REGULAR PURCHASE REQUISITION
PURPOSE: FOR THE PURCHASE OF GOODS AND SERVICES
REQUIRED ITEMS NEEDED PRIOR TO PROCESSING:

ACTIVE PEOPLESOFT SUPPLIER ID #

CURRENT QUOTE FROM THE SUPPLIER
CURRENT EMAIL ADDRESS FROM THE SUPPLIER
BUDGET NUMBER AND AVAILABLE FUNDING
END LOCATION/ROOM NUMBER

vk wnN e

REQUIRED ATTACHMENT: CURRENT QUOTE FROM THE SUPPLIER. IF QUOTE IS MORE THAN $10,000 (INCLUDING
FREIGHT AND TAX), TWO COMPETITIVE QUOTES MAY BE REQUIRED. CONTACT THE BUSINESS OFFICE x7815 FOR
ASSISTANCE IF NEEDED.

PAYMENT PROCESS TO SUPPLIER: SUPPLIER PROVIDES ACCOUNTS PAYABLE WITH INVOICE. INVOICE IS PAID AFTER
ITEMS ARE RECEIVED AND PO, INVOICE AND RECEIVER ARE “MATCHED” IN PEOPLESOFT.
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REGULAR REQUISITIONS

Log into PeopleSoft at myportal.sdccd.edu using your User ID and Password.

Navigate to Create a Requisition from the home page by selecting: Finance
Dashboard/Procurement/Create a Requisition.

@sbccD

Q=

Employee Dashboard Finance Dashboard

E)

 —]

This is the Requisition Settings page. When creating a requisition, information entered on this page will
populate into each line item of the requisition.

(D) Finance Dashboard
Requisition Settings

Procurement ~ h
" Business Unit MIRDT & San Diego Miramar College Bid NolQuote
Create a Requisition *Requester |COEMOLL A Carie De Mat S |
*Currency WED
Manage Requisitions Default Options (7
® Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these:
=
AddfUpdate Supplisr
O override If you select this option, the defaults specified below will override any predefined values for these fields.only non-blank values are assigned.
Receive an ltem Line Defaults (7
Request a Payment Supplier a Category aQ
Supplier Location a Unit of Measure [EA &
¥ Travel & Expense ~ Buyer Q
Shipping Defaults
1 Manager Self Senvice v
Ship Te [MIR a
i Attention
] Reports v m Due Date ]

The “Bid No/Quote” fiel
identify this particular requi
etc.)

— a notation field for your personal reference. Enter something that will help you easily
i hen looking under Manage Requisition. (i.e., Supplier Name, Quote Number,

Requisition Settings

SQ-118735 SOUTHLAND

Business Unit MIRDT |9 Bid NolQu
*Requester [CDEMOLL U Camiz De Mo Priority

*Currency UsD

San Diego Miramar College

Default Options (7

®! Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
= figkis.
O override If you select this option, the defaults specified below will override any predefined values for these fizlds.only non-blank values are assigned.
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In the Default Options box, change the status from Default to Override.

Default Options 7

O Default If you select this option. the defaults specified below wil be applied to requisition lines when ther are no predefined values for these
erride If you select this option, the defaults specified below wil override any predefined values for these fields.only non-blank vahies are assigned.
Line Defaults (7

Mete: The information in this page does not reflect the data in the selected requisition lines. When the ‘0K button is clicked. the data entered on this page will
replace the data in the cormesponding fields on the selacted lines that are available for sourcing.

Supplier A Category aQ
Supplier Location a Unit of Measure [EA a
Buyer Q@
Shipping Defaults
Ship To [MIR aQ
Due Date W Attention
Distribution Defaults
SpeedChart Q
Accounting Defaults Personalize | Find [0 B First 4 10f1 % Lamt
Chartfields1 | [
Dist Parcenta Locationa GL Unita Fund Dept Product Account
1 MR a[MROT|Q a a, q o =
OK Cancal

To enter the Supplier, click the magnifying <, icon. Type in the Supplier Name. Click "Find"".

Default Options | 7

O Default I you select this option, the defaulfs specified below will be applied to requisition lines whe§l there are no predefined values for these
fields.
@menide [ you select this option. the defaults specified below will everride any predefined values for fese fields.only non-blank values ars assigned.

Line Defaults |7

Mate: The information in this page does not refl

t the data in the selected requisition lines. When the "OK’ buf

replace the data in the corresponding fields on tie selected lines that are available for sourcing.

n is clicked, the data entered on this page will

. N 3 Supplier Search
Supplier Location Q, Unit of Mea: i
Buyer Q Supplier 10§
Shipping Defaults Name SOUTHLAND
Short Supplier Name
Ship To |MIR Q Alternate Supp Name
Due Date i) Atte City
Country Q state[ W]
Distribution Defaults Postal Cods
5 (Chart a @  Entersearch criteria to find a supplier.
Acecounting Defaults Personalize | Fin o e
Chartfields1 | [F78
Dist Parcanta Locationa GL Unita Fund Dept A
1 MIR 4 MRDT | Q Q, a a a +] =

If more than one supplier appears, select the correct Supplier ID number with appropriate address and

click “Select”.

Supplier Search

Supplier ID

Name |SOUTHLAND
Shert Supplier Name
Altenate Supp Name

Find

Help

City
Country A State
Postal Cade
Search Results Persanalize | Find [Viewal | 0] B Firet 0 t4ofs b Lam
Suppiler 1D Supplier Hame E:%';" g::ac“n'::bg:‘“““ Address city stats

[ ooozoozees  SOUTRLNO MAIN 5IVICKERSST S053VICKERSST  SANDIEGD  CA &)

O zo0m00setz  pomn MO MEDICAL FOBOX 6145 460WMEATSAVE ORANGE  CA 2]
SOUTHLAND AQUATIC i - -

o] AT AQUATIC. pain F O BOX 018 P O BOX 016 MENFEE  CA =
SOUTHLAND 3047 UNIVERSITY 3047 UNIVERSITY n

O 40003002785 by iSHING MATH AVE STE 202 AVE STE 202 SANDECORNGE B

Cancel
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To enter the Category, click the magnifying ©, icon.

Requisition Seftings

Business Umit MIRDT & San Diego ' Bid No/Guote |50-118735 SOUTHLAND
*Requester COEMOLL A Camie De Mo Priority
*Currency UsD

Default Options (7

) Default If you select this option, the defaults specified bedow will be applied to
fields.

uisition lines when thers are no predefined values for thess

®) override [f you select this option, the defaults specified below will override any predeed values for these fizlds.only non-blank vaklues are assigned.

Line Defaults 7

Mote: The information in this page does not reflect the data in the selected requisition lines. When the
replace the data in the corresponding fields on the selected lines that are available for sourcing.

" button is clicked, the data entered on this page will

Supplier nod20029268 aQ, Category Q
Supplier Location |MAIN Q, Unit of Measure |EA aQ,
Buyer

Shipping Defaults Look Up Category

Help

Ship To |MI . _
Mote: You may either Search or Browse to look up the appropriate category for your special request.

Due Date

Search Categories
Search By Find

Browse Cateqqg

Distribution Defaults
SpeedChart

Accounting Defaults
Chartfisids1 | [FTw)

Returmn

Diat Parcants Lo

1 MIR afirRo  |a a a, a Q=

You can search by Category, whig¢h is the actual category code humber; or by Description where you type
in a key word for the item you aye ordering. For example, enter S\computer”, for anything computer-
related.

BY CATEGQRY BY DESCRIPTION

Look Up Category Look Up Category x
Help Help
Note: You may either Search or Browse to lok up the approprfite category for your special request Note: You may either Search or Browse to look ul\he appropriate category for your special request.
poaichiCalogonies Search Categories
Search Bf Category M | | 204 | H Find :
search B Description v UTER 1 Eind
Categories Personalize | Find | ViewAll | D | BB First (© 1-160f16 @ Last n
Categories Personalize | Find | View All | &2 | B First (&) 1-100f10 (&) Last
Catalog Category Description
Catalog Category Description
1 Non Catalog 20413 Cables: Printer, Disk, Network, efc. A
= = % S — 1 Non Catalog 915-28 Computer Hardware/Software Consulting
rives, External Jump Drives, Flas|
2 Non Catalog 204-32 Drives, etc.
. 2 Non Catalog 204-53 Microcomputers, Desktop of Tower based
3 Non Catalog 204.33 S‘l:ve& Compact Digk CD ROM, DVR,
Microcomputers, Handheld, Laptop, and
4 Non Catalog 20437 Drives, Tape 3 Non Catalog 204-54 Notebook
5 Non Catalog 204-53 r;ggompmvs, Desktop or Tower 4 Non Catalog 204-69 Computer Hardware Maintenance Fees
Microcomputers, Handheld, Laptop,
& Non Catalog 204-54 and Notebook £ Non Catal 20491 Servers, Microcomputer Application,
o9 Database, File, Mail
7 Non Catalog 204-60 MONITORS, ALL TYPES
6 Non Catalog 207-00 Computer Accessories And Supplies
Network Components: Adapter Cards, I
8Mon Catadog [204-64 Bridges, Connectors 2L
7 Non Catal 208-80 Software, Microcomputer
Peripherals, Miscellaneous: Keyboards,
9 Non Catalog 204-63 Graphic Digitizers, L 208-81 Software For Computer Software Training
10 Non Catalog 204-69 Computer Hardware Maintenance Fees 9 Non Catalog 208-86 a?f.!‘::;m;‘rc Edlting Software,
Power Supplies and Power Related Forms, Computer Paper, Form Labels,
11 Non Catalog 20472 Farte, Infernal 10 Non Catalog 19500 e p pe
12 Non Catalog 204-76 Printers, Inkjet
13 Non Catalog 204717 Printers, Laser Browse Category Tree
14 Non Catalog 20480 Printers, Thermal Relum

Since the item being ordere
entered would be 207-0

this example is a mouse for a computer, the category code number
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Leave the Buyer field blank, it will automatically default to Miramar’s Buyer, Maria Briney.

quisition Settings

Business Unit MIROT | San Diego Miramar College Bid No/Quote |5Q-118735 SOUTHLAND
*Requester [CDEMOLL A carrie De Moil Priority

*Currency ush

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

MNote: The inforfgation in this page 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 \ the corresponding fields on the selected lines that are available for sourcing.

Q. Category |207-00 Q

Supplier Locatiol Q Unit of Measure EA Q

Shipping Defaults

Ship To MIR Q
Due Date [ Attention
Distribution Defaults
SpeedChart Q
Accounting Defaults Personalize | Find | ] = First (4’ 1of1 '}/ Last
Chartfields1
Dist Percenta Locationa GL Unita Fund Dept Product Account
1 MIR MR @ 1 s Q QR[]

OK Cancel

Enter the Unit of Measure. The system will automatically populate the Unit of Measure as “EA” (Each).
If necessary, click the magnifying < icon for more options.

Requisition Settings /Look Up Unit of Measure
Help
Business Unit MIRDT Q0 San Diego Miramar Gollege Bid No/Quote S@-118735 SOUTHLAND Unit of Measure
“Requester |CDEMOLL 2 Carrie De Moll Priority
Look Up Clear Cancel | Basic Lookup
*Currency usp
h 1
Default Options (7 Search Results
1 z 1 otz &
() Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined val View 100 First Areidiimond Last
fields. Unit of Measure  Description  Short Description
. BA BARREL BARREL
@ Override If you select this option, the defaults specified below will override any predefined values for these fields only ng#blank values are assigned BF BOARD FOOT BOARD FT
BG BAG BAG
Line Defaults (2 BO BOTTLE BOTTLE
Note: The information in this page does not reflect the data in the selected requisition lines. When the "OK" butto) clicked, the data entered on this page will BX BOX BOX
replace the data in the corresponding fields on the selected lines that are available for sourcing. cD CARD CARD
cs CASE CASE
Supplier (0002002986 Q Category |207-00 CT CARTON CARTON
) ) . DL DOLLARS DOLLARS
Supplier Location |MAIN Q Unit of Measure DR DRUM DRUM
Buyer [KROSAS a Dz DOZEN DOZEN
EA EACH EACH
Shipping Defaults FT FOOT FOOT
GL GALLON GALLON
shipTo [MIR Q GR GROSS GROSS
N HR HOURLY RATE HOUR RTE
Attention
Due Date B HU HUNDREDS ~ HUNDREDS
Distribution Defaults Ji JoB JoB
K THOUSAND THOUSAND
SpeedChart Q KT KIT KT
Accounting Defaults Personalize | Find | I@I @ First ‘& 10f1 ‘&' Last LB POUND FOUND
S LF LINEAR FOOT LINEAR FT
armelds LT Lot Lot
Dist Percenta Locafiona GL Unita Fund Dept Product Account MM MEMBERSHIF MEMBERSHIP
PD PAD PAD
1 MIR Q[MIRD1 Q@ Q Q Q a = PK PACK PACK
PL PALETTE PALETTE
PR PAIR PAIR
FT PINT PINT
QT QUART QUART
OK Cancel RL ROLL ROLL
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Confirm “MIR” is listed in the Ship To field. Enter point of contact and room number in Attention field.

Shipping Defaults
Ship To |MIR Q,

Due Date El Attention [CDEMOLL
Distribution Defaults
SpeedChart Q,

Accounting Defaults Personalize | Find |ﬁ|| E First ‘&' 1of1 & Last
Chartfields1

Dist Percenta Locationa GL Unita Fund Dept Product Account

1 MIR ] [=]

Use the Location field to identify the end location for the order to be delivered. This will po
location information you choose into every subsequent line item you create in the requisition. Select the
magnifying icon next to the location field.

Change the search criteria from “begins with” to “contains” for both the Location Code and Description and
input the appropriate search information to identify a specific room number as the end location. You must
input information into the search field to pull up Miramar locations. The system will only show the first 300
locations for the district, which do not include Miramar. In the Location Code field #nput MIRO0O. In the
Description field, input the alpha character for the appropriate building.
(for example: the Administration Building, enter N).

ck “Look Up”

Requisition Settings

Location Code B
Business Unit |MIRDT | Q Description - Quote
*Requester |CDEMOLL | Priority
*Currency |USD Look Up I Clear Cancel | Basic Lookup
Default Options (7 Search Results
@ Default If you select this option, thg View 100 First ‘4 14garsz Y Last re are no predefined values for these
fields. Location Code Description
O override If you select this option, the MIRDOC0121  MIRAMAR C BUILDING RM 0121 je fields,only non-blank values are assigned

MIRDDRANGE Miramar College - Range

MIRDOF200N Miramar College Bldg F-Rm 200N
MIRDOH110N Miramar College Bldg H-Rm 110N
MIRDOK203N Miramar College Bldg K-Rm 203N

Line Defaults (7

Supplier Q MIRDOLO23N  Miramar College Bldg L-Rm 023N

Supplier Location ay MIRDOL101N Miramar College Bldg L-Rm 101N
MIRDOL114N Miramar College Bldg L-Rm 114N

Buyer Q MIRDOM107N Miramar College Bldg M-Rm 107N

MIRDOMZ11N Miramar College Bldg M-Rm 211N
MIRDOMZ217N Miramar College Bldg M-Rm 217N
i e o

MIR ks REYE- VL. UL}

Shipping Defaults

ShipTo [MIR Q Miramar College Bldg N-Rm 0101

Due Date B
Miramar College Bldg N-Rm 0103
Distribution Defaults M/ROONO104 Miramar College Bldg N-Rm 0104
IRDONO105 Miramar College Bldg N-Rm 0105

S MIRDONO106  Miramar College Bidg N-Rm 0106
Accounting Defaults MIRDONO201  Miramar College Bldg N-Rm 0201 st
Chartfields1 MIRDONO202 Miramar College Bldg N-Rm 0202
MIRDONO203 Miramar College Bldg N-Rm 0203
Dist Percenta Locationa U MIRDONO204 Miramar College Bidg N-Rm 0204
MIRDONO205 Miramar College Bldg N-Rm 0205
U SIS MIR0! \1R00NO206  Miramar College Bidg N-Rm 0206 El

MIRDONO207 Miramar College Bldg N-Rm 0207
MIRDON101A  Miramar College Bldg N-Rm 101A
MIRDON101B Miramar College Bldg N-Rm 1018 [¥]
MIRDON101C  Miramar College Bldg N-Rm 101C

OK Cancel

/

Then select the room # from the list.
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Enter the budget number (Fund, Dept, Product, and Account). Click OK.

Accounting Defaults

Chartfields1 | [F==¥
Dist Percenta Locationa GL Unita
1 MIRDOND101 | C MIRD1
C]0 conce

Personalize | Find | @I @

Fund

Dept Product

First '4

1of1 ‘& Last

Account

al_Jal_ |a]

o =

The Requisition Settings page is complete. Click the Special Requests link. For Office Solutions

and Grainger, use the "Web" links.

Create Requisition 2

Welcome Elizabeth Ann Whitsett
Home
Request Options v search [ Al #
Enter search criteria or select
from the menu on the right to
begin creating your requisition. . Catalog ,’%
" Browse Catalogs
CATEGORY

‘< || Special Requests
Create a non-catalog request

Templates

Browse Company and Personal
Templates

REGULAR REQUISITION — Revised 7/28/22

Web
Browse Supplier Websites

Grainger Punch Out
Office Solutions Punch Out

Forms
Create and Submit Forms

ePro Services
Request Services

Fixed Cost Service
Variable Cost Service
Time and Materials

-~ My Preferences Requisition Settings

l E 0 Lines

Chechou

Search Advanced Search

Express Item Entry
Create an Express Requisition

-+ Favorites

Browse Favorite [tems and Services

Recently Ordered

View recently ordered items and

services
INSTALLATION MATERIALS
LABOR, PROJECT MANAGEMENT
LABOR, CABLE INSTALLATION, I...
PRINTER, LJ HP M6&10dn Printe...
BPO
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Enter a brief description in the Item Description field using the following naming format: Noun, description,
manufacturer, product number

The description should always start with the noun, followed by the description, manufacturer (if applicable) and finally
the model or product number (if provided).

Example: CONTQUR PRO3 MOUSE #RM-PRO3

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

Item Details

*ltem Description |MOUSE , CONTOUR, PRO3, #RM-PRO3

*Price 219.00 *Currency USD
N’ 1 *Unit of Measure |EA Q
Enter the Price. 5 a Due Date En

*Catego

Supplier ID 0002002936 Q
Enter the Quantity Supplier Name |SOUTHLAND TECHNOL(Q,  SOUTHLAND TECHNOLOGY Suggest New Supplier
) Supplier Item ID
Manufacturer
Mfg ID Q
Manufacturer
Mfg Item ID
.. . . . Additional Information
Enter any additional description notes in &
the Additional Information hox > r
Check the “Send to Supplier »” “Show at Wl send to Supplier 1 show at Receipt ;—_@E&nowm Voucher

Receipt,” and “Show at Voucher” boxes.

Request New ltem

O Reguest New ltem A notification will be sent to a buyer regarding this new item request.

Then click “Add to Cart”.
\> Add to Cart

You may continue to enter more items on this next page.

Home A My Preferences Requisition Settings = 1 Line Chectout
Search Search Advanced Search

Create Requisition (2
Enter information about the non-catalog item you would like to order:

Item Details

*Item Description

*Price *Currency |USD
*Quantity *Unit of Measure |EA Q
*Category |207-00 Q. Due Date [
Supplier
Supplier ID 0002002986 Q.
Supplier Name |SOUTHLAND TECHNOL(Q  SOUTHLAND TECHNOLOGY Suggest New Supplier

Supplier item ID

Enter the next item’s description, amount, and quantity. The category code will automatically populate based on
the first item entered. Click “Add to Cart” to add each line item to the order.
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Freight entry — Please enter freight how it is shown below in terms of quantity, price, unit of measure, and
category (962-86). This will allow Accounts Payable to voucher the line multiple times if needed. If the

freight cost is $25, that will be the quantity and the price will always be a $1.00 with the unit of measure
listed as DL for dollars.)

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

Item Details

*Item Description |FREIGHT

“Price 1.00 4um *Currency |USD
*Quantity 25 4 *Unit of Measure |DL Qd4m
*Category |962-86 (' Due Date &)
Supplier
Supplier ID 0002002986 Q

Supplier Name |SOUTHLAND TECHNOLO(Q Suggest New Supplier

supplier Item ID

Once all line items have been entered, click the Checkout button. This will direct you to the Checkout —
Review and Submit Screen.

@ Home A My Preferences F‘.equisiﬂu:un Settings | B 2 Lines I Checkout I

search |Al v

Advanced Search
Create Requisition

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

Item Details

*Item Description |FREIGHT

*Price 1.00 *Currency USD
*Quantity 25 "Unit of Measure DL Q
*Category |962-86 Q Due Date 5
Supplier
Supplier ID 0002002386 a

SUPpFier HName SOUTHLAND TECHNOLOC l:i SHQQEE‘ New SLIPFI'"E'F

Supplier Item ID

REGULAR REQUISITION — Revised 7/28/22 9|Page



On the Review & Submit screen, in the “Requisition Comment and Attachments” field, input:

Line 1 - Sales quote #, Supplier Name;

Line 2 - Site/Department/End Location Room #/Contact Person Name & Phone #
Line 3 - Supplier’s email address (Please confirm you have a current email address)
Line 4 — Nontaxable Lines (Example: 1, 3, 7)

Then check the “Send to Supplier,” “Show at Receipt,” and “Show at Voucher” check boxes. This
information will then be visible to those checked.

Edit Requisition - Review and Submit

Review the fem Informatian and submit tha req for spproval i
My Pratarencas o Requisition Settings

Requigition summary

Business Unit MIROT San Dlega Miramar College Bld NoiQuots [SQ-118735 SOUTHLAND

Requestsr COSMOLL Carre De Lol Requisition ID MRROIOSETS

Priority

“Cumengy WSO

Cart Summary: Total Amount 237.00 USD
Expand Wnes fo raview hipping and accounting detals ar Add More Hems

Requisition Lines

Lz Desanption tem 1D Suppiler Quanty uomM Prigz Tota Detzls  Comments  Dalete
[mERPTS CONTOUR, PRO3, SOUTHLAND 1] EAcH 21900 211300 B O ada i}
3 TECHNOLOGY
2 op FREIGHT SOUTHLAND 1| EACH 1800 18.00 o O Agd i
o ¢ TECHNOLOGY B :
[ Sslzct All/ Deseiect A salact linss to: [ A to Favories B Agd to Tempiata(s) il Detete Salectea fZMaEs Change
Totsl Amount 237.00 USD

shipping Summary

9 E:“:rA"L"eEIHIDTC Location MIR SQ—118735 SOUTHLAND
soamssseamorene | MIR/BUSINESS OFFICE/N-101/CARRIE DE MOLL 619-388-7401

Attentian To CARRIE DE MOLL jcanfield@southland.com
omnets NONTAXABLE LINES (if any)

Requiziion Comments and Attachments
Enter ragu comments
L FICEN-101/CARRIE DEMOLL/G13-383-7401 I

K send to Supplier k41 show at Receipt {1 lshow at Voucher Add mor2 Commants and Aftachmants

Approval Justincation

Enter approval ustiNcation for this requisition

= = Sudget Checking Status-Not Checked
< check Sunget " Pre-Chack Bunget
im Sav= & submit 2] Save for Later |is A Mare Itame &2 orzzw Approvai

REGULAR REQUISITION — Revised 7/28/22 10| Page


mailto:jcanfield@southland.com

ASSET INFORMATION

Enter Asset Information into a requisition only if:
Any singular item is over $1,000, including shipping and 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
Any line item contains a firearm and/or ammunition.

If the item you are ordering meets the above criteria, you will need to click the gray triangle in front of that
particular item line. Click on the 5" tab “Asset Information”.

Then enter the following information ol the accounting lines for
AND a Profile ID.

item(s) that: AM Business Unit (MIR01)

Checkout - Review and Submit

Review the item information and submit the req for approval. . -
’ My Praferences H Requisition Settings
Requisition Summary

Business Unit MIEDT Q) Szn Diego \liramar Colizge Bid NolGuote [SQ-118735 SOUTHLAND

procy

*Requester |CDEMOLL

*Currency JED

Cart Summary: Total Amount 237.00

Expand lines to review shipgs and accounting detsils T Add More ltems

Requisition Li

Iterm ID Supplier Quantity Uom Prica Total Detsils  Comments Delets
1 es MOUSE , CONTOUR, PRO3, SOUTHLAND 1 EACH 210.00 219.00 B \'_ Add El
i #RAM-FRO TECHMOLOGY
Shipping Line 1 *ShipTe |MIR Add Shipte Comments Quantity 1 +|| =
Address 10440 Black Mountain Roa: Price 210.00 Frice Adjustment
San Diego, CA 92126-2009 _ .
Fegging Inguiry

Attention To [CARRIE DE MOLL
Due Date

Pegging Workbench

Accounting Linas
*Distribute By |3ty hd SpeedChart Q

Accounting Lines Personalize | Find | View &l | 2 | B First ‘4 fof1 ‘B Last

Chartfields1 Chartfields? || Details || Defails 2 Asset |nformation 2 || Budpet Information | [FTT9

—
Line Status Dist Type “Location Guantity v Accounting Lines
e Tty 7| 5 o "
1 Open MIRDOMND101 a Dismibute By |9 W) SpeedChart Q
coanling Lines m Lot
Oz g FREIGHT SOUTHLAND " nar 2| Assetinformation s
TECHNOLOGY
agMember  Look Up Profile ID <
[ Select All / Deselect Al Select lines to: [ Add to Favorites FE Add to Templ Help
Assat Profile 1D [begins with ~] % ki
LookUp || Glesr || Ganoel | gasicLookup lags Change
Search Results ——
View 100 Fist & rasorss O Last
an =
osamsge | At Profle e Capitalized
[ Asast
unit
MROT B Buiding Improvements Life 50

MR)1  BLDGIMP  Buiding Improvements

If you do not know the Profile ID, click on the magnifyin

MIRDT  BUILDINGS B

. . MIROT COMPUTERS C s
@ icon to determine the proper ID S e
. MIRD? EQBCE Equipment Bookstore Cant. Ed.

MIRO1 EQBCT Equipment Bookstore City
MIRD? EQBMM Equipment Bookstore Miramar
MIRD? EQBMS Equipment Bookstore Mesa
MIROT EQEX Other Enterprise eguipment
MIRD1 EQFCT Equipment Foad City
MIRD1 EQFMM Equipment Food Miramar
MRt EQFMS Equipment Food Mesa
MIR1 EQUIPMENT Equipment
MIROT FORKLIFTS  Forklifis
MIRDY FURNITURE  Fumiture
MIRDT GIFT Gifts

MIROT  INFRLIFESD _infrastructure - Life 60
INFRSTRGTR Infrastructure
IT-OTHER T Equipt - Other
LABEQUIP  Lab Equipment
LABFURNIT  Lab Fumiture

LAND Land

LAND IMP  Land Improvements
LEASE CAP LEASE CAPITAL
LEASE NON  LEASE NON CAPITAL
MONITORS  Gompguter Monitars
PARKING  Parking Areas
PRINTER  PRINTER

SERVERS  Serers

501 E  Sofware

VE Vehicles / Cars
WEAPONS  Weapons

B eI I I eI e I e eI e T I I
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Attach the quote in the Line 1 “Comments” field by clicking on “Add”.

Requisition Summary

Business Unit MIRDT | San Diago Miramar Collsgs Bid No/Quete [S0-116735 SOUTHLAND
*Requester |CDEMOLL & Camie De Mol Pricrity

*Currency

UsD

Cart Summary: Total Amount 237.00 USD

Expand lines to review shipping and accounting detsils

Requisition Lines (7

Linz Description Item ID Supplier
01 em MOUSE, CONTOUR, PRO3, SOUTHLAND
' #RM-PRO TECHNOLOGY
[z e» FREIGHT SOUTHLAND
a TECHNOLOGY
[] Select Al [ Desalect All Select lines to: |d Add to Favorites

Shipping Summary

& Edit for All Lines
Ship To Location

Address

Attention To
Comments

Requisition Comments and Attachments

Enfer requisition comments

MIR

10440 Black Mountain Road
San Diego, CA 82126-2000
CARRIE DE MOLL

ar Add Maore ltems

Quantity Uon Price Total Detaile  Comments Delete
i EACH 210.00 210.00 B O agd i
1 EACH 18.00 1500 B o i)
3 Add to Template(s) il Delete Selected {8,Mazs Change
Total Amount 237.00 USD Attach supplier

quote here.

1

[ sendta Supplier [ show at Receipt [ shown at Voucher

Add more Comments and Attachments _

In the “Line Comment” screen, click “Add Attachments”, then “OK”.

Do NOT attach
quote here.

Lime Comment

Businaza Unit MIRO1

Requisition Date 0212/2015

Requizltion ID MRROIOSETS Status Open

Lina 1
Comments

Use Standard Cammenis

Entared On:

Hep

Final  Fwet ‘A 1of1 b Last

1=

g

[ send to Supplier [ ] show at Recalpt
Add Attachments

REGULAR REQUISITION — Revised 7/28/22

[ show at voucher
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Click on Browse to find the file you want to attach.

Line Comment

Hep
Business Unit MIRDY Requieition Dats 0212/2019
Requilsition 1D MRRDIOSITS Sm Op=n
P ictun S File Attschment - :
Comments Halp fE1 & 1oft b Last

Uee Slandand Commenls

) o (=]

pieas | | Ganca

[ send to Zuppier O Choes
[ A AltaChmEnss | 3 Search Quotes L u
oK | |_[:ant:a Organize ~ New folder =~ O Q
~# Recent Places 4 Name Date modified Type
© Creative Cloud Files -
MHLAND SQ-118735 - Mouse Quote 2/13/2019 11:14 A.. Adobe | I
. GST 48790 2/11/2019 8:24 AM  Adobe | =
. ol Librarie; - F
Select the file to be = . GST 45922 2/8/2019 826 AM  Adobe |
. Documents =
- i "% SOUTHLAND 116957 - Presidents Comp 4/19/2018 847 AM  Adobe,
uploaded. | & Music - - L
} 3 EMBI Quote#12435 3/28/2018 10:12 A.. Adobe.
|~ Pictures =
8 vid ~ PREPAY - THERMO ELECTRON 3/22/2018 11115 A.. Adobe.
H “« ” g ideos
Then click “Open”. ** fisher quote protein 10-19-17 2/27/2018 917 AM  Adobe.,
3 2 = Sports Imports Volleyball Poles 1/18/2018 10:47 A..  Adobe.
omputer LA
i "I 20 foot Cal Fire Ladders 1/12/2018 10:30 A..  Adobe.
&> Local Disk (C:) -
. Rescue Mannikins 1/12/2018 10:25 A..  Adobe .
4 o Miramar (G)
- WASHER-DRYER 1/5/2018 9:20 AM Adobe,
| DATA - ol
. S INTERIORS 147466 12/15/2017 11:26 ... Adobe.
. NETUTILS > d 3
File name: SOUTHLAND 5Q-118735 - Mouse Quote All Files (%) ']
l’—-ﬁw“ RERTS £ =N bl Ak Ll Cancel
Line Comment [ )
Businese Unit MIROT Requisifion Date 02122018
Requisiion ID MRRDIOSITS status_opan
Lins 1 File Attachment "
Comments Halp & & 1or1 Wb Last

HE

Use Standard Commenis

|GADATAIBUSINESS!

i " Upioad 0‘7 Click "Upload".
[ send to supplisr [=]
[T —

|L|| Cancal |

IMPORTANT: Check the “Send to Supplier” box or they will not get the quote to fulfill your order!
Then click “OK”.

Line Comment

I'Ep
Buslnaze Unit MIRO? Requisifion Date 02/12/2018
Requizition ID MRRDIISETS Status Cpen
Lime 1
Comments Find Fiet ‘4 1or1 ‘b Last
Use Standard Commenis Enterad On: 0271372019 11:06:06AM +[=]
1 'k <‘_v'_.
[ sand to suppuar [ snow at Recaipt [ show at vaucher
Add Attachments
Aftachments
Atinohed Flla UeeriDats Time View Eend fo Suppller
SOUTHLAND_2Q- -
- - COEMOLL2018-02-
E735 - MO s -
1 ;:"“‘“——M“”EE—QL“'!F 13-11.36.52.174 View %

|_oc | canee
Be sure to

check this box
REGULAR REQUISITION — Revised 7/28/22 13 | Pa ge




This pencil icon L will appear under “Comments” to indicate there is an attachment.

Edit Requisition - Review

Review the fem Information and eubmit the req for approvan ®

My Pratarences Requisition Settings

Requisition Summary
Eld Nolguots [SG-118738 SOUTHLAND

Business Unit MIRI1 San Dlego

Requisition I |ARRDIISETS

Pricrity

Requestsr COSMOLL Carrie De Moll

“curmency WSO

cart Summary: Total Amount 237.00 USD

Expand Ines to raview shIpping and accaunting detalle

Requisition Lines (%
Comments Delete

Line  Descrigtion iem D Suppiler Quantiy uom
11 ea MOUSE, CONTOUR, SROZ. SOUTHLAND 1 EacH 21300 218.00 % £ i}
' #RM-PRO3 TECHNOLOGY
0% &« FREIGHT SOUTHLAND 1 EACH 18.00 153.00 =3 O aga i
E TECHNOLOGY
[ Salect All/ Deselect AX selact lines to: [l At 0 Favorizs 3 Add 1o Tempiatas) [l Delete Selzcted fEiMas Changs
Total Amount 237.00 UsD
Shipping Summary
# Ean tor All Lines
Ship To Locstion MR
Address 10 a0k Mountain Road
San Dlego. CA 92126-2039
attention To CARRIE DEMOLL
Comments
and
Enter raquisition comments
S0Q-118735 SOUTHLAND n
MIRBUSINESS OFFICEN-101/CARRIE DEMOLLIG19-383-7401
=
i
M send to supplier ¥ ghow at Recsipt [ shown at Vouchsr At mors Camments and Atachmanis
Approval Justificstion
Enter approval Etficstion for this requistion
ks

Budpget Checking Status:Not Checked

T2 Check sudget =

Iy Save & submit Agd Mare ltzms. L J— Approvals

It is recommended to save your work by selecting the “Save for Later” link before submitting the requisition.
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To submit requisition, click the “Check Budget” link. Be patient, it may take a while for this to process.

Edit Requisition - Review and Submit

Review the Hem Information and submit the req for approval. . @
My Pratarencas Requisiion Setngs

Requisition Summary
Business Unit  MIRI1 San Diego Miramar Callege Eld No/Quots [S2-118735 SOUTHLAND

Requisttion ID  WMRROIDSITS

Priority

Requester COEMOLL Carrie De Mol

“Currency YED

Cart Summary: Total Amount 237.00 USD

Expand ines 1o 12view shipping and accounting detale o Add Mora Hems

Requisition Lines |

Lina Descrigtion Hem ID Supplar Quantmy uom Price Tota Detalls Comments Daletz
[0t s MOUSE, CONTOUR, PRO3, SOUTHLAND 1 EAcH 213.00 215.00 I @ Emt i}
¥ #RM-ARO3 TECHNOLOGY g
[O2 = FREIGHT SOUTHLAND 1] EACH 18.00 18.00 I & adg i}
= TECHNOLOGY .
[ Select All/ Desaiact AL salsct ines to: [i: A4 1o Favories (3 Add to Templataiz) il Delete Selzctes feMass Changs

Total Amount 237.00 USD

snipping summary

#_ =t tor Al Lnes
ship To Location MIR
Addrees 10440 Biack Mauntain Road
Ean Dlega, CA 92126-2533
Attention To CARRIE DE MOLL
Comments

and

Enter raquisiion comments

SQ-118735 SOUTHLAND 3
MIRBUSINESS OFFICEMN-101/CARRIE DEMOLLG15-385-7401

7
%
B send to suppiler B show at Recsipt [ snown at vouchsr A more Camments and Atlachments

Approval Jusfincation

Enter apgroval justification for this requisition

'

Budget Checking Status:Not Checked

aget B precheck Budgst

& Save & submit Add Mare izme 63 orzvew Approva

When budget checking is complete, the Budget Checking Status will change from “Not Checked” to “Valid”, if the
funds are available.

and
Enter requistion comments

SQ-118735 SOUTHLAND 3
MIR/BUSINESS OFFICEN-101/CARRIE DEMOLLE19-388-7401

7
%
B sena to supplier B show at Recelpt [ shown at voucher o mora Cammants ana AfEChmANE

/ [k
- Sudget Checking Status:Valid
":‘ pre-Check Budget

Zavs & submit o

Approval Justification

Enter approval juetification for this requistion

Save for Later SF  AcdMare ll2me 63 prevew Approvais

If Budget Checking Status is “Valid”, the “Save and Submit” button will become available. Click “Save and

Submit” to launch into the approval process.
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CONFIRMATION PAGE:

The requisition “Pre-Encumbrance Balance” will not include any Sales Tax. If applicable, sales tax will be

[ ]

added when the PO is approved.
e Status will show “Pending” indicating it has been submitted, but not yet approved.
e Approval process steps are visible to see the flow from the first approver to the last.

Confirmation

Your requisition has been submitied

Requasted For Carna Dz Mall Numbar of Linas

Bld NoiGuots SG-113735 SOUTHLAND Total Amount
Requisition ID. MRRODISSTS Pre-Encumbrance Balance
Busingss Unit MIRD1

status Fending

Priarity Medium

Budgst Status vaid

237.00 USD

E3708 usD

¢ "7 =
i printable varsion Edit Thiz Requishion Check Budget " Pra-Chesk Budget
Re§ Approval
Line 1:Pending [E]stn vew an
MOUSE, CONTGUR, FRO3, AN-FROZ
Mirsmar Req Agpravsl
Mot Routed Mot Routed Skipped Not Routed

Pending
@ Mulps Approvere
MIRZ1_ePro_Leve Ones_Apors

Srett Sall WIUHIpIS Approvers
e R

Line 2:Pending

MIRO?1_eFra_Leve Ons_Agees

MIRT1_=Fra_Level Twa_Appes

Pending Mot Routed Mot Routed Skipped Mot Routed
Muiple Approvers Erett Ball Muftiple Approvers a8 No epprovers found Kally Rosas
ipta B @ R namaemes B 8 G e e e P B RIS s B 8 AT e |

o8 NG Bcorovens foend

Kally Raeae
L et I ST

[#]5tart Mew Path

Create New Requisttion = Managz Requisiions

Once the requisition has been submitted, you can track its approval status in the Manage Requisitions

Screen.

(D Finance Dashboard
Manage Requisitions
1 Procurement
Search Requisitions

Create a Requisition To locate requisitions, edit the criteria below and click the Search button.

2] Employee Dashboard

i Finance Dashboard

REGULAR REQUISITION — Revised 7/28/22

Business Unit MIRD1 Q Bid No/Quote
Manage Requisiions (g Requisition ID Q Request State| I ™ | Budget Status
Date From 02/06/2019 El Date To |02/13/2019 I
Add/Update Supplier
P PP Requester COEMOLL Q Entered By a PO ID
Requesta Payment Search Clear Show Advanced Search

1 Travel & Expense v
Requisitions (7
1 Manager Self Service v 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.
¥ Report BeolD Bid No/Quote BU Date Request State Budget Total
eports v -
MRROD05975 J5Q-118735 SOUTHLAND MIRO1 021272019 Pending valid 237.00 UsD|[Select Action] v o

In the Drop Down Menu, you can select the
following options: Approvals, Cancel, Copy, Edit,
or View Print. Then click “Go”.
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