CONSULTANT AGREEMENT PURCHASE REQUISITION
PURPOSE: TO RECORD AND ENCUMBER FUNDS FOR A CONSULTANT AGREEMENT CONTRACT

REQUIRED ITEMS NEEDED PRIOR TO PROCESSING:

ACTIVE PEOPLESOFT SUPPLIER ID #

REQUEST FOR CONTRACT FORM (RFC)

DETAILED SCOPE OF WORK AND PAYMENT PROVISIONS

COMPLETED AND SIGNED EVALUATION OF EMPLOYER-EMPLOYEE RELATIONSHIP FORM
BUDGET NUMBER AND AVAILABLE FUNDING

vk wnN e

REQUIRED ATTACHMENT: REQUEST FOR CONTRACT FORM, SCOPE OF WORK AND PAYMENT PROVISIONS AND
COMPLETED AND SIGNED EVALUATION OF EMPLOYER-EMPLOYEE RELATIONSHIP FORM.

CHECK “AMOUNT ONLY” BOX: YES

PAYMENT PROCESS TO SUPPLIER: SUPPLIER PROVIDES REQUESTER OR CAMPUS WITH INVOICE. THE REQUESTER
WILL PROVIDE THE INVOICE TO ACCOUNTS PAYABLE AT APINVOICE@SDCCD.EDU. BUSINESS OFFICE VALIDATES
APPROVAL TO PAY WITH END USER’S CONSENT. REQUESTERS SHOULD TRACK PROCESS VIA MANAGE
REQUISITIONS SCREEN.

Note: The process for Consultant Agreements is currently under review and changes will be forthcoming.
When the new process is established, instructions will be updated and disseminated to the campus.
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Log into your SDCCD account and open PeopleSoft.

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

@sSDCCD

Q= i

Employee Dashboard Finance Dashhoard

Next, click on Procurement, then Create a Requisition.

Finance Dashboard

D) Finance Dashboard A

New HCM and Finance Portal!

l Procurement

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.

Create a Requisition MY PAYCHECKS

Manage Requisitions TIMESHEET

Add/Update Supplier BENEFITS SUMMARY

Read More
[]

Receive an ltem

PERSONAL DETAILS
Request a Payment
FINANCE WORKLIST
I Travel & Expense £ m
| Manager Self Senvice v Training (How to) =
| Reports v
Benefits

= Employee Dashboard General HR Info
n Finance Dashboard Payroll & Compensation

Personal Information

Timesheet
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To create a requisition, enter information on this page and it will auto populate into each line item of the
requisition.

Requisition Settings

Business Unit MIRD1 Q San Diego Miramar College Bid NolGuote
“Requester [COENOLL Q. Carie De Mo priorty
*Currency UzD
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
' fisids.
O Overide If you select this option, the defaults specified below will override any predefined values for these fields.only non-blank walues are azsigned.
Line Defaults (7
Supplier a Category Q
Supplier Location Q Unit of Measure |EA Q,
Buyer Q

Shipping Defaults

Ship To [MIR a

Due Date ) Attention

Distribution Defaults
SpeedChart

Accounting Defaults Personalize | Find | | B First ‘4 1of1 '® Last
Chartfields1 | [F=5)

Diat Parcants Locationa GL Unita Fund Dapt Product account

1 MIR a [MIRDT |y a a a a =

OK Cancal

The “Bid No/Quote” field should follow the naming convention “CONSULTANT AGRMT -
VENDOR NAME”.

Requisition Settings

Business Unit MIROT Q@ San Diego Miramar College Bid No/Quote |CONSULTANT AGRMT - J COLLINS
"Requester |CDEMOLL Q' carrie De Mol Priority
*Cumrency usD

Default Options (2

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.
@® 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 (?

Mote: The information 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 in the corresponding fields on the selected lines that are available for sourcing.

Supplier Q Q
Supplier Location Q, Q,
Buyer Q
Help
. o . lier 1D Find

Click the Magnifying Glass Icon for o [AWES C GOLNS, O Resst ——
Supplier Enter Supplier’s Name. Short Supplier Name
. . Alternate Supp Name
Click Find. city

Country Q sate[ |

Postal Code

o Enter search criteria to find a supplier.

Select Cancel
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Supplier’s ID # and related information will pop up. Click on the circle to select vendor and click “Select”.

Supplier Search
Help

Supplier ID
Name JAMES C. COLLINS Reset

Short Supplier Name

Alternate Supp Name

City
Country Q State
Postal Code
Search Results Personalize | Find | View Al | 2| B First ‘4 10of1 & Last
Supplier I Supplier Name Defautt @;!;{;ﬁﬁa’”"“ Address city State
@ 10000500432 JAMES C. COLLINS  MAIN Q,GE%QD: S;ANGLER ;,GEZAP; SEANGLER RAMONA, CA B

Select Cancel

Enter Category Code (918-00)

Buyer field should be blank

Attention field should be the Requester

Enter budget number (Fund, Dept, Product, Account). You should obtain this from your Dean or Manager.
Click OK.

Requisition Settings

Business Unit |MIROT R San Diego Miramar College Bid No/Quote |CONSULTANT AGRMT - J COLLINS
*Requester |CDEMOLL @ carrie De Mol Priority

*Currency |USD

Default Options (2

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

\._) Default fields.

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

Line Defaults (7

MNote: The information 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 in the cormresponding fields on the selected lines that are available for sourcing.

918-00 is the Category Code for

Supplier 0000580433 [} Category
all Consultant Agreements

Supplier Location MAIN a, Unit of Measure |[EA a,

suer [BUyer fieldishould be blank

ship To [MIR Q /
EN Attention |CARRIE DE MOLL

Due Date

Shipping Defaults

Distribution Defaults

SpeedChart Q.
Accounting Defaults Personalize | Find | @l E First ‘4’ 10of1 ‘&' Last
Chartfields1
Dist Percenta Location= GL Unita Fund Dept Product Account
1 MIR a MRDT |Gy Q Q Q Q =] [=]
0K Cancel

T
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To begin creating the requisition, click the "Special Requests" link.

Create Requisition

Welcome Elizabeth Ann Whitsett
@ Home & My Preferences Requisition Settings I = QLines
Request Options bt search [ All § Search

Enter search criteria or select

from the menu on the right to )

begin creating your requisition. &f;i Catalog % Web —| Express Item Entry

Browse Catalogs " Browse Supplier Websites Create an Express Requisition
CATEGORY

;E Special Requests
Create a non-catalog request

Templates

Grainger Punch Out
Office Solutions Punch Out

=  Forms
—  Create and Submit Forms

ePro Services

L\‘ ‘> Favorites

Browse Favorite ltems and Services

Recently Ordered

Checkout

Advanced Search

em

Browse Company and Personal
Templates

Request Services

Fixed Cost Service
Variable Cost Service
Time and Materials

View recently ordered items and
services
INSTALLATION MATERIALS
LABOR, PROJECT MANAGEMENT
LABOR, CABLE INSTALLATION, I...
PRINTER, LJ HP M&10dn Printe...
BPO

Enter Item Description starting with “CONSULTANT AGREEMENT — SUPPLIER’S NAME”. Add the amount of the

Consultant Agreement and enter the quantity as “1”. ”.
Agreement Language shown below. Click “Add to Cart”.
Create REqLIiSitiOﬂ i

Welcome Carrie De Moll

In the Additional Information box, enter the Consultant

@ Home A My Preferences & Requisition Sattings I 0Lines Checkout
Request Options = Search T Advanced Search
All Request Options o
Create Requisition 7
Wet;mce Salutions Punch Out Enter information about the non-catalog item you would like to order:
Create Requisition Item Details
*item Description  [CONSULTANT AGREEMENT - JAMES C. COLLINS
Favorites
*Price 5000.00 *Currency  |USD

Templates

’ *Quantity 1 #Unit of Measure |EA aQ,
ePro Services r

Fixed Cost Service *Category (918-33 a Due Date L

‘Varisble Cost Service

Time and Materials Supplier
Recently Ordered Supplier ID 0000580433 a

Supplier Name |JAMES C. COLLINS

Supplier ltem 1D

Q) JAMES C. COLLINS

Manufacturer
Mfg ID Q
Manufacturer

Mfg ltem ID

Additional Information

CONSULTANT SERVICES TO DESCRIBE SERRVICES FOR CAMPUS/DEPT/PROGRAM
EFFECTIVE XX/XX/XXXX TO XX/XX/XXXX
CONTACT PFRSON* NAMF/PHONF AND/OR FMAII

[ send to Supplier [ show at Recei pt

Request New ltem

[ Request New Item

Add to Cart

‘Buggest New Suppliar

=€

[ show at Voucher

A notification will be sent to a buyer regarding this new item raquest

EFFECTIVE XX/XX/XXXX TO XX/XX/XXXX
CONTACT PERSON: NAME/PHONE/AND/OR EMAIL
SEND INVOICE TO ACCOUNTS PAYABLE AT APINVOICE@SDCCD.EDU

PROFESSIONAL SERVICES TO PROVIDE DESCRIPTION OF SERVICE FOR CAMPUS/DEPT/PROGRAM

Highlighted areas require you to provide specific information for each agreement.
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On the next page, click “Checkout”.

Create Requisition 'z

Welcome Carrie De Mall

@ Home

Search |M

Request Options

v]

¥ My Preferences ﬁ‘ Requisition Satfings

| Adwanced Search

On the Checkout page, attach the Request for Contract, Scope of Work and Payment Provisions, and signed
Evaluation of Employer-Employee Relationship form under Comments

Checkout - Review and Submit

Feview T Item Infarmation and submit the req for appraval.

Requialfion Summary

Euslngss Unit  MIRO1

&
“Requester [COEMOLL . Came De Mol

“Currency [USD

Cart Summary: Total Amount 5,000.00 USD
Expand lines % raview shipping and accoundng oetalis

Requisition Lines (¢

Line  Description e 1D Supplier
F (01 sp CONSULTANT JAMES C. OOLLING
¥ AZREEMENT - JAMES C
[ Satect Al 7 Degeiect AN Selact lnes fo: b Al 10 Favorttes.

Shipping Summary

# Bt for All Lines

Ship Ta Location MIR
Addrags 10440 Siack Mountain Raad
5an Dlego, CA 92126-2039
Attention To CARRIE DE MOLL
Commants

Requlaition Comments and Aftschments
Enter requisition comments

Y vy Preterences

San Diego Miramar College

Bid NojGuots [CONSULTANT AGRMT -J COLLINS

Requisiion Satings

ety [V

e Aad More Itame |

O 2end to Suppllsr O show at Recalpt [ shiown at oucher

Approval Justification

Entar approval jusification for this raguistion

Quantiy oM Prica Delelz
1] EACH 5000.00 S000.00 # A i}
. Click Icon
B Add to Template(s) [l Delete Seiected {-Mazs Change
under Details
Total Amount 5,000.00 UsSD to select
Amount Only
Line Details
e
Line Datalls =
e P COMSLLTANT AGASEMENT - SANES & Low e Doen
—
Marchursiom Amoent 200200 LSD | m T T—
- P
N ———
o S
Unemcrgton o 2
B —
Buyw  [cAaDsas (=}
B—
N
R —
B ttum Comiruct # Auniitin
Contsct I} o

™ Check Budget e cnecs suggat

& Save & submn B saverriaer Add Marz rame

(i3

| 63 Preview approva

veman
Comtract e,

Cutegery e

 Suppler imtormaton (7

Suspie 2

Suppime Loraten

Suzpime ben 1

Supsler's Cubuicy

 Bameucture intormsten

M rechachurar 1
Musutucturar
Mansuctures a1

i

¥ Sourcmg Gostrots (]

Click OK fmsp = /=

Carras: Dwmer

o,
o,

]

Sz Haw Bgpier

Carsshaate wih cther linss
Caicuiate Mce
o Coarratm Susmeted Supsinr

O saNEs © COLLNS

vz moamc = PEAK AD
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When the following message appears, click “Yes”.

Message

The quantity will be set to 1 for an amount only line. The system will reprice the line. Continue? (10150,238)

The Requisition guantity will be set to 1 for an amount only line, the system will reprice the requisition line for you.

Yes No

Review all your information carefully. Click “Save for Later”, which will create a Requisition 1D number

. If everything
appears correctly, click “Check Budget”.

Edit Requisition - Review and Submit

Review the item information and submit the req for approval.

g Wy Preferences H Requisiion Ssifings
Requisition Summary
Business Unit MIRD1 San Diego Miramar Collage Bid No/Quote [COMSULTANT AGRMT - J COLLINS
Requester |COEMOLL Cari= De Mal Requisition I MRR000514
*Currency |USD Priority

Cart Summary: Total Amount 5,000.00 USD
Expand lines to review shipping and sccounting details o= Add More items
Requisition Lines (7

Line Drescription Item ID

Supplier Quantity oM PFrice Total Detsils Comments Deletz
01 o CONSULTANT JAMES C. COLLING i EACH 5000.00 5000.00 [z & Edi i}
* AGREEMENT- JAMES G
[ Select &l | Deselect Al Select lines to: |4 Add to Favorites 2 Add to Tem plate(s) [ Delete Selected ’.f‘,Mass Change

Total Amount 5,000.00 USD

Shipping Summary

# Edit for All Lines

Ship To Location MIR
Address 10440 Biack Mountain Road
San Diego, CA 82128-2922
Attention To CARRIE DE MOLL
Comments

Requisition Comments and Attachments

Enter requisition comments

CONSULTANT SERVICES TO POLICE ACADEMY FOR MIR/PUBLIC SAFETY/OISMIRAMAR ( Al
EFFECTIVE DATES: 7/118 TO 8/30/18 CAMPUS CONTACT PERS0N: (name, phone #, room #)
SCOPE OF WORK/COMSULTANT AGREEMENT ATTACHED

] Send to Supplier M Show at Receipt 4] Shown at Vioucher

Add more Comments and Attachments
Approval Justification

Enter approval justification for this requisition

: i Budget Checking Status:Not Checked
@ #" Pra-Check Budget

'EI Sawe & submit = Sawe for Later GHl Add More ltems &3 Previzw Approvals

When the “Budget Checking Status” changes from “Not Checked” to “Valid”, proceed by clicking the “Save and
Submit” button. This will start the approval process.

Budget Checking Status:Valid ¢—
ﬁﬁ' Check Budget n-:” Pre-Check Budget
# Save & submit = Save for Later ar Add Mare ltems

63 Preview Approvals

NOTE: If the check should be delivered to someone other than the supplier, refer to the
Process Guide for Special Handling Request Form.
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https://www.sdccd.edu/docs/BusinessServices/docs/Special%20Handling%20Process%20Guide.pdf



