase Order to be dispatched to the supplier).

If the email address is incorrect, please complete a Supplier Intake Form which can be found at
http://bussrv.sdccd.edu/purchasing/forms.cfm and email it to supplierintake@sdccd.edu indicating the change
(This email address should not be given to suppliers

What end user contact information is needed on requisitions?

The end user’s name, email address, and location are required.

If a supplier gives me an agreement to sign, what should | do?

Any agreements requiring signature should be forwarded to the assigned Buyer. Please be sure to provide an
email address for the signed agreement to be returned. Agreements are not valid until they are signed by the
Purchasing & Contract Services Supervisor.

Why does purchasing change the supplier that the department entered on the requisition?

The District is obligated to purchase goods and services from Board awarded District authorized suppliers. This
should result in a cost savings to the District.

Does the supplier get a copy of the Purchase Order?

Yes. All PO's are issued via email. All suppliers must have a current email address in PeopleSoft within the
supplier database.

How do | process a Change Order?

All changes to a purchase order must be initiated by the end-user at the requisition level. This allows for review
and workflow approvals. Once approved and processed, the PO will then be updated and sent back to the
supplier. Please refer to the step by step tutorial for end users regarding change orders that start on page 36 of
the PeopleSoft User Manual for Purchasing.

What happens if the supplier delivers directly to the requestor?

All goods should be delivered to the campus Stockrooms/Central Distribution Center. End users must notify
receiving within 48 hours of receipt of goods.

End users should not accept delivery; instead re-route the supplier to the Stockroom/Distribution Center so the
ordered items can be received into PeopleSoft. District Office, DSC, and Continuing Education receiving needs to
be done through the Distribution Center. Ensure that the Ship To location is identified on the requisition as the
Central Distribution Center.

Please note that if the items ordered are oversized/heavy in nature, this information should be included on the
initial purchase requisition so that Purchasing & Contract Services can add special notes for the driver to
coordinate delivery with the end user.
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As a reminder, end users are NOT to receive items in PeopleSoft. If the item(s) were delivered directly to the end
user, then the end user will need to contact the appropriate Stock Room/Central Distribution Center to notify them
that the order has been received. For a list of receiving contacts per location, please refer to page 35 of the
PeopleSoft User Manual for Purchasing.

What should the requestor do if they do not receive an item that was purchased?

The end user/requestor should look up the Purchase Order number; then contact the supplier to see if the item(s)
were shipped. Next, the end user should obtain the tracking number from the supplier and track the order.

If the item(s) were delivered, the requestor will need to contact the appropriate Stock Room/Central Distribution
Center to acknowledge receiving.

What is the process for returns and Exchanges?

See Returns & Exchanges Policy at: http://bussrv.sdccd.edu/purchasing/employees.cfm.

What is a Confirmation Order?

Purchases that have been initiated and processed by an end-user without a purchase order are “ILLEGAL.” The
District cannot be held liable for purchases made without a purchase order. All purchases MUST have an
assigned purchase order number issued by the Purchasing & Contract Services Department prior to making a
purchase. If a purchase is made without a PO, the payment cannot be made. Potentially the end user can be
made financially responsible for any order placed without a District authorized purchase order.

In the rare instance a Confirmation Order is allowed, a justification form will be used to complete the transaction.
Contact the Purchasing & Contract Services department to request the form to be used. Please refer to page 60
of the PeopleSoft user Manual for Purchasing to review the form.

We welcome and encourage participation in this FAQ section! Please email us with questions at
purchase@sdccd.edu




PEOPLESOFT (PS) SUPPLIER INTAKE PROCESS

When a requester/initiator decides to engage a ‘new supplier’ to purchase future products or services the
requester/initiator will;

Verify whether this anticipated supplier currently is entered in the PeopleSoft system and if so, use that
Supplier ID number when creating the requisition.

If the intended supplier to be used does not exist in PeopleSoft, then a new Supplier ID number will need to be
established. Completing the Supplier Intake form and IRS form W9 is required as the initial step by the
requester/initiator (*It is recommended that these two blank forms be forwarded by the requester/initiator to the
supplier to complete (supplier has all the necessary information, first hand).

Use the following link to access Forms: http://bussrv.sdccd.edu/purchasing/forms.cfm.

Upon completion, the supplier shall return the two forms to the requester/initiator.

The requester/initiator will review the forms for completeness and accuracy.

If incomplete the requester/initiator will return the form(s) to the supplier.

If complete, the requester/initiator will perform the data entry into PS from the completed forms.

The data as entered will remain in an ‘unapproved’ status within PS until purchasing is notified and reviews
and approves the content.

Thereafter, a Supplier ID is issued within PS. Enter that 10 digit Supplier ID number in the box (top right) of the
Supplier Intake form.

The requestor/initiator then emails the W9 and the Supplier Intake forms to the public folder (“Vendor Intake”)
at supplierintake@sdccd.edu requesting approval by Purchasing. Enter ONLY the supplier name and ID
number in the subject line of the email.

Purchasing will review and notify the requestor/initiator via email when the supplier is approved.
Thereafter, the requester/initiator may obtain a quote and draft the requisition within PS, including the now
approved supplier. (ID)

The Federal IRS W9 form must be the ‘Rev. November 2017’ form in order to be current.
The supplier must accurately complete and return the form to the requester/initiator.

Purchasing is responsible for reviewing the data entry performed by the requester/initiator and either approving
in PS or sending the data back to the requester/initiator for revision.

The submitted W9 form is also (only) reviewed by Purchasing for completeness.

A cursory view is then performed by Purchasing as to the W9 content. The purpose of this task is to identify a
possibility of the named supplier, individual or named partnership as potentially qualifying for Federal 1099 tax
status.

No decision or recommendation is made by Purchasing as to the actual tax status of the named supplier.

The supplier intake form is placed in a public folder for filing and access by both Accounts Payable (AP) and
Purchasing. A subfolder places the cursory Purchasing review for 1099 supplier status for analysis and
determination by A/P staff. Generally Purchasing will notify A/P of document(s) being placed within the sub
folder, or A/P may intermittently view the folder/subfolder.

For assistance with entering a supplier, please contact the Purchasing and Contract Services Department
at 619-388-6562.



SUPPLIERS

PeopleSoft can be accessed through the District website by selecting the Employee Resources tab, and
then navigating to the PeopleSoft My Portal link. You can also go directly to the link below in Internet
Explorer.

Use the following link: http://myportal.sdccd.edu/

*NOTE: Add this website to your internet favorites for easy access.

SAN DIEGO SANDIEGO SANDIEGO DIEGO SAN DIEGO
} COMMUNITY COLLEGE CYCOLLEGE MESA(,%LUEGE M(??AMAR CONTINUING
¥ DISTRICT OLLEGE EDUCATION

By logging into SDCCD’s PeopleSoft system, you are
agreeing not to disclose confidential information protected
by privacy laws. Unauthorized access and/or use of this
system is also prohibited!

Welcome.
Enter your SDCCD credentials below

D
P

Username

Password

To access the Financial Self home screen use the following navigation:

«» Financial Self Service

@spccp T

[ ) i

Employee Self Service Finance Self Service




To access the Supplier database, click on the NavBar icon LQ] in the top right of the screen. Then click
the blue Navigator icon and use the following navigation:

< Financials9.2>Suppliers>Supplier Information>Add/Update>Supplier

NavBar: Navigator

Rocent Piacos. Employee Self-Service

Manager Self-Service

Procurement Comracts
Purchasing
Inventory

eProcurement

NavBar: Navigator

" & Supplier Information
Recent Places

Maintain

My Favorites Approve

NavBar: Navigator

_‘
N )

' Supplier User

BESOE Define Supplier User




*NOTE: All fields MUST be completed in CAPITAL LETTERS; turn your keyboard Caps Lock on.
To search for an existing supplier, enter the Supplier ID number or Supplier Name in the search field below

and click Search. If searching with a Supplier ID number, click on the dropdown arrow in that field and click
contains prior to searching.

Supplier Information

Supplier Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

——>| Find an Existing Value || Add a New Vaiue |

i: Search Criteria I |

setin[= v {[SHARE la,

|SupnlierlD contains v | |

Persistence| = v | =
Short Supplier Name| begins with v || la
Qur Customer Number| begins with v || la
| suppiier Name] begins with ¥ || I,

([ include History [ Correct History ([ Case Sensitive

| search |[ Clear | Basic Search B save Search Criteria

Find an Existing Value | Add a New Value

If the supplier does not exist in PeopleSoft, a new Supplier ID will need to be established. To add a new
supplier, click on ADD a New Value and follow the steps below.

Supplier Information

Supplier Information
Enter any information you have and click Search. Leave fields blapk for a list of all values.
| Find an Existing Value | Adda New Value |

| wSearch Criteria |

SetiD[= v | |SHARE (e}
Supplier ID[contains v || |
Persistence| = | | v
Short Supplier Name | begins with v || la
Our Customer Number| begins with v || la,
Supplier Name| begins with v || o

O include History [ correct History (J case Sensitive

[ search |[ Clear |Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value
vbc bnn



In the next screen, click ADD and PeopleSoft will automatically assign a new Supplier ID number once the
supplier information is entered and saved.

Supplier Information

Supplier Information

| Eind an Existing Value | Add a New Value

SetlDSHARE |Q
Supplier ID|NEXT

Persistence| Regular

Find an Existing Value | Add a New Value

To add an Employee or Student, replace NEXT in the Supplier ID field with the Employee/Student ID
number and add three leading zero’s (000xxxxxxx) to the number. Ensure that there are 10 digits and click

ADD.
**NOTE: Employees with ID numbers that begin with 333 do not need 3 leading zeros added.

Supplier Information

Supplier Information

| Find an Existing Value || Add a New Value |

SetiDSHARE |Q
Supnlferlo

Persistence| Regular

d

Find an Existing Value | Add a New Value




On the IDENTIFYING INFORMATION tab, complete all fields in Red below:

an individual’'s name, enter the first name first and then the last name with no comma.
(If Line 2 is blank, enter the Name from Line 1 and skip to supplier short name).

« Additional Name — Enter the name from Line 1 of the W9 form, if applicable (alpha only).
« Supplier Short Name — Enter the Supplier name, alpha only, no spaces. Please note that only 10
characters will fit into the field.

+ Classification — Select the appropriate classification for the Supplier. (Note: HCM stands for Human Capital
Management and this is selected for Human Recourses related suppliers)

+ Check for Duplicate — Click on Check for Duplicate to verify if the supplier is already active.
+« Additional ID numbers — Click on and expand the Additional ID Numbers tab.

% Supplier Name — Enter the Business Name (alpha only) from Line 2 of the W-9 form. When entering

—— | Identifying Information | Address [[ Contacts H Location H Custom }

SetiD SHARE | *Supplier Name ‘
|Additional Name ‘

Supplier ID NEXI

*Supplier Short Name | Clwithholding
“Classification [Outside P | Check for Duplicate | i open For Ordering
uiside Pary ~ CJVAT Registration

HCM Class | v| *Supplier Audit
*Persistence [ Regular v] i supplier Audit Template ID SDCCD TEMPLAT
*Supplier Status [Approved v|
|  ExpandAl || Collapse All

*NOTE: If the supplier is a duplicate, use
the previous Supplier ID and cancel the
current one. If you already saved the new

Supplier Relationships

[ corporate supplier . .
Corporate SetiD SHARE _ InterUnit Supp! supplier, ?onta.ct the Purcha.smg
Corporate Supplier ID NEXT I Department to inactivate the duplicated ID.

Create Bill-To Customer |
O create Bill To Customer
—_— r) Supplier Rating I I
L) Supplier Logo ’
}p Additional ID Numbers

} Duplicate Invoice Settings

} Government Classifications
p Standard Industry Codes
p Additional Reporting Elements

p Comments

|  Expandan || Coliapse All

|[Fsave ||=]Notify | |5k Add || 2] UpdateDispiay || & Include History | |[Z» Comect History |

Identifying Information | Address | Contacts | Location | Custom

Expanding the Additional ID Numbers tab will bring you to the screen below and allow you to enter the
Supplier’s Tax ID number found on Part | — Taxpayer Identification Number (TIN) on the W-9 form.
Enter the TYPE (select either EIN or SSN) and then enter the ID NUMBER. Ensure that there are 9 digits
only with no alpha and no dashes.

**NOTE: DO NOT ADD DASHES (-) to the ID number. Adding dashes will cause an error with the IRS.

I w Additional ID Numbers l

Customer SetiD [SHARE [} Customer ID | (=3 Our Customer Number |
ID Numbers Personalize | Find | View Al | £9 | B3 First (4) 10f1 ‘& Last ISO and SEPA Information
Type setiD ID Number DUNS Number
e (e} — ; ==

10
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Click on the ADDRESS tab and complete the fields in Red below:

Description — Enter the first line of the Supplier address.

Address 1 — Re-enter the first line of the supplier address. Complete with City, State and Postal.
Email ID (REQUIRED) — Enter the supplier's email address (not the web address) that the Purchase
Order will be dispatched to. (Ensure that the supplier’s email address is a current valid address)
Telephone (REQUIRED) — Enter the business phone number with area code.

[ Identifying Information

SetlD SHARE
Supplier ID NEXT

Address | Contacts ” Location || Custom |

\

Short Supplier Name

-Supp!ier Address

Address D 1

Description 3375 CAMINO DELORIOS |

Supplier

Find | View All

]

Fit O 1or1 ) Lat

“Details

Effective Date 103172016 |

Country Q United States
Address 1 |3375 CAMINODELORIOS ‘

Address 2 | |
Address 3 | |
City SANDIEGO |
| Postal 22108

County f

soe|1Q

Effectve Status

Find | View All

HE

| Email ID ENTER AN VALID EMAIL ADDRRESS HERE

rL' ) PaymentWithholding Alt Names

Phone Information

personalze | Find [ View Al | &3] B Fist (© 1011 &) Lagt

Extensiona

"Type Location
| Business Phone ]| | 19 | 388-6562 || \

zje)

it @ 10f1 © Last
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Next, click on the CONTACTS tab and complete the fields marked in RED below:

« Description — This field is a reference field; enter a reference to describe the type of supplier. (i.e.,

Goods, Professional Services, Student Stipend, 1099, Rent/Leases, etc.)
« Name - Enter the contact name for the supplier.

« Email ID/Telephone — Enter the email address and the contact telephone numbers.

| denting inormation | Address ([ Contacts | Locaton | Custom |

SetiD SHARE \

Supplier ID 000268425 Short Supplier Name Supplier
Supplier Contact Find | View Al First ORT TROIP™
HE]
ContactID 1
[ Description |
Detas Find [View Al Fist & 101 () Lagt

Eftective Date (5272016 5]

Effectve Status
Type| ]
| Name | |
Tie| |

Adess| |Q

Intemet | ViewIntmel Addess
{ EmailID | |
‘“ﬁmne Information Personaize | Find | €2 B r ‘
i‘Type Telephone Extension

for1 & Last

|Business Phone ] | \ |

HE

12



Click on the LOCATION tab and complete the fields marked in RED below:

+ Location — Enter MAIN.
+ Sales/Use Tax — Click on Sales/Use Tax and see the screen below if tax is applicable.

**NOTE: For questions regarding 1099 supplier set-up, contact Accounts Payable at 619-388-6554.

| Identitying Information | Address | Contacts || Location I Custom |

SetlD SHARE
Supplier ID 000268425 Short Supplier Name Supplier

A supplier location is a default set of rules which define how you conduct business with a supplier.

Location Find | ViewAll  First () 10f1 ) Last
(+#[=]
| *Location | Default RTV Fees Attachments (0)
Description | |
Details Find | View All  First ‘' 10f1 '» Last
) (#[=]
*Effective Date 052772016 |[5) Effective Status [Active [ +]
| ExpandAl ||  Collapse Al |
Options Payables Procurement = | Sales/Use Tax 1099

" ) Additional ID Numbers
: ) Comments

i ) Internet Address

) VAT

| ExpandAl ||  Collapse Al

[Eh Add |[ 7] Updatemisplay || & Include History | (57 Correct

Click on Sales/Use Tax Applicability and select the appropriate tax for the supplier in the dropdown menu
and click OK.

Tax Options

SetlD SHARE Location 1
Supplier ID NEXT Description 3375 Camino St

Short Supplier Name

Supplier Name
| sales/Use Tax Applicability / ]

|sales/use Tax Applicability |Sales Tax =1 Ultimate UseCode| | Q
*Ship To Location N A axable Tax Destination I:lq
‘Use Tax
!

w Sales Tax and Use Tax Options

"Sales Tax Tolerance

*Sales Tax Tolerance [ Default from Higher Level E[
Currency Code | Amount|  0.000
Rate Type [Q Percent 0.00

I OK I 1 Cancel

13



Once all information has been entered, return to the Identifying Information tab and click SAVE. The new
Supplier ID number will be assigned automatically within PeopleSoft. The Supplier ID number can be
found on the Summary tab once the supplier information is saved. Note this number as it will be needed
for the next step.

**NOTE: The data as entered will remain in an ‘Unapproved’ status until purchasing is notified and
reviews and approves the content.

| Identifying Information | Address | Contacts | Location || Custom |

SetlD SHARE *Supplier Name

i Additional Name
Supplier ID NEXT

*Supplier Short Name Clwithnolding
HCM Classi El *Supplier Audit m
"Persistence Regular [~] /] Supplier Audit ~ Template ID [SDCCD TEMPLAT
*Supplier Status [Unapproved =]
Expand Al || CollapseAl |
Attachments (0)
Supplier Relationships
[T corporate Supplier [Tinterunit Supplier
Corporate SetlD SHARE InterUnit Supplier ID Q
Corporate Supplier ID NEXT Supplier Hierarchy
Create Bill-To Customer
(I create Bill To Customer
» Supplier Rating
» Supplier Logo
) Additional ID Numbers
b Duplicate Invoice Settings
b Government Classifications
) Standard Industry Codes
}p Additional Reporting Elements
» Comments
| Expand All || Collapse Al
[=] Notify L Add || 7] UpdateDisplay || &1 Inciude History || Comect History

After establishing the Supplier in People Soft, enter the 10 digit Supplier ID number in the box (top right) of
the Supplier Intake Form and email the W-9 and Supplier Intake forms to supplierintake@sdccd.edu.
*NOTE: Enter ONLY the supplier name and ID number in the subject line of the email.

To make changes to an existing supplier, email a completed Supplier Intake Form indicating the changes to
supplierintake@sdccd.edu.

The Purchasing and Contract Services Department will review the data entered and send a notification to the
requestor via email indicating either that the supplier has been approved or whether additional information is
needed.

14
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Information to gather prior to creating a requisition in PeopleSoft

Campus Business Unit, contact the campus Business Office to identify an approved supplier; DIS01
Business unit, contact the Purchasing and Contract Services Department to identify an approved supplier
Formal, valid quote from supplier

A current valid supplier email address where the PO will be dispatched to

Appropriate chartfield and category code for the expenditure

Delivery location, end location and departmental contact information

Consultant or Lecture agreement, if applicable

All documents, such as quotes, pictures, agreements, etc. are in one file for attachment to the requisition

Things to Remember

The Purchasing Department must create a purchase order BEFORE you receive services, materials,
and/or an invoice from the supplier. Purchases that have been initiated and processed by an end-user
without a purchase order are “ILLEGAL.” The District cannot be held liable for purchases made without a
purchase order. All purchases MUST have an assigned purchase order number issued by the Purchasing
and Contract Services Department prior to making a purchase. If a purchase is made without a PO, the
payment cannot be made. Potentially the end user can be held financially responsible for any order
placed without a District authorized purchase order.

A requisition that is created after a purchase has been made is called a Confirmation Requisition. If
approved, a justification form will need to be uploaded as a single attachment to line 1 of the requisition.
(See page 30). Identify the requisition as a confirmation by stating “CONFIRMATION” as the first word in
the description box on Line 1 of the requisition. An example would be “CONFIRMATION — PAYMENT
FOR xxx” and then provide further details in the Additional Information field.

Amount Only (AOPO) orders are intended for renewals, maintenance service agreements, rentals,
professional services, and subscriptions/memberships. AOPO orders should not be used for the purpose
of tangible product purchases.

Prepays: On Line 1 of the requisition, identify if a prepayment is required by stating “PREPAY” as the first
word in the item description box. An example would be “PREPAY — FOR xxx” and then provide any further
details in the Additional Information field. The invoice/payment information must be attached to Line 1 of
the requisition as well.

Special Handling: For special handling, indicate on Line 1 of the requisition if the check needs to be
mailed to the site (include the person’s name, location department, building, room number, and point of
contact) or if someone needs to be called to pick up the check (include the person’s name and phone
number). The invoice/payment information must be attached to Line 1 of the requisition.

Ship To VS. Location: Ship To is where the goods will be shipped and Location is where the end user is
— where the goods will remain.

Add Shipping/Freight as a separate line item on the requisition. Remember to use category code 962-86
for the line.

DO NOT add Sales Tax to the requisition; tax will be allocated to the PO automatically. Please be sure the
Chartfield used has sufficient funds to allocate tax.
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REQUISITIONS

This manual explains how to enter each component of a Requisition, and how they relate to each other. In
PeopleSoft, Requisitions consist of four components:

R/
°

HEADER - Where general information pertaining to the entire order is stored and displayed. This
includes data such as the suggested Supplier, Buyer, Ship-To, and Due Date.

LINES — Where the description, unit of measure, category and quantity for each item you are ordering.
SCHEDULE - Where the due date, ship to address and unit price are stored for each item on the order.
DISTRIBUTION — Where the accounting information (i.e. the general ledger chartfield string) is entered.

K/
4 0.0

R/
*

*,

R/
0‘0

You can access PeopleSoft through the District website by selecting the Employee Resources tab, and
then navigating to the PeopleSoft My Portal link. You can also go directly to the link below in Internet
Explorer.

Use the following link: http://myportal.sdccd.edu/

*NOTE: Add this website to your internet favorites for easy access.

l“'f‘-,_ SAN DIEGO SAN DIEGO SANDIEGO DIEGO SANDIEGO
] COMMUNITY COLLEGE CYCOLLEGE MESAC,%LLEGE MIRAMAR | CONTINUING
Y DISTRICT OLLEGE EDUCATION

By logging into SDCCD’s PeopleSoft system, you are
agreeing not to disclose confidential information protected
by privacy laws. Unauthorized access and/or use of this
system is also prohibited!

Welcome.
Enter your SDCCD credentials below

Username

Password
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To access the Financial Self home screen use the following navigation:

«» Financial Self Service

22 m

Empicyes Seif Service Finance Seif Service

To access Create Requisitions, click on the NavBar icon @ in the top right of the screen, then click the
blue Navigator icon and use the following navigation:

+« Financials 9.2>eProcurement>Requisition

NavBar: Navigator <]

Financials 9.2 3y
Recent Places

HCM 9.2 )

* PeopleSoft 3y

Reporting Tools »

17



NavBar: Navigator

¢ Financials 9.2

Recent Places

' Manager Self-Service

My Favorites. Items

E Suppliers

Employee Self-Service

Navigator

Procurement Contracts 3

Purchasing M

Inventory )

eProcurement b

Travel and Expenses >
NavBar: Navigator ]
& eProcurement 1
@ —
RecontPlaces Buyer Center 3

E Manage Requisition Approvals
Navigator
Receive tems

Procurement Card Center

Reports

18



An alternative navigation to access the Create a Requisition screen is as follows:

+ Finance Dashboard>Procurement>Create a Requisition

Finance Self Service
— (§) Finance Dashooand
bl Requisition Settings
[ Traiing (How To) N Business Unit MIRO! Q San Diego Miramar College Bid No/Quote
1 “Requester [KROSAS. Q. osas, ety Prioty
1] Procurement A
“Cunency VS0
Create a Requisition [ Delauk Options @
. ® Deteut 1 you slect i option e defauls specified below willbe appliedtofeguisSon ines whe there e no predeSined valies forthese
s,
Manzage Requistions Ooverige 1fyou select s aption, Ine Gataus specied bekow i ovemride any gredafned values or hesa fiekds only non-bank valugs are assigned.
Add/Update Suppiier Line Defaults 7
Receive an ltem D A o, a5
Supplier Location | Q Unit of Measure A Q
Request a Payment Bayer | a
- Shipping Defaults
11 Travel & Expense v splo DS Q ‘Add One Time Address
-I — m s | Ateoion |
mager Sefl Senvice v
jon Defaults
@ repors » SpeedChant
| Accounting Defaults personaize | Fnd | ) B At 4 tott O Last
e Emphyee Self Senvie Chartfields? | Chartfieids? | Chartielasd | Detads | Assetinformaton | [F=0)
Dist Percent Locstion LUt Accourt
X Manager Self Senvice 1 | [ois o, [Disot | q =
T Finance Self Service
Lok || Concdl |

AQATY=0

New Windonw | Hefp | Personalize Page |
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*NOTE: All fields MUST be completed in CAPITAL LETTERS; turn your keyboard Caps Lock on.

Below is the Requisition Settings page where the information contained in the Requisition Header is entered.
Complete all fields marked in RED. See details for each field below.

Requisition Settings
MIRO1 |Q San Diego Miramar College Bid No/Quote |
*Requester [KROSAS ‘& Rosas, Kelly Priority

*Currency USD

l Default Options (7)

O pefault If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.
If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.

Line Defauits (7.

Note: The information below does not reflect the data in the selected requisition lines. When the ‘OK’ button is clicked, the data entered on this page will replace
the data in the corresponding fields on the selected lines that are available for sourcing.

I Supplier Q ategory [—|Q

| supplier Location || a Unitof Measure [[EA Q@
7 —
Shipping Defaults
Q Add One Time Address
Due Date I:@ lAttention |
Distribution Defaults
SpeedChart |:|Q
Accounting Defaults I Personalize | Find | 2| £ First ‘&' 10f1 ‘2 Last
Chartfields1 | Charifields2 || Chartfields3 | Details | Assetnformation |
Dist Percent Location GL Unit Account
1] | [bis |Q [Diso1 Q| Q =

coc

1 See details for Account’s entry on page 25. |
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To look up the Business Unit (BU), click on the magnifying glass and select the correct BU. If this field has
already defaulted to the correct BU, disregard this step.

In the Bid No/Quote enter any helpful reference information regarding what the requisition entails.

Requisition Settings

Dlsm Q € District Operations Bid No/Quote JCHAIR FOR MAIN OFFICE A
“Requester |KMUNOZ Q' Kristina Munoz Priority | Medium [-]

*Currency |USD

Custom Fields

Default Options (2

Under Default Options, click on Override. By clicking Override, all of the information that is completed on the
Requisition Settings page will transfer to the requisition.

Requisition Settings

Business Unit DIS0T | Q District Operations Bid No/Quote [CHAIR FOR MAIN OFFICE
*Requester [KMUNOZ Q@ Kristina Munoz Priority | Medium [=]

*Currency usb

Default Options | 7

© Default

Custom Fields

If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.

@ Override If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.

Line Defaults (?

In the Supplier field, enter the Supplier ID number. To search by supplier name, click on the magnifying
glass, enter the supplier name and click Find.

e
Requisition Settings SetiD SHARE
Ship To Location|begins with [~ ]|

Business Unit /501 |Q Supplier Search X
*Requester [KMUNOZ Help
*Currency [USD ] Supplier 1D -!E
=3 Name UNISOURCE | | Reset |
Default Options (2. Short Supplier Name '
@ Default If you select this option, the defd Alternate Supp Name |
fields.
City |
@ Override If you select this option, the defd
i Country | 1 State -
Line Defaults (7 Postal Code
! No suppliers found.
Supplier |_OK = |_Cangs{| __|
Supplier Location | (e}
Buyer | |Q
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| On the following screen, select the correct Supplier ID number from the menu and click OK. |

Requisition Settings

Business Unit DIS0T Q& District Operations Bid NofQuote |CHAIR FOR MAIN OFFICE
"Requester KMUNOZ Supplier Search x
*Currency |USD Help
Supplier ID |
‘ Default Options (2) Name [UNISOURCE | Reset
© Default :i'e‘;g: select this option, the defd Short Supplier Name |
' Alternate Supp Name
@ Override Iyou select this option, the defd city
Line Defaults (7) Coumtry,  |Q State =
Postal Code |
Supplier Sl ISk \ Search Results Personalize | Find | View All | E1) E First ‘4 1-20f2 '} Last
SupptierLocation, | Q N Supplier ID Supplier Name E;glf:tn gﬁ',f,',!:,hgf.m" Address City State
[E—
Buyer | 1@
e UNISOURCE =
1jp002004832 WORLDWIDE INC MAIN PAPER PLUS 6315 FLANDERS DR SANDIEGO CA E‘E
SRR UNISOURCE 5010 SHOREHAM PL 5010 SHOREHAM PL
_— =l
shipTo | la, 20002060188 g0y TiONS MAIN STE 110 STE 110 SANDIEGO  CA B
Due Date | i ok [ Cacal |
| Accounting Defaults
| Chartfields1 || Detaiis || Assetinformation |
Percent Location GL Unit Fund m

Next, indicate the Category which best defines the items that are being ordered. For a list of Category Codes,
refer to pages 53-59.

« Category — Click the magnifying glass and enter a Category number or to search by Description, click
Description and enter a key word to search for the appropriate code.

Requisition Settings
Business Unit D801 Q Distict Operations| ook Up Category X
"Requester KMUNOZ Q. isina uncz Hep
*Currency UsD Note: You may either Search of Browse to look up the appropriate category fofour special request
v Search Categories
' Default Options 2 Search By| Category FURNITURE Find
0 Defaut Hyou select this option, the defaults spectied below il be 4 0 ]
‘
9 Override Ifyou select this option, the defaults specified below will ove
Line Defaults (7

Suppler 000250188 1Q | Categony | 7@

Supplier Location MAIN Q UnitofMeasure EA  Q \

Buyer | ,Q
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| Double click on the category number to select the correct code.

SAN DIEGO | coseso ||, sowowco || sannco,
COMMUNITY CO <~ b
DISTRICT Lock Up Category
Note: You may either Search or Browse to look up the appropriate category for your special request. |
w Search Categories |13
EequisitioniSSttrngs Search By | Description [=] [FURNITURE \ Find
Business Unit |DISO1 Categories Personalize | Fina | view an | & & First ‘¢ 1-8ofs ‘» Last
*Requester |[KMUNOZ Catalog Category Description
*Currency USD Auditorium, Stadium, Team Seating
1 Non Catalog 420-04 Furniture and Portable
Default Options (2 . . -
2 Non Catalog 420-08 Cafeteria Furniture, Chairs and Tables
© pefault If you selec Incl. Stacking Types
fields. =
3 Non Catalo 425-48 Furniture, Office
© override If you selec| 9 igne
: 4 Non Catalog 420-13 Childrens Furniture Incl. Stackable Types
Line Defaults (2
5 Non Catalog 420-59 Lounge Furniture
Supplier 000205454 8 Non Catalog 493-05 LABORATORY FURNITURE
Supplier Location |MAIN 7 Mon Catalog 420-56 Library Furniture
Buyer 8 Non Catalog 425-20 Furniture: Classroom
Shipping Defaults = at = _—
- Browse Categol ree =
Ship To |DIS ‘ | goLy)
Return S
Due Date al ) C

7
°

2
0’0

*NOTE: Contact the Purchasing Department for issues selecting a Supplier Location.

Supplier Location — Click on the magnifying glass to select the current supplier address.
Unit of Measure — Click on the magnifying glass to select the correct unit of measure.

Requisition Settings

Business Unit (D501 |Q District Operations Bid No/Quote [CHAIR FOR MAIN OFFICE
*Requester |KMUNOZ IQ Kristina Munoz Priority
*Currency (USD Look Up Unit of Measure X
T —— Help —
] Default Options (%7 — "
! = - - : : : Unit of Measure | begins with :
© Default If you select this option, the defaults specified below will be applied to requisition line: —
fields.
5 . K I I )
©® Qverride If you select this option, the defaults specified below will override any predefined valy [ LookUp |[ Clear |[ Cancal |gggc Lookup
Line Defaults (2) i o Resylts
l View 100 First ‘4 13s0r20 M Last
Iml 0002060188 Category [425-48 Unit of Measure  Description  Short Description
BA BARREL BARREL
Supplier Location [MAIN e Unit of Measure §[EA !§ , BF BOARD FOOT BOARD FT
%] Q BG BAG BAG
Buyer || BO BOTTLE BOTTLE
BX BOX BOX
Shipping Defaults cD CARD CARD
Ship To ]—‘Q_ Add One Time Adg cs CASE CASE
) —— 1 CT CARTON CARTON
Due Date | | Attention | oL DOLLARS  DOLLARS |
DR DRUM DRUM I
Accounting Defaults Personal DZ DOZEN DOZEN
Chartfields1 || Details || Assetinformation | EA EACH EACH
FT FOOT FOOT
Percent Location GL Unit Fund Dept Activity Account GL GALLON GALLON
GR GROSS GROSS
i | DS la oisor & [ Q| le | e Q|| vR HOURLY RATE HOUR RTE ‘I
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Next, click on the magnifying glass next to the Buyer field to select the appropriate Buyer. All Buyers are
assigned to a specific campus. If this field has defaulted to the correct Buyer, disregard this step.

Below is the breakdown:

+« District Office — Vanessa White
+« City College — Edward Cook
% Miramar College — Kelly Rosas
% Mesa College — Peter Hester

Continuing Education:

<+ NCC & CE Mesa — Peter Hester
« ECC & Chavez — Kelly Rosas
< WCC & MCC — Vanessa White

- ol r s R wwE

*Currency USD

Default Options (7

@ Default e

@ Override

Line Defaults (2
- £ Lookup
Supplier |0002060188 = Search Results
Supplier Location |MAIN <% View 100 First ‘4’ 1sors ‘) Last
e Buyer Name
| &5 ECOOK Cook, Edward
\ KROSAS Kelly Rosas
Shipping Defaults 3 PHESTER Peter Hester
= I VWHITE White, Vanessa
Ship To |

If you select this option,

If you select this option,

10

(P

Look Up Buyer

Buyeri_b_e'_gins writh E
Name | begins with [~]

the defaults sp

the defaults sp

Look Up Clear

Cancel

Basic

Help

eld:

If you know the Ship To location, enter the information into the Ship To field. To search for the Ship To
location, click the magnifying glass to Look up and select a Ship To location.

*NOTE: Orders should be shipped to Receiving at the respective campus Stockroom/Distribution Center.
DO NOT use DIS for orders. All computers, with the exception of Mesa, should be shipped to the Central
Distribution Center using Ship To Location DISCDC0100.

Requisition Settings

=1

Business Unit DI=01

*Requester KMUNOZ

“Currency usD

Default Options (7

@ Default Ifg;g; select this option, the d

© Override If you select this option, the d

Line Defaults (=
Supplier |0002054541 [}
Supplier Location |[MAIN (< §
Buyer [ECOOK 1
Shipping Defaults
Ship To |DIS @
Due Date |5

Look Up Ship To
SetlD SHARE
Ship To Location| begins with[~]
Description| begins with E

Look Up Clear Cancel Basic Lookup
Search Results
Viewr 100 First L 1-29 of 29 b’ Last
Ship To Location Description
CCHAV Cesar Chavez Campus
CEDCEMO0000 Cont. Ed Bldg CEM-Rm 0000
CIT City College Campus Receiving

CITO0ADO12
CITO0OTO106
DIS
DIS0DO0100
DIS0DOD105
DIS0DOD120
DIS0DO0125
DIS0DOD210
DIS0DO0260

City College Bldg A - Rm 0012
City College Bldg T - Rm 0106
DO NOT USE FOR SHIPMENTS!
Dist Ofc Bldg DO - Rm 0100

Dist Ofc Bldg DO - Rm 0105

Dist Ofc Bldg DO - Rm 0120

Dist Ofc Bldg DO - Rm 0125

Dist Ofc Bldg DO - Rm 0210

Accounting Defaults :
Chartfields1 || Details w| Asset Information |

Dist Ofc Bldg DO - Rm 0260
Dist Ofc Bldg DO - Rm 0270
Dist Ofc Bldg DO - Rm 0275
Dist Ofc Bldg DO - Rm 300A

DIS0DOD270
DIS0DOC0275
DIS0DO300A

Help

m

te |

ty [Medium [
Custom Fiel

e no predefined

ds,only non-blar

| B2

First
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In the Attention field, indicate the name of the point of contact for the order and the building/room number.

Next, enter the Accounting Defaults under the Chartfields1 field. On this tab, you will need to do the

following:
« Select the end Location where the items will be located once received. This is needed both for
inventory purposes and delivery by receiving.

< Define the Chartfields where items are to be expensed. Include the GL Unit, Fund, Department,
Activity and Account. If CE, also include the Operating Unit.

Requisition Settings

Business Unit DIS0T |Q District Operations Bid NoiQuote [CHAIR FOR MAIN OFFICE
"Requester :KMUNOZ [sX Kristina Munoz Priority [ Medium v

Currency UYSD

Default Options (2

) Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.
‘® Override If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.

Line Defaults 7

Note: The information below does not reflect the data in the selected requisition lines. When the "OK’ button is clicked, the data entered on this page will replace
the data in the corresponding fields on the selected lines that are available for sourcing.

Supplier |DD02060188 (=X Category 425-4% (e8
Supplier Location [MAIN o, Unit of Measure [EA la
Buyer ECOOK la,
Shipping Defaults
Ship To DISDDO0O270 Q Add Cne Time Address
Due Date | )] Attention [PURCHASING RM 270

Distribution Defaults

SpeedChart | la,
6 I Accounting Defaultsl Personalize | Find | &2 | B First 4 10f1 * Last
Chartfields1 | Details Asset Information
Dist Percent Location GL Unit Fund Dept Product Account Oper Unit PC Bus Unit Project
Locotos =L T i o
1 [pis Q [pisot o | (=8 Ja | a | Jey | ey | |,
4 >
OK | | Cancel |

To expense items over multiple chartfield strings, click on the plus sign at the far right of the Chartfields1
tab and enter the number of rows that need to be added. If applicable, indicate the percentage that applies to
each Chartfield string.

Accounting Defaults Personalize | Find | & | [ First ‘%' 10of1 ‘) Last
| chartfielas1 || Details || Asset Information |
unt Oper Unit PC Bus Unit Project Activity Affiliate Fund Affil

& il B— 2 2 al o =—>[EH
] »

Accounting Defaults Personalize | F
Chartfields1 || Details |[ Asset information | [F=®
ﬁ Percent Location GL Unit Fund Dept Activity Account Oper
50.0000] [DIS |, [Diso1 (e} |, <} (&} |
s50.0000| [DIS < [Diso1 . <% . 1 ‘%
- | mr
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Select the Asset Information tab if:

% Any singular item is over $1000, including shipping & tax.
% Any line item contains Computer/AV/IT/Equipment with a value of $200 or greater
% Any line item contains Software (hard disk or download) with a value of $200 or greater

K/

% Any line item contains a Firearm

D)

Select the appropriate AM Business Unit. Then select the Profile ID that best describes the asset. When
finished, click OK to be directed to the Create requisition screen.

Accounting Defaults Personalize | Find | Y B2 Fist @ 10f1 @ Last
| Chartfieldst | Details | Assetinformation | [F=0)

= AMBusiness Unit == Profile ID Capitalize Cost Type Description

| Q | Q O & =]

Click on the Create Requisition link to enter all line items.

Favorites v | Main Menu Financials 9.2 v eProcurement v Manage Requisitions  Requisition
= MENU ) %  KRISTINAMUNOZ - ([CTERAETC,
SANDIEGO SANIEGO SAN[)IEGO SANDIECO
Tl — CIVCOLLEGE || MESACOLLEGE | | MIRAMAR || CONTINUING
DISTRICT (OLLEGE EDUCATION

New Window | Help | Personalize Page | i
Create Requisition

Welcome Kristina Munoz

Home /¥ My Preferences 36 Requisiton Settings | J¥ 0 Lines Checkout
Request Options v Search Al 7] Search Advanced Search
All Request Options Web [g Create Requisition Y Favorites
Web Brovise Supplier Websites Create a non-catalog request Browse Favorite Items and Services
Staples Office Solutions Punch Out
Create Requisition Templates 53 ePro Services Ea Recently Ordered
Browse Company and Personal Request Services View recently ordered items and
Favorites Templates services
Fixed Cost Service AMOUNT ONLY, SUPPLIES
Templates Variable Cost Service MONITOR, IBM, 15" IRON GRAY....
_ Time and Materials PRINTER, IBM 4610-2CR, RS-23...
eProk Services , MONITOR, TCH, IBM 15", IRON ...
Fixed Cost Service HP, RP5800 BUSINESS POS, INT...
Variable Cost Service More..
Time and Materials
Recently Ordered

26



On the Create Requisition screen, appropriate information will need to be entered for each line of the
requisition. All fields marked in RED below need to be completed.

+ For Item Description, please follow the ARMA Item Description rule which is: Noun, Description,
Manufacturer (if applicable), and Model/Product Number. The noun is always first, followed by the
description, then the manufacturer if applicable, and finally the model or product number (i.e., CHAIR,
STEEL CASE, “EASY,” CHAIR, COLOR BLUE, W/ CASTERS, PN: 1234ABC). The Item Description
field will only fit 30 characters; include all remaining description details in the Additional Information
box.

« Enter the Price, Quantity, and Unit of Measure

% Enter the correct Category code for each line item being entered.

% Check all three “Send to” and “Show at” boxes.

When each line is completed, click on Add to Cart at the bottom of the screen.

**NOTE: For AMOUNT ONLY requisitions, see pages 28 & 29, if not an AOPO, skip pages 28 & 29.

Create Requisition 7
Enter information about the non-catalog item you would like to order:

Item Details

| “item Description |

*Currency |USD
|7Unit of Measure | [EA
~Category Due Date

Bo0

P

Supplier
Supplier ID

Y

Supplier Name Suggest New Supplier

Supplier item 1D

Manufacturer
Mfg 1D Q
Manufacturer
Mfg Item ID

|addgitional Information |

=

—_— Send to Supplier —_— Show at Receipt R Show at Voucher

Request New Item

[ Request New Item A notification will be sent to a buyer regarding this new item request.

I Add to Cart l

To add additional line items, follow the process above. Once all lines have been entered, click on Checkout at
the top of the page to be directed to the Checkout - Review and Submit screen.

Home ZF My Preferences 98¢ Requisition Settings I 1 Line |__Checkout |

Search |All [=] Search Advanced Search
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**NOTE: SKIP PAGES 28 & 29 UNLESS THIS IS AN AMOUNT ONLY REQUSITION

Amount Only (AOPO) requisitions are intended for renewals, maintenance service agreements,
professional services, rentals, and subscriptions/memberships. AOPO orders should not be used for
the purpose of tangible product purchases.

On the Create Requisition screen, appropriate information will need to be entered for the Amount Only PO.
All fields marked in RED below need to be completed.

« For Item Description, enter AMOUNT ONLY followed by the type of services the requisition entails.
This field will only fit 30 characters; include all remaining description details in the Additional
Information box.

Enter the Price and then enter a Quantity of 1.

Check if the Category defaulted, if not re-enter the Category Code.

In the Additional Information field include a description of the services, department, point of contact
and the term of the agreement.

% Check all three “Send to” and “Show at” boxes.

X3

¢

7
0.0

R/
.0

L)

When complete, click on Add to Cart at the bottom of the screen. Then click on Checkout at the top of the
screen to be directed to the Checkout Review and Submit screen.

Create Requisition 2

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

Item Details
| *Item Description | AMOUNT ONLY, ADVERTISEMENT SERVICES

_ 5000.00 *Currency |USD
1 *Unit of Measure EA
LA Q S ey

@ oL

Supplier
Supplier ID (0002004892 Q
Supplier Name THE SAN DIEGO UNION Q THE SAN DIEGO UNION Suggest New Supplier

TRIBUNE, LLC.
Supplier Item 1D

Manufacturer
Mfg ID Q
Manufacturer
Mfg Item ID
| Additional Information | /
ADVERTISEMENT SERVICES = B[

PURCHASING DEPARTMENT
JULY 1, 2016 - JUNE 30, 2016

—> [¥] send to Supplier —— [¥] Show at Receipt = [¥] Show at Voucher

Request New Item
B Request New Item A notification will be sent to a buyer regarding this new item request.

Add to Cart

28



| At the Checkout - Review and Submit screen, click on the icon below Details.

Checkout - Review and Submit

Review the item information and submit the req for approval. f i
7 .‘@’.
My Preferences Requisition Settings

Requisition Summary

Business Unit DIS0T  Q District Operations 8id No/Quote AMOUNT ONLY, ADVERTISING SRVC |
"Requester KMUNOZ Q. Kiistina Munoz Priority
*Currency |USD
Cart Summary: Total Amount 4000.00 USD I
Expand lines to review shipping and accounting details 9 AddMore tems l
Requisition Lines (7
Line Description ltem ID Supplier Quantity UOM Price Total Details  Comments Delete
b 1 o AMOUNT ONLY, THE SAN DIEGO UNION 1 EACH [ 400000000 4000.00 B i |
a r? ADVERTISEMENT SER TRIBUNE, LLC. =

After clicking on the Details icon, the following box will appear. Check the Amount Only box in Item Details.
Scroll down the screen and click OK.

Line Details (2

Mol
e Line 1 2" AMOUNT ONLY, ADVERTISEMENT SER Line Status  Open
= Item Details (2
Merchandise Amount 4000.00 USD [C] RFQ Required
item ID ["] Device Tracking
Category  425-48 |_| zero Price Indicator
Original Substituted Item Amount Only
Description = .
["Tinspection Required
Physical Nature | Services [=[
Buyer |[ECOOK (s}

Buyer Information

Configuration Info

A pop-up message will appear; click Yes to be directed back to the Checkout — Review and Submit screen
to continue the requisition.

mit
req for approval.
- My Preferences 3 Requisition Settings

[DISD1 e
s | Message
[KMUNOZ
lusD ] The quantity will be set to 1 for an amount only line. The system will reprice the line. Continue? (10150.238)
> The Requisition quantity will be set to 1 for an amount only line, the system will reprice the requisition line for you.
sunting )

Yes [ No |

item 1D Supplier Quantity uUomM Price Total
AMERICAN PEST [ 1] EACH 250.00 250.00

CONTROL
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**NOTE: ALL DOCUMENTS MUST BE ATTACHED AS ONE SINGLE ATTACHMENT

Next, add all supporting documents to the requisition. This should be done on Line 1 of the requisition under
the Comments field. Click on Add to upload all attachments.

Checkout - Review and Submit

Review the item information and submit the req for approval.

F 0
7 WMy Preferences Requisition Seffings
Requisition Summary

Business Unit DISOT | Q District Operations Bid NoiQuote |CHAIR FOR MAIN OFFICE
“Requester KMUNOZ 1 Kristina Munoz Priority [Medum [~]

*Currency |USD

Cart Summary: Total Amount 250.00 USD

Expand lines to review shipping and accounting details o Add More ltems

Requisition Lines (?

Line Description ltem ID Supplier Quantity uom Price Total Details  Comments Delete
) F]1 on CHAR STEEL CASE, UNISOURCE 1 EACH 25000 25000 -
B 7 ‘EASY " CHA SOLUTIONS B a

Next, click on Add Attachments and select the correct file from the appropriate folder, then click Upload.

Line Comment

Business Unit DIS01 Requisition Date 06/24/2016
Status Open

Line 1
Comments Find First ‘&’ 1 of1 &’ Last
Use Standard Comments Entered On: == |
. el 3
[] send to Supplier [] Show at Receipt [C] show at Voucher
1 Add Attachments |

> Attachments

OK | | cancel

Once the attachments have been uploaded, the following screen will appear. After verifying the attachments,
check all three “Send to” and “Show at” boxes below. Click the Send to Supplier box, and then check OK to
save and return to the checkout screen.

Line Comment

Business Unit DIS01 Requisition Date 06/28/2016
Status Open
Line 1
Comments Find First &) 1o0of1 &) Last
Use Standard Comments Entered On: 06/28/2016 9:24:59AM ==
1 e

'Hé Send to Supplier % Show at Receipt % Show at Voucher
[ Add Atiachmenis |
- Attachments

Attached File User/Date Time View Send to Supplier
. - KMUNOZ2016-06-28- 1 =1 —
1 Unisource_Solutions. pdf 41.10.26.195 | View HEa)] =l

1 OK ]| Cancel
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**NOTE: Freight must be added as a separate line item using Category Code 962-86.
*NOTE: Attachments should only be added to LINE 1 of the requisition.

*NOTE: DO NOT add Sales Tax as a line item. Tax will be allocated to the PO automatically.

If additional lines need to be added, click on Add More Items, then follow the same process as above.

In the Enter Requisition Comments box, enter the following information: Quote Number, Date, Campus,
Department, Room Number, Point of Contact and any special shipping instructions. Indicate if the end
location is different than the shipping location. Then check the Show at Receipt box.

Checkout - Review and Submit

Review the item information and submit the req for approval.

d dop
z My Preferences Requisition Settings
Requisition Summary

Business Unit DIS0T Q District Operations Bid No/Quote [CHAIR FOR MAIN OFFICE

"Requester KMUNOZ Q Kistina Munoz priority |Medum [v]

*Currency USD

Cart Summary: Total Amount 250,00 USD

Expand lines to review shipping and accounting details I‘{'r" Add More Items I

Requisition Lines (2

Line Description ltem D Supplier Quantity UoM Price Total Details  Comments Delete
b 711 o CHAIR, STEEL CASE, UNISOURCE 1] EACH 25000 250.00 Eh Y e i
B 7 EAsy ch SOLUTIONS : - B Ve 0
[ Select All/ Deselect All Selectlinesto: % Add to Favortes [0 Add to Template(s) [ Delete Selected {ZMass Change

Total Amount 250.00 USD

Shipping Summary

Edit for All Lines ’ ‘
r **NOTE: Do not add
Requisition Comments and Attachments attachments here.

Enter requisition comments All attachments ~

Quote # 1234, 6127/16, District Office, Purchasing, Rm. 270, Kristina Mufioz should be added as @

one single
attachment to Line 1
[[] send to Supplier Show at Receipt (] shown at Voucher o
of the requisition. Add more Comments and Attachments

Approval Justification k )

Enter approval justification for this requisition

ﬂﬁ Check Budget UZI" Pre-Check Budget
) Save & submit [ Save for Later 9F  Add More ltems 69 preyiew Approvals
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Use the Checkout — Review and Submit screen to review the order and make any necessary changes or

corrections. Click on the arrows on the far left of each Line item, and the corresponding Accounting Lines to
expand and review the information within.

Cheackout - Review and Submit
Review the item information and submit the req for approvall

# 2o
4 My Preferences Requisition Settings
Requisition Summary

Business Unit DISOT  Q District Operations Bid No/Quote |CHAIR FOR MAIN OFFICE
"Requester [KMUNOZ 1Q Kristina Munoz Priority [Vedum [~]
*Currency USD
_Cart Summary: Total Amount 250.00 USD
Expand lines to review shipping and accounting details 9P AddMore ltems

Requisition Lines (7

Line Description Item ID Supplier Quantity uom Price Total Details  Comments Delete
% N R CHAIR, STEEL CASE, UNISOURCE | 1| EACH 250.00 250.00 = ( §
E ¥ “Easy” i SOLUTIONS I B Ve @
Shipping Line 1 *ShipTo  |DISODO0270 [¢} Add Shipto Comments ~ Quantity 1 #H[E=]
Address 3375 Camino Del Rio = Edit Onetime Address Price 250.00 Price Adjustment
South .
San Diego, CA 92108-3883 Pegging Inquiry
: , Pegging Workbench
Attention To | PURCHASING RM 270 J e
Due Date [
BAccounu‘ng Lines
Distribute By  [Qy  [7] SpeedChart | Q

Accounting Lines Personalize | Find | View Al | €] B Fist (0 101 ) Last

[ Chartfieldst |I Chartfields2 '| Details || Details 2 || Asset Information '| Asset Information 2 || Budget Information ‘

Line Status Dist Type Quantity Percent Merchandise Amt GL Unit Entry Event
1 Open bis o [ 1 [ 100.0000) 2000DIS01 Q| la H[E

Once the requisition is complete, click on Check Budget at the bottom left of the page.

*NOTE: Requisitions that contain budget errors will not be saved or submitted. Budget errors will
need to be resolved with the appropriate person within your department.

2 Check Budget @ Pre-Check Budget
Save & submit 2 Save for Later aP Add More Items 63 preview Approvals
| Click OK on the pop-up message that appears below. |
Select lines to: [ig= Add to Favorites 3] Add to Template(s) [ Delete Selected ifmass ch
mre—— 251

Budget Checking will save your requisition in an Open Status. (18036,39) 1

In order to perform budget checking on this requisition, it must first be saved in an Open Status.
Press Cancel to return to your requisition without budget checking.

| oK ]| cancer |

. Receipt Shown at Voucher

Press OK to continue.

Add more Comr
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The Budget Check Status will show as VALID if the requisition has passed Budget Check and the system
will automatically issue a Requisiton ID number.

o) = =3 Budget Checking Statu
Check Budget <« Pre-Check Budget

Save & submit ] Save for Later qr Add More Items 63 preview Approvals

The Requisition ID is located at the top right of the Edit Requisition — Review and Submit page. Note the
Requisition ID number for your records.

Edit Requisition - Review and Submit

Revizw the item information and submt the req for approval

" ’
}
My Frefetences G Requisiton Setings
Requisition Summary
Business Unit ©=C' Distriet Operations
Requester K/UNOZ Keistina Muncz
"Cumency VS0

Once there is a valid Budget Check and a Requisition ID number is issued at the top of the page, scroll to
the bottom of the page and click on Save & Submit to save the requisition and submit it for approval,
sourcing, and dispatching to the supplier. The requisition remains editable while the status is open or
pending.

To save the requisition to be completed at a later time, click on Save for Later and note the requisition ID.

*NOTE: In order to save for later, the budget must be checked first and that will generate a Req ID number.

S| = / Budget Checking Status:Valid
Check Budget " Pre-Check Budget
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The final page is the Confirmation page. This is a summary of the requisition and includes all of the
approvals necessary to start the process of converting the requisition into a Purchase Order que. Once the
requisition is approved by the Buyer, a confirmation will be emailed to the requestor.

Confirmation

Yeour requisition has bean submited.

1
Requested For Kristina Munoz Number of Lines
_ 250.00 USD
Bid No/Quote DOR0003147 Total Amount
= s 250.00 USD
Requisition ID COR0003147 Pre-Encumbrance Balance
Business Unit DIS01
Status Pending
Priority NMNedium
Budget Status wztd
= Wiaws printable version & Ediz This Requisiton EChec-‘k Sudget T Fre-Check Budget

Req Approval
~ Line 1:Pending
Duracen c?gp-eﬂ'-cpAMkallr.e Eatteres, 167K
Diatrict Req Approval

Pending
[C) Wichmann, Nancy
SDCCOD Sudgel ApFrovers

[E]Start New Path

Not Routed
fuliple Approvers

Skipped
| SRIPDPL -
—{=— & Roaes Prmary Suyes

NO Spprovars flound
SDCCTD CGSF Approwvers Ore

=

=t
=t

~ Line 2:Pending
Duracel Quantum Alkaline AA Satlen2s. 1657k

District Req approval I

[E]Star Neawr Path

FPending Skipped Not Routed
@ Wichmann, Nancy ep NO Spprovars found KNukiple Approvers
SDCCO Bucger Approvers P| =L soccocasFapproverzore | TIET? | &3 Route 1o Srmary suyer | 12

To check the status of the requisition in PeopleSoft, use the following navigation to access Manage
Requisitions:

% Main Menu>Financials 9.2>eProcurement>Manage Requisitions
Select the Business Unit and enter the Requisition ID number then click search. To expand the details of
the workflow, click on the triangle to the far left under Req ID. Here, the status of the order can be reviewed
by clicking on any of the highlighted icons below. An un-highlighted icon means that there has not been any
activity in that field yet.

**NOTE: Icons for Inventory & Returns fields are currently not in use.

Manage Requisitions

i Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

[(Business unit}oisoi (¢} Bid No/Quote Q
o’Roouam la Request State[ All but Complete =] Budget Status | =]
Date From | |E) Date To [07/05/2016 |
Requester KMUNOZ (e} Entered By | lQ POID| Q

Search Clear \ Show Advanced Search

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req 1D Bid No/Quote BU Date Request State Budget Total
—> [ Jooroooz147 poR0003147 DISO1 0612212016 Received Valid 363.69 USD [Select Action] El o |
Requester Kristina Munoz Entered By Kristina Munoz Priority Medium
\ Pre-Encumbrance Balance 0.00 USD
== — . R
= &= = el =
== 1= ki =55 ==} \I]
S Purchase Change P - %
Requisition Approvals Inventory Orders Request Receiving Retumns Invoice Payment
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Below are the next steps in the workflow process after a requisition has been
submitted:

APPROVALS: The requisition will move through the workflow approval process. If the requistion is denied
it will be routed back to the end user for corrections and/or additional information. If the requisition is
approved by all approvers, it will then be routed directly to the Buyer.

PURCHASE ORDERS: The Buyer will review the requisiton for accuracy. If all is correct, the Buyer will
process the requisiton and dispatch a Purchase Order. Purchase Orders are dispatched directly to the
supplier via the email address in PeopleSoft. If the requisition is denied, it will be routed back to the end
user for corrections and/or additionl information.

CHANGE ORDERS: Changes that need to be made to a Purchase Order after it has been dispatched to
the supplier, will require a change order. Change Orders must be initiated by the end-user at the requisition
level. This allows for review and workflow approvals. Once approved, the Purchase Order will then be
updated and sent back to the supplier via email. Please refer to the step by step tutorial for end users
regarding the Change Orders process that starts on page 36 of this manual.

RECEIVING: End users should not accept deliveries; instead, re-route the suppliers to the
Stockroom/Distribution Center so the ordered items can be received into PeopleSoft. District Office, DSC,
and Continuing Education receiving needs to be processed through the Distribution Center as well.

As a reminder, end users are NOT to receive items in PeopleSoft. If the item(s) were delivered directly to
the end user, then the end user will need to contact the appropriate Stock Room/Central Distribution
Center within 48 hours of receipt of goods to notify them that the order has been received.

All tangible items must be received in PeopleSoft. If goods are not received in PeopleSoft, this will cause a
Match Exception at invoicing and could potentially delay payment to the supplier until the match exception
is resolved.

Receiving Contacts Per Location:

LOCATION CONTACT PHONE EMAIL

District Office / Continuing Ed | Gary Waldrop / Ernie Ueckert 619-388-1180 distributioncenter@sdccd.edu
619-388-7445
Miramar College Joshua Beall 619-388-7819 jbeall@sdccd.edu
Mesa College Frank Fernandez 619-388-2761 ffernand@sdccd.edu
City College Francisco Navallez 619-388-3292 fnavallez@sdccd.edu

**NOTE: All assets must be shipped to the Distribution Center at Miramar College with the exception of Mesa College.

RETURNS: See Return & Exchanges Policy at: http://bussrv.sdccd.edu/purchasing/employees.cfm. If you
need further assistance, contact the Stockroom/Distribution Center or contact the appropriate Buyer.

INVOICE: All suppliers invoices should be submitted directly to the Accounts Payable Department. Once
received, Accounts Payable will process the invoice.

PAYMENT - All supplier payments are processed by Accounts Payable. For questions regarding supplier
payments, please contact the Accounts Payable Department at 619-388-6554.

35



CHANGE ORDERS

R

The Change Order process is used when a Purchase Order has been created and something changes
(price increase/decrease, qty., item(s) are no longer available, etc.). All changes to a purchase order must
be initiated by the end-user at the requisition level. This allows for review and workflow approvals. Once
approved and processed, the PO will then be updated and emailed back to the supplier.

Below are the steps to process a change order for any Purchase Order that has not been received. If the PO
has been received, the end user will need to request from their respective Receiving Department to have
the PO “un-received” until the change has been processed. Once the change is complete, it is the end users
responsibility to notify receivers to re-receive the PO in PeopleSoft.
Use the following navigation to process Change Orders:

< _Finance Dashboard>Procurement>Manage Requisitions

(1) Finance Dashboard

11 raining (How 7o)

Create a Requisiton
AddUpdate Supplier
Recefve an fem
Requesta Payment
11 Travel & Expense
11 Manager Setf Senvice
Ml reports
st Employee Sell Senice
X anager set Seniee

1 Finance Ser Senice

Finance Self Service

New HCM and Finance Portal!

PeopleSoft Human Capital Management (HCM) has replaced the Colleague Human Resources
system and includes our new myPortal page. Please click on Read More for more information
and help. FINANCE menu options are now in the Finance Service Center - click on the MENU

tab above the District logo and click the Finance Service Center link to expand the Finance
Options.

g SANDIEGO
{@ @1 COMMUNITY COLLEGE
J DISTRICT

Employee Quick Links =

SANLIED SN SO SDEco
ONTINUNG
ONCOUE  Mei(ouse  MEAMR G

€ 5an Diego Community College District | Disclaimer
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*NOTE: To search for a Purchase Order or Requisition that needs to be edited. The Business Unit
and either the Requisition ID or the PO ID fields MUST be populated.

Enter the information in the fields in RED below and click Search.

Manage Requisitions

v Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business UnitlvﬂRM Q Bid NoiQuote| Q

Requisition ID ‘0‘ Request State All but Complete E Budget Status ]ﬂ
Date From| Bl Date To| ]
Requester| Q Entered By Q PO IDHIRO0O1 11 Q
Search Clear | Show Advanced Search

Once the correct Req ID number is located, click on the dropdown on the far right, select Edit and click GO.

**NOTE: If you do not have the Edit option, notify your campus Business Services Office to obtain
access. If you are at the District Office, contact IT to request access.

Requisitions (2)

To view the ifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

ReqlD Bid No/Quote BU  Dale Request State Budget Total
—> ) NRRODOIO3 415183 224/16 MIRO1  03/012016 PO(s) Crealed Valid 050.73 USDlEd“ Go

This pop-up message should appear stating, “The Requisition is approved”. Click OK on that message to
be directed to the Edit Requisition — Review and Submit screen below.

MEYJUESL DLALE| £V WML Wil isis =] DUUycL Juaiud E ELJ
Date To |06/07/2016 I
Message Q

Shoj
This requisition is approved. Editing this requisition may restart the approval process. (18036,6249)

Click OK to continue, or click Cancel to go back.

:k the Exp4

e a selectid :

U Di OK Cancel

[IRO1 0370172076 PO[S) Created vaid 95073 USDT=ur
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On the Edit Requisition — Review and Submit screen, click on the line item description to drill into any of
the line(s) that need to be edited/adjusted.

*NOTE: If there is a lock next to the line item, it cannot be edited. Contact the Buyer for assistance.

Edit Requisition - Review and Submit

Review the item information and submit the req for approval.

Requisition Summary
Business Unit IR0’
Requester CMORENCE

Currency USD

Cart Summary: Total Amount 930.73 USD

Expand lines to review shipping and accounting details

Requisition Lines 7

Line  Descrption [temID
' B 10LD RELEASE 3EA

P2 @ UNI-DIRECTIONAL
FIBERGLASS TAP

b3 & AN426AD3-5 RIVETS, 5LBS
ATS33

) 04 @ GLOVES® 10EA PKG OF 100

San Diego Miramar College

Cheyanna Morence

Supplier

AIRCRAFT SPRUCE &
SPECIALTY CO

AIRCRAFT SPRUCE &
SPECIALTY CO

AIRCRAFT SPRUCE &
SPECIALTY CO

AIRCRAFT SPRUCE &
SPECIALTY CO

¥

Bid NofQuote 41516322476

Requisition ID MRRO001031
Priority |Medium :

Track Batch 1

4 My Preferences

A
™ Requisition Settings

Current Change Reason

P

Quantiy UoM
3 EACH

100 EACH

5 EACH

0 EACH

Price
11475

1673

20688

11475

Total
W43

167.30

14344

11475

Defalls  Comments Delele

Edt

Edt

Edt

Edt
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On the Edit Requisition page under the Create Requisition field, adjustments can be made to the
description/price, or quanties of the requistion. Edit as many lines as necessary by following the process
above and click Apply to each. Add any additional comments in the Additional Information box below.

**NOTE: If you need to update the text within a PO, contact the assigned Buyer for assistance.

Create Requisition (2)

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

Item Details
*ltem Description |UNI-DIRECTIONAL FIBERGLASS TAPE 3" 100YDS

*Price | 1.573] *Currency [USD
*Quantity | 100 *Unit of Measure  [EA _
*Category |035-00 la, Due Date |03/15/2016 |5
Supplier
Supplier ID 0002001070 a
Supplier Name AIRCRAFT SPRUCE & SR AIRCRAFT SPRUCE & Suggest New Supplier
SPECIALTY CO

Supplier Item ID |01-06800 |

Manufacturer

MigiD | IQ

Manufacturer
Mfg Item ID | |

Additional Information

(D]

Send to Supplier Show at Receipt Show at Voucher

Request New Item

[ JRequest New Iitem A notification will be sent o a buyer regarding this new item request.

Apply
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Once completed, you will be routed back to the Review and Submit page. Scroll to the bottom of the screen
and click on Check Budget.

R Check Budget @ Pre-Check Budget
Save & submit lg Sa\le fDI' Later :3: Add More HEmS 66 Prevlew Approvals

Click OK on the pop-up message that appears below.

Total Amount

Message r

This action wil restart the approval process. Click OK to continue, or click Cancel to go back. (18036,12207)

OK | Cancel

- =4 F2l a e .

The Change Order box will appear. Please select a Reason Code (select the code that is most applicable).
In the comment box, provide a description of the change(s). At the end, add the end user/initiator’s initials
and date of change (see example). Then Check the Use Same Reason Code box then click OK. If the
reason is to increase/decrease an Amount Only, enter the new amount in the comments box.

Enter a reason code and comment for making changes that are being tracked.

—> Reason Code [QTYCHG Q
| .
> Comment | aqgded one additional item. &
KM 6/3/18

—_— Use Same Reason Code
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The final page is the Confirmation page and here the Change Request(s) is listed at the bottom of the
page. All Change Orders will go back through the workflow approval process, which is detailed below.

Once approvals are completed, the system will automatically notify the assigned Buyer that there is a

change to the Purchase Order.

Confirmation

Your requisition has been submitted.

Requested For Cheyanna Morence
Bid No/Quote 415454 02/26/16
RequisitionID MRR0001031
Business Unit MIR01
Status See Lines
Priority Medium
Budget Status Valid

Track Batch 2

8 ¢

View printable version Edit This Requisition ﬂa Check Budget

Number of Lines 11

Total Amount  939.50 USD

37.75 USD

il
% Pre-Check Budget

Req Approval

¥ Line 2:Pending
ENGINE OIL PRESSURE GUAGE
Miramar Req Approval

[Pending ] Not Routed

» Comment History

v Change Request/Line Approval Summary

Line Item Description Change Request

2 ENGINE OIL PRESSURE GUAGE  Created

bibebiled _ 'Not Routed
Omelas, Lynne Multiple Approvers 1 '
SDCCD Budget Approvers | 11 | (B MR01_ePro,Level Two_apprs | 17| (B

Line Re-Approval

Routed for Approval

(D ViewHide Comments
[#]Start New Path

'Not Routed

Multiple Approvers ' Multiple Approvers
SDCCD CGSF Approvers One _E!_’ @ Route to Primary Buyer _E

Personalize | View All | (2] 1of1
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DIRECT CONNECT (OFFICE SOLUTIONS) ORDERS

You can access PeopleSoft through the District website by selecting the Employee Resources tab, and
then navigating to the PeopleSoft My Portal link. You can also go directly to the link below in Internet

Explorer.
Use the following link: http://myportal.sdccd.edu/

**NOTE: Add this website to your internet favorites for easy access.

SAN DIEGO SANDIEGO SANDIEGO ?\NDIEGO SANDIEGO
i COMMUNITY COLLEGE OTVCOLLEGE | | MESACOLLEGE || M dzAMAR CONTINUING
7 DISTRICT OLLEGE EDUCATION

By logging into SDCCD’s PeopleSoft system, you are
agreeing not to disclose confidential information protected

by privacy laws. Unauthorized access and/or use of this
system is also prohibited!

Welcome.
Enter your SDCCD credentials below

Username

Password

IE}

M

Employee Self Service Finance Self Service
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To access the Create Requisition screen, click on the NavBar icon ©) in the top right of the screen. Then
click the blue Navigator icon and use the following navigation:

«» Financials 9.2>eProcurement>Requisition

NavBar: Navigator -]
BN 'SDCCD Developments >
Employee Seif-Service
Manager Self-Service

Items.

Suppliers

NavBar: Navigator

<= eProcurement

Buyer Center

Manage Requisitions

Manage Reqguisition Approvals
Receive ltems
Procurement Card Center
Reports

Administer Procurement

My Profile
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An alternative navigation to access the Create a Requisition screen is as follows:

+ Finance Dashboard>Procurement>Create a Requisition

Finance Self Service
@ Finance Dashboard
Requisition Seftings
'Tﬁ“”g(HWTﬂ} i Busiess Ut WRDT Q0 San Diego Mramar Colege Bid NolOuote
"Requester KROSAS A posss Kely Priosty Hedun v|
,\ o
*Comency us
i ]
e aReguision Default Options
) Defaut Ifyou seiecthis opton, e default specified below will be apped fo requisdion ines when there are no predefned values for these
fields
anage Requitons O overide IFyou select his open, he defauls specied below wil override any predefned values forthese Belds only non-blank velues are assigned
AddlUpdate Suppler Ling Defaults ¢
) Suppler Q Calegary Q
Receive an ltem
Supplier Location Q Unit of Measure EA Q
Request a Payment Bt a
Shipping Defaults
Travel & Expense v
I o StipTo DS Q Add One Tine Addrees
) M Due Dete i Attention
) VanagerSet e v
Distribution Defaults
l Repos 3 SpeedChart
Accounting Defaults Parsonaze | Find | 2] E Frst 4 foft ¥ Last
M Employee SeffSenvce Chartfieldsf | Charfields2 | Charfieldsd | Defads | Assetinfommation
Dt Petcent Location 6L Unit Account
X Manage et sence 1 0 Qs q 6 &
(I Fiance et ence
Ok || Canel

RQAY=0Q

New Window | Hep | Personalze Page |
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On the Requisition Setting page, click Override, skip all other fields and click OK at the bottom to advance
to the Office Solutions Create Requisition page.

Requisition Settings

Business Unit MRC1 Q San Diego Miramar College Bid NoIQuotel
"Requester KROSAS Q Rosas, Kelly Priority

*Currency USD

Custom Fields

Default Options (7

O Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.

If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values are assigned.

Line Defaults (2

Supplier Q Category \ Q
Supplier Location | Q Unit of Measure  EA Q
Byer | Q

Shipping Defaults
ShipTo | Q Add One Time Address
Due Date [ Attention | |
Accounting Defaults Personalize | Find | @[ @ First ‘4 1of1 b Last

| Chartfelds? | Detals | AssetInformation | [F=H)

Percent Location GL Unit Fund Dept Activity Account Oper Unit PC Bus Unit  Project

| | Q| QL& & Q| Ql Q| Q|

«| M ] )

0K _J| Camcel |
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following login information:

R

+» User: sdccdpc
+ Pwd: sdccdpc@

your browser.

To access the Office Solutions unique website for SDCCD, go to www.officesol.com and enter the

*NOTE: This site can be utilized for product search and pricing only. The Check-Out feature is not active in
this site. Orders must be placed through PeopleSoft using either Internet Explorer (IE) or Firefox as

To process with the order through PeopleSoft, click on the Office Solutions Punch Out link to be directed to
the ordering website. Refer to page 64 of this manual to review the OS Quick Express Reference Guide.

== Create Requisition 2
Welcome Rosas, Kel
o @ Home
Request Options ~ ~ Search
Enter search criteria or select y
from the menu on the right to '@ Web
begin creating your requisition. Browse Supplisrehcite
Office Solutions Punch Out
Templates
Browse Company and Personal
Templates

g Create Requisition

! ? 0 Lines

7 My Preferences Requisition Settings

Search Advanced Search

<y Favorites

Create a non-catalog request Browse Favorite ltems and Services

ePro Services

@ Recently Ordered
Request Services

View recently ordered items and
services

SUPLIES

RULER, 3 PACK

TAPE, CORRECTION, 5 PACK

TAPE, SCOTCH

PENCILS, NO 2

More.

Fixed Cost Service
Variable Cost Service
Time and Materials

**NOTE: The minimum order amount is $35.00; before tax. The order will not be moved into PeopleSoft
from this Office Solutions online system until your total order is $35.00 or more.

Use the search field to find items to be purchased. Add selected items in the appropriate quantities to the
shopping cart. When complete, click View Cart to review the order. Then Checkout to be transferred to
PeopleSoft’s Checkout — Review and Submit page.

Click to Cancel and retum without saving any of your selections.

[Office Solutiuns T
"~ Problem solved. _B'

Browse /Home | My Account ~

>

& welcome

@ 800.859.0128
Wrra here 1o el Give us a cal

Technology Office Supplies

Maintenance & Breakroom

$2p LiveChat

Furniture

Bt Q Ink & Toner
& rinder

Read the Press Release

Advancing Hope

=11

Your Modern Breakroom

Try before you buy!
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Use the Checkout — Review and Submit screen to review the order and make any necessary changes or

corrections. Click on the arrows on the far left of each line item to expand and review the information
Accounting Lines.

in the

Click on Select All/Deselect All and then Mass Change to identify Ship To and Accounting Information.

Checkout - Review and Submit

Review the item information and submit the req for approval. " ﬁ
u My Preferences Requisition Settings
Requisition Summary
Business Unit MIROT Q@ San Diego Miramar College 8id NofQuote |
*Requester KR_OS_AS Q Rosas, Kelly Priority Medium | :

*Currency USD

Ca(l Sum_m_a_ny: Tota! Amount 42_.83 Usp

Expand lines to review shipping and accounting details 9 AddMore hems

Requisition Lines (2

Line  Description ltem ID Supplier Quantity uoM Price Total Details
1 Mesh Desk Organize, OFFICE SOLUTIONS 1 [EACH 4283 4283 B
Vertica
[ Select All/ Deselect Al Selectlinesto: [ £ Add to Favorites 02 Add to Templatels) [ Delete Selected {2 Mass Change
Total Amount 4283 USD

Comments Delete

Qg 0O

click OK.

In the pop-up, enter the Ship To location and the appropriate Accounting Information in fields below and

Edit Lines/Shipping/Accounting for Selected Lines

Line Information (2)

Help

Note: The inforrmation below does not reflect the data in the selected requisition lines. When the "OK" button is clicked, the data
entered on this page will replace the data in the corresponding fields on the selected lines that are available for sourcing.

Supplier ID | | Supplier Location I:IQ
Buyer| =% Category [
Shipping Information /
Ship To Location [DISCDCO0100 (&3
Address Add One Time Address
I e —
Attention | ]
Comments

| Accounting Lines |

Please enter GL Business Unit before selecting other chartfield values
Accounting Information Personalize | Find | I @ First 4 10f1 ) Last
| chartrielas1 || Details || Assetinformation | [=»

Percent Location GL Unit Fund Dept Activity Account Oper Unit
— — — — r—
1] ] [ | [MIRD1 | [1110 |y [74300 | (677020 |, [a002 J< | <
< [ 1 ] | |

Load Values From Defaults
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| Click OK on the Distribution Change Options pop-up message that appears. |

Distribution Change Options
Help

For the selected requisition lines that are available for sourcing, apply distribution changes to

) All Distribution Lines
Apply changes to all existing distribution lines.
@ Matching Distribution Lines

Apply changes to each existing distribution line by matching the distribution line numbers.

@ Replace Distribution Lines
Remove the existing distribution lines and replace with the distribution lines changes.

I OK I f Cancel I

The Requisition Comments field MUST include the following information:

+ Campus/Location, Department, Building, Room Number, and Requestor’s First and Last
name.

After entering information above, check the Send to Supplier and Show at Receipt boxes.

Requisition Comments and Attachments

Enter requistion comments /

CampusiLocation, Depariment, Bldg., Room Number, Requestor's First and Last Name

IV Send to Supplier ¥/showat Receipt [ Show at Voucher i

Once the requisition is complete, click on Check Budget at the bottom left of the screen.

**NOTE: Requisitions that contain budget errors will not be saved or submitted. Issues with budget
errors will need to be resolved with the appropriate person within your department.

ﬂa Check Budget n; Pre-Check Budget

Save & submit ] Save for Later ot Add More Items 63 preview Approvals
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| Click OK on the pop-up message that appears below.

Select lines to: [28- Add to Favorites 23] Add to Template(s) Tl Delete Selected {ehMass Ch

251
Message

Budget Checking will save your requisition in an Open Status. (18036,39)

In order to perform budget checking on this requisition, it must first be saved in an Open Status. Press OK to continue.
Press Cancel to return to your requisition without budget checking.

I oK I | éancel

Receipt Shown at Voucher

Add more Comr

The Budget Check Status will show as VALID if the requisition has passed Budget Check and the system
will automatically issue a Requisiton ID number.

= Budget Checking Statu

Eﬁ Check Budget ﬂz!' Pre-Check Budget

Save & submit ] Save for Later ar Add More Items 63 preview Approvals

The Requisition ID is located at the top right of the Edit Requisition — Review and Submit page.

**Note the Requisition ID number for your records.

=== Edit Requisition - Review and Submit

Review the item information and submit the req for approval.

4 258
j* My Preferences Requisition Settings
Requisition Summary

Business Unit [MIR0T | San Diego Miramar College

Requester [KROSAS Rosas, Kelly

*Currency |USD

Once there is a valid Budget Check and a Requisition ID number is issued, scroll to the bottom of the
screen and click on Save & Submit.

o) ii=| Budget Checking Status:Valid
Check Budget « Pre-Check Budget

| Save & submit | ® Save for Later qr Add More Items 63 preview Approvals
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The final page is the Confirmation page. This is a summary of the requisition and includes all of the
approvals necessary to start the process of converting the requisition into a Purchase Order. Once the
requisition is approved by the Buyer, a confirmation will be emailed to the requestor.

= Confirmation

Your requisition has been submitted.

Requested For Rosas, Kelly Number of Lines 1
Bid No/Quote MRR0O002463 Total Amount 42.83 USD

Requisition ID MRRO002463 Pre-Encumbrance Balance

Business Unit MIR01
Status Pending

Priority Medium

Budget Status Valid

=
= View printable version & Edit This Requisition ﬂa Check Budget " Pre-Check Budget
Req Approval
Line 1:Pending (view/Hide Comments
Mesh Desk Organizer, 1 Vertical/3 Horizontal Sections, 16 1/4 x 9 x 8, Black @S!Sﬂ New Path
District Req Approval
Skipped Skipped Skipped Pending
No approvers found » No approvers found b Rosas, Kelly » Multiple Approvers
g!’ SDCCD Budget Approvers é!o SDCCD CGSF Approvers One —’Ei Route to Primary Buyer C") Error Step _El

021517 - 8:57 AM
Comments

pe
T
T
=
X
X
o
o
@]
]
=]
1]
0

Create New Requisition % Manage Requisitions

To check the status of the requisition in PeopleSoft, access the Manage Requisition screen and use the
following navigation:

@,

<> NavigationLO}Navigator >Financials 9.2>eProcurement>Manage Requisition

Enter the Requisition ID number and click search. Click on the grey arrow to the left under Req ID to
expand the details of the requisition. Here the status of the requisition can be reviewed.
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ARMA RULES

The ARMA format will be required to approve requisitions and dispatch purchase orders for consistency and
clarity of receiving. To ensure that your orders are processed, please follow these formatting rules:

ARMA Item Description: Noun, Description, Manufacturer (if applicable), Model/Product Number

1.

The NOUN is always FIRST, followed by the description, then the manufacturer if applicable, and finally
the model or product number.

Example A: TYPEWRITER, ELECTRIC, IBM, MODEL 8533

Example B: BOOK, ENGLISH FOR EVERYONE, ISBN 0-123-456-78 — (Note: Publishers rarely look at
the title when filling orders. So it's very important to have the ISBN number correct.)

Example C: CONSULTANT SERVICES, FOR GRANT WRITING Equipment

When purchasing equipment, all options, components, and enhancements should be bundled with the
equipment. However, separate operating pieces of equipment which may function independently of the
equipment, should be separated (its own line item).

EXAMPLES:

COMPUTER, SDCCD Q87M-E/CSM MT BASE SYSTEM MATX BLK

3EA $710.00 EA $2,130.00

031206 INWIN CASE Z589T.E350TBL USB 3.0 MATX 80+ 350W 3 $0.00 EA $0.00
RG1551 ASUS MB Q87M-E/CSM LGA1150 A/V/GBE VPRO MATX 3 $0.00 EA $0.00
UK1833 INTEL CPU 15-4690 3.5GHz/6M 4C 8T LGA1150 3 $0.00 EA $0.00
#BX80646154690

TX1345 KINGSTON DDR3 2GB 1600MHZ CL11 #KVR16N11S6/2 6 $0.00 EA $0.00
PK0308 WESTERNDIGITAL HD 500GB SATA 7200 RPM 64MB #WD5003AZEX 3 $0.00 EA $0.00
031637 ASUS DVDRW +/- CDRW SATA BLK OEM# DRW-24F1STG 3 $0.00 EA $0.00
031730 MICROSOFT OS WIN 10 HOME OEM 64BIT 3 $0.00 EA $0.00

007208 LABOR - INSTALL SDCCD W7P 64BIT IMAGE 3.00 $0.00 HOUR $0.00
005004 STI BASIC SYSTEM CONFIGURATION 3 $0.00 EA $0.00

005008 STI 4 YEAR ONSITE WARRANTY 3 $0.00 EA $0.00

SERIAL STI SYSTEM SERIAL NUMBERS 3 $0.00 EA

KEYBOARD, KB 600 WIRED BLK USB ONLY #ANB-00001, P/N# V29332 MICROSOFT
3EA $10.00 EA $30.00

MOUSE COMFORT 4500 BLACK #4EH-00004, P/N# KL3561, MICROSOFT
3EA $15.00 EA $45.00

MONITOR LCD 22" WIDE 1680X1050 W/SPKR, P/N#PC1881,NEC
6EA $212.00 EA $1,272.00

ELECTRONIC WASTE FEE-15 TO 35 INCHES, P/N# EWRF15
6EA $4.00 EA $24.00

IF TABLETS ARE ORDERED IN LOTS, THEY MUST BE LISTED AS EACH AND NOT AS A LOT.

EXAMPLE: IPAD, APPLE 9.7 PRO, 128GB 15EA $729.00 (NOT 1LT @ $10,500)
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ALL INDIVIDUAL INFORMATION TECHNOLOGY ELECTRONIC COMPONENTS OVER $200, NEED TO BE
LISTED AS A SEPARATE LINE ITEM. THEY SHOULD NOT BE LISTED AS A LOT/KIT.

For Systems Furniture or Furniture orders EXAMPLES ARE:

WORKSTATION, 8.5x9L, (5) TACKBOARDS, (3) SHELVES, (2), TASKLIGHTS, (2) OVERHEADS, BBF
PEDESTAL, LATERAL FILE, CHERRY LAMINATE, GREEN FABRIC, METALLIC PAINT 1 LT $2,122.36

CABINET, PEDESTAL, MOBILE, METAL 1EA $285.33

BOOKCASE, 5 SHELF ADJUSTABLE 1EA $325.00

CABINET, LOCKER 1EA $465.00

CABINET, LATERAL FILE, 2-DRAWERS, 36W METAL 1EA $378.49
CHAIR, HIGH BACK LEATHER, ADJUSTABLE 5EA $645.00

RULE IS THAT IF THE FURNITURE IS NOT BOLTED, GLUED, AND/OR WEILDED TO EACH OTHER, IT
NEEDS TO BE LISTED AS A SEPARATE LINE ITEM. SYSTEMS FURNITURE ORDERED IN LOTS MUST BE
LESS THAN $4,500. ANYTHING OVER THAT MUST BE LISTED AS SEPARATE OR AS ANOTHER LINE ITEM.
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CATEGORY CODES

CODE DESCRIPTION SHORT DESCRIPTION
005-00 Abrasive Equipment and Tools Abrasive
010-00 Acoustical Tile, All Types Acoustical
015-00 Addressing, Copying, Mimeograph Machine Supplies Addressing
025-00 Air Compressor and Accessories Air Comp
031-00 Air Conditioning, Heating, and Ventilating: Equipment, Part Air Con
035-00 Aircraft and Airport, Equipment, Parts, and Supplies Aircraft
037-00 Amusement, Decorations, Entertainment, Toys, Etc. Amusement
040-00 Animals, Birds, Marine Life-Live and Accessories Animals
045-00 Appliances and Equipment, Household Type Appliances
050-00 Art Equipment and Supplies Art Equip
052-00 Art Objects Art Object
060-00 Automotive Maintenance Items and Repair/Replacement Parts Automotive
060-09 Batteries For Electric Vehicles -Including Recycled Types Batteries
060-12 Batteries, Storage Including Electrolyte and Recycled Types Batteries
060-35 Cooling System: Radiators, Complete and Cores; Thermostats CoolingSys
060-38 Engines, Diesel -Automotive and Replacement Parts Engines
060-39 Engines, Dual Fuel, Automotive and Replacement Parts Engines
060-40 Engines, Gasoline: Complete, Short Block, and Parts Engines
060-41 Exhaust System: Clamps, Exhaust Pipes, Mufflers, Tailpipes ExhaustSys
060-47 Fuel System: Carburetors and Kits, Fuel Pumps, Tanks and Cap Fuel Sys
060-57 Glass and Supplies: Door, Windshield, etc. Glass
060-61 Hydraulic System Components and Parts Hydraulic
060-63 Ignition System: Coils, Condensers, Points, Rotors, Spark Pl Ignition
060-87 Tire and Tube Repair ltems Tire, Tubes
070-00 Automotive Vehicles and Related Transportation Equipment Automotive
075-00 Automotive Shop Equipment and Supplies Automotive
080-00 Badges, Emblems, Name Tags, and Plates, Jewelry, Etc. Badges
090-00 Bakery Equipment, Commercial Bakery Eq
095-00 Cosmetology Equipment and Supplies Cosmetolog
100-00 Barrels, Drums, and Hazardous Waste Containers Barrels
101-21 Freight and Cargo Containers, Shipping FREIGHT AN
150-02 Adhesives, Bonding Agents and Cement Antifreeze Adhesives
150-04 Aluminum Extrusions For Fabricating Window and Door Screens Aluminum
150-06 Builders Paper, Kraft Types Not Felt and Tar Paper Build Pap
150-07 Boxes, Shoring For Construction Worker Protection Boxes
150-08 Cabinets, Counters, Shelves, etc., Ready-Made Cabinets
150-09 Casement Window Hardware: Latches, Operators, and Handles Casement
150-10 Construction Materials Not Otherwise Classified Construct
150-11 Ceiling Coffers Ceiling Co
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150-12
150-14
150-15
150-16
150-17
150-18
150-19
150-20
150-21
150-33
150-34
150-49
150-51
150-83
150-92
155-00
165-00
175-00
200-00
204-13
204-32
204-33
204-37
204-53
204-54
204-60
204-64
204-68
204-69
204-72
204-76
204-77
204-80
204-90
204-91
207-00
207-72
208-39
208-42
208-60
208-65
208-69
208-80

Cement, Concrete, Lime and Plaster Mixes, Sacked LTL Quanti
Cement, Quick Setting, Sacked

Concrete, Polymer, All Types

Curing Mixtures, All Types For Curing Concrete

Chutes, Linen Laundry

Door Bells, Chimes and Hardware

Door Operators Not Door Closers: Chain Hoist Type, Electric
Door Openers and Parts, Electric

Doors, All Types

Grout, Drywall

Handrails, All Types

Millwork: Counters, Custom-Made Cabinets, Shelves, Stairs
Moldings, All Types

Tile, All Types

Windows, All Types

Buildings and Structures: Fabricated and Prefabricated
Cafeteria and Kitchen Equipment Commercial

Chemical Laboratory Equipment and Supplies

Uniforms, Clothing, Athletic, Apparel, and Accessories
Cables: Printer, Disk, Network, etc.

Drives, External Jump Drives, Flash Drives, etc.

Drives, Compact Disk CD ROM, DVR, etc.

Drives, Tape

Microcomputers, Desktop or Tower based

Microcomputers, Handheld, Laptop, and Notebook
Monitors, All Types

Network Components: Adapter Cards, Bridges, Connectors
Peripherals, Miscellaneous: Keyboards, Graphic Digitizers, L
Computer Hardware Maintenance Fees

Power Supplies and Power Related Parts, Internal

Printers, Inkjet

Printers, Laser

Printers, Thermal

Scanners and Readers, Bar Code, Point of Sale Scanners, etc
Servers, Microcomputer Application, Database, File, Mail
Computer Accessories And Supplies

Toner and Ink Cartridges

Desktop Publishing

EDI- Electronic Data Interchange Translator Software, Micro
Medical Software, All Types

Point of Sale Software

Software Maintenance Fees

Software, Microcomputer

Cement
Cement
Concrete
Curing Mix
Chutes
Door Bells
Door Oper
Door Open
Doors
Grout, Dry
Handrails
Millwork
Moldings
Tile, All
Windows
Buildings
Cafeteria
Chemical
Uniforms
Cables
Drives, Ex
Drives, Co
Drives, Ta
Microcomp
Microcomp
MONITORS,
Network Co
Peripheral
PC HW MNT
Power Supp
Printers
Printers
Printers
Scanners
Servers
Computer
Toner
DesktopPub
EDI

Medical SW
Pos SW
SW MAINT
Software
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208-81
208-82
208-86
208-90
232-00
260-00
265-00
269-00
287-00
287-12
295-00
305-00
325-00
330-00
335-00
340-00
345-00
350-00
360-00
365-00
393-00
395-00
405-00
420-04
420-08
420-13
420-25
420-56
420-59
420-93
425-03
425-06
425-14
425-20
425-40
425-47
425-48
425-50
430-00
445-00
450-06
475-00
485-01

Software For Computer Software Training

Scientific, Statistical, Engineering, Mathematical, and Mapp
Sound or Music Editing Software, Microcomputer

Utilities: Back-up, Batch File, Firewall, Menus, Op Sys
Crafts, General

Dental Equipment and Supplies

Window Coverings: Draperies, Curtains, and Blinds
Pharmaceuticals

Electronic Equipment and Supplies

Batteries

Elevators, Parts, Accessories and Maintenance
Engineering and Architectural Equipment and Supplies
Feed, Bedding, Vitamins, Supplements for Animals
Fencing and Related Supplies

Fertilizers and Soil Conditioners

Fire Protection and Equipment Supplies

First Aid and Safety Equipment and Supplies

Flags, Flag Poles, Banners, and Accessories

Floor Covering Materials and Supplies

Floor Maintenance Machines, Parts, and Accessories
Food: Staple Grocery and Grocers Miscellaneous Items
Forms, Computer Paper, Form Labels, Preprinted

Fuel, Oil, Grease, and Lubricants

Auditorium, Stadium, Team Seating Furniture and Portable
Cafeteria Furniture, Chairs and Tables Incl. Stacking Types
Childrens Furniture Incl. Stackable Types

Folding Chairs and Tables, Plastic or Resin

Library Furniture

Lounge Furniture

Stools

Bookcases and Bookshelves, Metal and Wood

Seating, All Types

Credenza

Furniture: Classroom

Filing Cabinets: All Types

Floors, Raised Access Type For Data Processing Equipment
Furniture, Office

Key Storage Cabinets and Files

Gases, Containers, Equipment: Laboratory, Medical, and Weldi
Hand Tools Powered and Non-Powered, Accessories and Suppli
Batteries

Medical Equipment and Supplies

Ammonia and Other Chemicals, Household Plain or Sudsing

Software
Scientific
Sound or M
Utilities
Crafts
Dental Equ
Window Cov
Pharmaceut
Electronic
Batteries
Elevators
Engineerin
Feed, Bedd
Fencing
Fertilizer
Fire Prot
First Aid
Flags

Floor Cove
Floor Main
Food Stap
Forms, Com
Fuel, Oil
Auditorium
Cafeteria
Child Furn
Fold Chair
Library
Lounge
Stools
Bookcases
Seating, A
Credenza
Furniture
Filing Cab
Floors
Furniture
Key Store
Gases
Hand Tools
Batteries
Medical Eq
Ammonia
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485-04
485-06
485-10
485-11
485-12
485-13
485-16
485-37
485-40
485-44
485-50
485-53
485-54
485-55
485-64
485-65
493-00
493-05
493-42
493-62
500-00
515-00
540-00
545-00
560-00
570-00
575-00
580-00
590-00
600-00
600-15
615-00
615-05
615-09
615-14
615-15
615-19
615-23
615-41
615-62
615-67
615-72
615-73

Applicators, Floor Finish, All Types Except Brushes
Bottles, All Types

Brooms, Brushes, and Handles

Cleaner and Detergent

Polish, Metal For Brass, Stainless Steel, etc.

Cleaner, Hand and Skin, Synthetic Detergent Type
Cleaner, General Purpose, All Types
Detergent-Disinfectant, Liquid and Aerosol
Disinfectants, All Types

Dispensers, All Types

Door Mats, All Types

Dusters: Feather, Lambs wool, Split, etc.

Floor Polishes and Waxes, Floor Sealer, and Dust Mop Treatin
Floor Stripper and Cleaners

Janitor Carts and Bags

Janitorial Equipment and Supplies Not Otherwise Classified
Laboratory Equipment and Supplies

Laboratory Furniture

Gases and Chemicals

Pipets

Laundry and Dry Cleaning Equipment, Accessories, and Supp
Landscaping Equipment and Supplies

Lumber, Siding, and Related Products

Machinery and Hardware, Industrial

Material Handling and Storage Equipment and Supplies
Metals, Raw

Microfiche and Microfilm Equipment and Supplies
Musical Instruments, Accessories, and Supplies
Sewing Equipment and Supplies

Office Machines, Equipment, and Accessories
Calculator, Electronic

Office Supplies, General

Adhesives and Applicators: Glue, Mucilage, Paste, etc.
Binders: Chain, Post, Prong, Ring, etc.

Boards: Calendar, Schedule, Dispatch, Manning, etc.
Books, Office: Accounting, Address, Columnar, Composition
Calendars, Calendar Pads and Stands

Chair Mats Carpet Protectors, All Types

File Folders, All Types

Pads and Tablets, All Types

Paper Clips, All Types

Planners, Organizers

Recycled Office Supplies

Applicator
Bottles
Brooms
Cleaner
Polish
Cleaner
Cleaner
Detergent
Disinfecta
Dispensers
Door Mats
Dusters
Floor Poli
Floor Stri
Janitor
Janitorial
Laboratory
LAB FURN
Gases
Pipets
Laundry
Landscape
Lumber
Machinery
Material
Metals
Microfiche
Musical
Sewing Eq
Office Mac
Calculator
Office Sup
Adhesives
Binders
Boards
Books
Calendars
Chair Mats
File Folde
Pads
Paper Clip
Planners
Recycled
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615-75 Rubber Bands, All Sizes Rubber Ban
615-77 Rubber Stamps, Stamp Pads, Stamp Pad Ink and Stamp Racks Rubber Sta
615-81 Staples Staples
615-88 Tape and Dispensers, Office Type Tape
620-20 Erasers: All Types Erasers
620-79 Pens, All Types Pens, All
620-94 Recycled Pens and Pencils Recycled
630-00 Paint and Protective Coatings Paint
635-00 Paint Equipment and Accessories Paint Equi
640-00 Paper and Plastic Products, Disposable Paper
645-00 Paper for Office and Print Shop Use Paper
650-00 Park, Playground, Recreational Area and Swimming Pool Equip Park, Play
655-00 Photographic Equipment and Supplies Photograph
670-00 Plumbing Equipment, Fixtures, and Supplies Plumbing
680-00 Police Equipment, Supplies and Accessories Police Equ
680-02 Access Control Systems and Security Systems Access
680-04 Ammunition Ammunition
680-32 Burglar Alarms Burglar
680-34 Citation Issuance Devices and Supplies Citation
680-50 Guns, Stun Nonlethal, Incl. Taser Weapons Guns
680-52 Guns, Pistols, Rifles, and Shotguns Guns
680-87 Surveillance Cameras Equipment and Supplies Surveillan
700-00 Printing Plant Equipment and Supplies Except Paper Print Eqpt
715-04 Audio Books, All Types Audio Book
715-10 Books, Curriculum Guides, Directories, Magazines, Pamphlets Books
715-12 Books, Reference Incl. CD versions: Dictionaries, Encyclop Books
715-45 Laboratory Books, Research and Related Materials DNA, Genom Laboratory
715-46 Legal Books and Publications Legal Book
715-48 Medical Books and Publications Med Books
715-83 Textbooks, Adult Education Textbooks
715-88 Textbooks: College Level Includes Student and Teacher Edit Textbooks
720-00 Pumping Equipment and Accessories Pumping Eq
725-15 Communication Systems, Integrated COMMUNICAT
725-74 Two-Way Radio, Portable, Including Vehicle Relay System TWO-WAY RA
725-78 Two-Way Radio Receivers, Transmitters, Transceivers: Mobile TWO-WAY RA
726-00 Radio Communication, Equipment, Accessories and Supplies Radio Comm
735-00 Rags, Shop Towels, and Wiping Cloths Rags, Shop
790-00 Seed, Sod, Soil, and Inoculants Seed, Sod
801-00 Signs, Sign Material, Sign Making Equipment, and Related Sup Signs
803-00 Sound Systems, Components, and Accessories: Group Intercom Sound Sys
805-00 Athletic Equipment and Athletic Facility Equipment, Sporting Athletic
838-00 Telecommunication Equipment, Accessories, and Supplies Telecom
840-00 Television Equipment and Accessories Television
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855-00
860-00
863-00
875-00
880-00
880-43
880-67
895-00
906-00
908-00
909-00
915-00
915-75
918-02
918-06
918-07
918-14
918-15
918-19
918-25
918-26
918-28
918-31
918-32
918-38
918-41
918-42
918-43
918-52
918-66
918-71
918-74
918-75
918-76
918-80
918-91
918-95
918-97
925-00
926-00
936-00
954-00
961-00

Theatrical Equipment and Supplies

Tickets, Coupon Books, Sales Books, Strip Books, Etc.

Tires and Tubes, Supplies and Accessories
Veterinary Equipment and Supplies

Audio Visual Equipment and Supplies
Projection Screens

Projectors

Welding Equipment and Supplies
Architectural Services, Professional
Bookbinding, Rebinding, and Repair Services
Building Construction Services
Communications and Media Related Services
Telephone Services, Cellular

Audio/Visual Consulting Services
Administrative Consulting

Advertising Consulting

Appraisals Consulting

Architectural Consulting

Buildings, Structures and Components Consulting
Compliance Consulting, American Disabilities Act ADA
Communications: Public Relations Consulting
Computer Hardware/Software Consulting
Construction Consulting

Consulting Services Not Otherwise Classified
Education and Training Consulting

Energy Conservation Consulting

Engineering Consulting

Environmental Consulting

Food Service Consulting

Human Resources Consulting Services

IT Consulting

Legal Consulting

Management Consulting

Marketing Consulting

Moving/Relocation Consulting Service
Roofing Consultant

Telecommunications Consulting

Utilities: Gas, Water, Electric Consulting
Engineering Services, Professional
Environmental and Ecological Services

Equipment Maintenance and Repair Services for General Equip

Laundry and Dry Cleaning Services

Miscellaneous Services - Temp help, Catering, Chartering

Theatrical
Tickets
Tires
Veterinary
Audio Vis
Projection
Projectors
Welding Eq
Architectu
Bookbindin
Building C
Communicat
TELEPHONE
Audio/Vis
Admin
Advertisin
Appraisals
Architectu
Buildings
Compliance
Communicat
Computer
Construct
Consulting
Education
Energy Con
Engineerin
Environmen
Food Servi
Human Res
IT Consult
Legal Cons
Management
Marketing
Move/Relo
Roof Csult
Telecom
Utilities
Engineerin
Environmnt
Equipment
Laundry
Misc
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962-16
962-19
962-22
962-23
962-24
962-27
962-33
962-46
962-48
962-56
962-58
962-63
962-69
962-79
962-86
962-87
962-89
962-93
962-94
963-00
966-00
968-00
971-00
975-00
981-00
990-00

Bus Transportation Services, School

Cafeteria and Restaurant Services

Chemical Laboratory Services

Chemical Treatment of Boiler and Tower Water
Courier/Delivery Services

Document Shredding Services

Engraving Services; Awards, Trophies, Etc.
Installation & Removel Svcs.

Interior Design/Decorator Services

Moving Services

Professional Services Not Otherwise Classified
Piano Tuning Services

Personnel Services, Temporary

Sign Making Services

Freight, All Transportation of Goods

Travel, Local Provided by Third Party

Vehicle Transporting Services

Vehicle Registration Services

Water Service, Bottled

Non-Biddable Miscellaneous Iltems Associations, Fees, Dues

Printing and Typesetting Services

Public Works and Related Services

Real Property Rental or Lease

Rental or Lease of Automotive

Rental or Lease of General Equipment
Security, Fire, Safety, and Emergency Services

Bus Transp
Cafeteria
Chemical
Chemical
Courier
Doc Shred
Engraving
Install

Int Design
Moving
Profession
Piano Tune
Personnel
Sign Makin
FREIGHT
Travel
Vehicle
Vehicle
WATER SERV
Non-Bid
Printing
Public Wks
Real Prop
Rental
Rental
Security
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SAN DIEGO COMMUNITY COLLEGE DISTRICT
Purchasing and Contract Services

3375 Camino del Rio South Suite 270
San Diego, California 92108

619.388.6562
Fax619.388.6893

TO: Purchasing and Contract Services

FROM: | | DEPT:| |
DATE: | |

RE: Confirmation/Request for Remittance Requisition No. | |

Procurement of materials and services of the District is the responsibility for the Purchasing and
Contract Services Department. Except in an emergency, where health and safety are at risk, District
personnel are not authorized to commit with suppliers, contractors or consultants for the purchase of
goods or services. If an order is placed without a purchase order, the District is not obligated to

provide remittance. The following information and remediation plan is necessary before remittance
can be considered.

1. Thereason(s) proper purchasing policies and procedures were not followed:

Details of the emergency requiring the purchase prior to obtaining an authorized purchase
order:

3. What measures will be taken to avoid a similar circumstance from reoccurring?

4. If services were performed, what were the terms of the commitment; when did the service
begin and end, how was the pricing negotiated and evaluated?
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5. Attach copies of all documentation to this memo; including, invoice, packing slip, proof of
delivery, and a copy of the requisition.

NOTE: Submission of this request does not guarantee approval of remittance.

Requested by Date:
(Requestor Signature)

Approved by Date:
(Dean/Director Approval/Signature)

Approved by Date:
(Vice President Approval/Signature)

PURCHASING DEPARTMENT USE ONLY

Buyer: Date Received:

Req. No.: PO:

W-9 on file (Y/N)

Approved By: Date:
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STATUS DEFINITIONS

Purchase Orders

Initial

A PO has a status of Initial when it is first added to the system.
This status may change once a buyer is selected in the PO,
depending upon how the buyer is set up.

Open

If the buyer is set up with this Default PO Status, an initial PO
will become Open. A Template PO may always have an Open
status. A PO with this status cannot be budget checked.

Pending Approval

A PO cannot be budget checked or entered into the approval
process until it is in Pending Approval status. There is a
checkmark that shows on Open POs that can be clicked to
change the status to “Pend Appr.”

Approved

When the workflow approval process is complete, the PO
status changes from Pending Approval to Approved. After the
PO is approved, any change in amount or ChartFields causes
the system to return the PO status back to Pending Approval.
Approved POs are available for the PO Dispatch/Print process.

Dispatched

If the PO has been approved and has a valid budget status, the
PO status changes from Approved to Dispatched.

Canceled

Canceling an entire PO before it has been dispatched changes
the status to Canceled. Canceling cannot be reversed.

Pending Cancel

Canceling a dispatched PO changes the status to Pending
Cancel. The PO must be re-dispatched and budget-checked to
move the status from Pending Cancel to Canceled.

Complete

Running the Close Purchase Orders process changes the
status to Complete.

Approval Status

Initial The status of any PO or requisition when first brought into the
“Approve Amounts” process.

In Process If the requester or buyer cannot give full approval of a
requisition or PO, the status of In Process shows after the initial
approval is saved.

Complete The requisition or PO receives a Complete approval status

after the final approval has been done. These three approval
statuses will only show in the "Approve Amounts" screen.
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Requisitions

Open The Open status displays by default from the requester. This
status may change once a requester is selected, depending
upon how the requester is set up.

Pending Approval The requisition is not eligible for the approval process until an
authorized user changes this status to Pending. This may be
done by pulling in the requester or clicking the “Open”
checkmark to change the status to Pending.

Approved The requisition has been fully approved.

Line Approved This status means that one or more requisition lines have been
approved.

Denied The requisition has been denied by the Approver.

Canceled The requisition was canceled on the header.

Complete Running the Close Requisitions process changes the status to
Complete.

Receipts

Open Not all edits have passed. If any receipt lines have a status of
Open, the receipt header has a status of Open.

Received When all lines are in Received or Canceled status, the receipt
header will have a status of Received.

Hold Receipt is on Hold until released by user. This status may be
used when items are received damaged.

Moved This status occurs when the receipt has been interfaced with
Asset Management or Inventory in PeopleSoft.

Closed All interface requirements have been fulfilled and no further
processing is required. Running the Close Receipts process
changes the status to Closed.

Canceled The receipt has been Canceled on the header; the lines will go
to a Canceled status as well. Canceling cannot be reversed.

Budget Status

Not Chk"d (Not Checked) — Either the document has not been budget
checked or the budget checking process failed. This can
happen for reasons other than the accounting information being
incorrect.

Valid The PO or requisition has been successfully budget checked.

Error The document has failed to budget check because of an error

in the distribution information.
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Wil Solutions # 0S Express Quick Reference Guide

Problem Solved.

User Login Please login below
Enter Username Lsername Pazsword

<«—o Hit enter Key or click GO
Enter Password e U | y

Choose a Department

Select Department | (o select )

A-001 - Accounting
HR-002 - Hurnan Resources

| Select Department

Home Page
¥ Logout ¥ Browse / Home Saarch: [Erter Kinrword = [ 7 [0 Customn Stamps ad Specialties L
. — — - Search
(e \
Solutions G e ) . |
Probl e Ship To: OFFICE SOLUTIONS, Yorba Linds, C8 1 ®Customer Information
*roblem Solved

¥ VIEW CART 0 emis) §oo0

My Account )
ouick order «— [ *Quick Order

Favarities Lists

FR KEU RIG brewer Saved Cards \ . .

FE GRS N AL Co AL £ Approve Orders eFavorites Lists
wilh monthly coffee purchase. Crder History f Retums
Mew Products
¥ Representativ 5. ink & Toner Finder ® Saved Carts
My Ligar information
Bagin Menw Ordar

® Order History/Returns

Add items to your

Search
Search for an item by all words, any word, exact phrase and sku # (item #).

Quick Order
Enter the item number you wish to order and hit tab, enter the quantity (defaults to 1), hit tab.
If desired, enter a line comment, hit tab. After all item numbers have been entered, click on add to cart.

Favorites Lists

From your Favorites List, select the list you wish to order from. Check the items you wish to order, change the quantity if
desired and click on add checked items to cart. Or, click check all items and click add checked items to cart.

*Note: If you’'d like to return to a previous screen, use the “breadcrumb” method.
By clicking on any of the words in the “trail or breadcrumb”, you can go to the previous pages.

aintenance & Breakroom

o——p {ifice Supplies = Baneries & Elecuical Supplies = Bameries
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OS Express Quick Reference Guide

Product
Access a product page through a search or from your Favorites List
TO add the Item to your Farenites Lists > Company Favorite List > AVEOO166
order, enter quantity anery clﬂ:rsﬁppl;aﬁogﬁ —
in the Quantity Text s:?:'a"e“ MESia N Quitk Order
Box and click Add Femmriios Licts
Saved Cart:
To Cart = Super bonding adhesive is acid-free, ideal for photos n:;?mvegr:etﬁ (1)
« Dries clear and wrinkle-free Qrder Historyd Retuns
o Custorner f User Maintenance
. View Repors
If you add an item to a e W i = "
y ||St C|ick Add To our Price: s.g?fEA AL ::w&;::;c;isnus.
User Informati
Favorites s () B ot
~
=
View
Similar
v @ K
Addd To Mare  Larger
Fanvorites nfa image
Description = Top of Fage
Anideal crafling glue stick, this super-bonding adhesive is acid free and photo safe. It dries clear and winkle frée for a
picture-perfect finish. Washable. AP Certified nontaxic by ACMI
Save a Cart

If you would like to save your cart for later edits, after adding to cart, click

Then name the cart you would like to save.

Saved Carts
Name Catt: | Katie's Cart HEEED Cart )
Use a Saved
Saved Carts
Hame Car: i E Save Cart I Hote: Saving a cart will remaove the tems currently in your active cart.
Cart saved

To use a Saved Car,
click Usa.

Hote: Saving a cart will remove the items currently in your active cart.
Cart Namme Date Created Ordered By Ship To Amounnt

Kolie's Cart2 | 412172008 82552 AM Katie Canham OFFICE SoLUTIONS $37.41 [ View ][ 5§ use ) X Delete

When you click Use, the message below will appear. This message is explaining that your saved cart will
become your active cart and the ship to address from the saved cart will be applied.

Microsoft Internet Explorer

P | Using a saved cart will remove the items currently in your active shopping cart and your saved cart will become your
\T() active cart, Your ship o will be changed to the ship to of the saved cart. Are you sure?

Lok [ concel |

If you were previously working in an active cart, you must save it before using another cart or the items you are
currently working on will be deleted.
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OS Express Quick Reference Guide

Your Order

Click View Cart to see items in your current order.

To continue shopping: Click the Continue Shopping button.

Continue to add items to your cart through Search, Quick Order or from Favorites Lists.

To modify: Change the quantities and click Update Cart.

To submit order: Click Checkout. Complete required fields, click Next, review information and click Submit.

| ) 5ave cant ]r & Delete Cart ].: & Update Cant ]: B Checkout ]

Rm Haina Price oty Amount
Rem ANVESTED ManuTstiurer AVERY -DENRESON
Laser Address Labels wiSmooth Feed Sheets, 1 x 2-58, While, 3000 per
B ' e 280580 |3 35415 ()
Lirss Confirtesnd

Checkout
When checking out, be sure to fill in the Contact Name and PO if required by your organization.

-Htx'l ] )
- Required field
Bill Ta Ship To

Comparny Hama OFFICE SOLUTIONS Company Hame OFFICE SOLUTIONS

Fitst Name Krista Cortmct Nama®

Last Hame Elking s

Address® 23303 LA PALMA AVE s

Address 2 Addeess 2

City YORBSE LINDA City Torba Linda CA

Counfry Counfry 111

State/Provines  CA StatefFProvince  ca

Zip/Postal Code SZEETATTS ZipiPostal Code

Phone Humber 7148827412 Fhone Humber 714802 7442

Email Address Email Addrass

Payment Method
@' on Account
(O By Credit Card

P.O. Number 1234 ) | Department Mo. HR-002

When in Checkout, you still have the opportunity to edit your cart. Be sure the required fields are filled out

which will allow you to edit your cart then click Update.
S Update Cart

Delete Product ID Hame Price Oty Amaownit Line Comanent
* Lager Address Labels wiSmooth Feed Sheets,
AVESIED 1 % 2508, While, 3000 per Box 25058 1 $25.05
[ | unvooroo Jaw-Style Staple Remover, Brown so7agEs [1 | so7a |
Buik Copy/Laserinkjst Paper, 92 Brightness, 1
O |uwwz1200 201, Letter, 5000 Shests/Carton $ITHLT |2 §74.82

Thank You for Shopping OS Express!
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