LECTURE AGREEMENT PURCHASE REQUISITION
PURPOSE: TO RECORD AND ENCUMBER FUNDS FOR A LECTURE AGREEMENT CONTRACT
REQUIRED DOCUMENTATION & PREAPPROVALS:

1. ACTIVE PEOPLESOFT SUPPLIER ID #
2. SEE INSTRUCTIONS BELOW FOR REQUIRED DOCUMENTS
3. BUDGET NUMBER AND AVAILABLE FUNDING

PAID SPEAKERS UNDER $1,000
e A SIGNED RELEASE OF LIABILITY FORM
e NO INSURANCE REQUIRED
e A PURCHASE REQUISITION ENTERED IN PEOPLESOFT; ATTACH THE COMPLETED RELEASE OF LIABILITY
FORM TO THE REQUISITION. ONCE THE PURCHASE ORDER IS ISSUED, THE SPEAKER WILL SUBMIT AN
INVOICE TO DISTRICT ACCOUNTS PAYABLE (APINVOICE@SDCCD.EDU) FOR PAYMENT PROCESSING UPON
COMPLETION OF THE SPEAKING EVENT.

PAID SPEAKERS OVER $1,000
e A COMPLETED REQUEST FOR CONTRACT FORM (RFC PROCESS FAQ SHEET)
e INSURANCE REQUIRED
e APURCHASE REQUISITION ENTERED IN PEOPLESOFT; ATTACH THE RFC FORM TO THE REQUISITION. ONCE
THE PURCHASE ORDER AND AGREEMENT IS ISSUED, THE SPEAKER WILL SUBMNIT AN INVOICE TO
DISTRICT ACCOUNTS PAYABLE APINVOICE@SDCCD.EDU FOR PAYMENT PROCESSING, UPON COMPLETION
OF THE SPEAKING EVENT.

REQUIRED ATTACHMENT: REQUEST FOR CONTRACT FORM OR SIGNED RELEASE OF LIABILITY FORM

CHECK “AMOUNT ONLY” BOX: YES

CATEGORY CODE: 9500-00

PAYMENT PROCESS TO SUPPLIER: SUPPLIER PROVIDES ACCOUNTS PAYABLE OR CAMPUS WITH INVOICE. THE

SPEAKER OR REQUESTER WILL PROVIDE THE INVOICE TO ACCOUNTS PAYABLE APINVOICE@SDCCD.EDU. BUSINESS

OFFICE VALIDATES APPROVAL TO PAY WITH END USER’S CONSENT. REQUESTORS SHOULD TRACK PROCESS VIA
MANAGE REQUISITIONS SCREEN.

Note: The process for Lecture 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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https://sdmiramar.edu/sites/default/files/2025-07/Request_for_Contract_FAQ.pdf

LECTURE AGREEMENT REQUISITION

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.

@SDCCD

Q= i

Employee Dashboard Finance Dashboard

Next, navigate to Procurement/Create a Requisition.

Finance Dashboard

D Finance Dashboand A
P i New HCM and Finance Portal!
ot
5 e PeopleSoft Human Capital Management (HCM) has replaced the Colleague Human = MY PAYGHEGKS
Resources system and Includes our new myFPortal page. Pleass click on Read More for g
il more Information and help. FINANCE menu options are now in the Finance Sarvice
Mearcgo Rouisition: Center - click on the MENU tab above the District logo and click the Finance Service TIMESHEET

Center link to expand the Finance Options.

AddUpdate Supplier W] -~ BENEFITS SUMMARY
ﬁ ore:

Recese an om
PERSONAL DETAILS
Raguest 3 Payment |
Al FINANCE WORKLIST
I Travel & Expense
I Manager Sull Serace Training (How to) -
Raparts v
I Buonulits
& Employes Dashbhaard Gonorat HR Info

I Finance Dashboard Fayroll & Compensation

Persenal Information

Timesheat
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This is the Requisition Settings page. When creating a requisition, enter info on this page and it will auto
populate into each line item of the requisition.
Requisition Settings
Business Unit MIRD1 Q San Diego Miramar Collage Bid No/Guote
*Requester |COEMOLL U Cariz D= Mo Priority
*Currency UsD
Default Options | 7

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

i Dafault Ifyou

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.
Line Defaults | 7
Supplier Q, Category Q
Supplier Location Q Unit of Measure |EA a,
Buyer Q
Shipping Defaults

Ship To [MIR a

Due Dats £ Attention

Distribution Defaults

SpeedChart
Accounting Defaults Personalize | Find | X | E First ‘4 10f1 '® Last
Chartfields1 | [F=H
Dist Parcants Locationa GL Unita Fund Dept Product Account
1 MIR @ [MRDT  |a, Q ) a a =
Ok Cancal

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

Requisition Settings

Business Unit MIR0T | Q San Diego Miramar College Bid No/Quote [LECTURE AGRMT - COLLINS, J.

*Requester |[CDEMOLL a, Carrie De Moll Pnority
*Currency |USD

Default Options |7

) Default If you select this option, the defaulis 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 (2
Supplier Q Category Q
Supplier Location Q, Unit of Measure EA Q,
Buyer Q
. . . - Halp
Click the Magnifying Glass Icon for Supplier o
Enter Supplier’s Name. Click Find. JAMES €. COLLINg] E Rese
Short Supplier Hams
Alermate Supp Hame
City
oty =4 Staite [ ]

Postal Code

o Enter saarch critedna 1o ind 3 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 Find
Name [JAMES C. COLLINS Reset
Short Supplier Name
Alternate Supp Name
City
Country Q State
Postal Code
Search Results Personalize | Find | View All | £ | = Firgt ‘&' 10f1 ‘&' Last
Supplier 1D Supplier Name Rl g:ﬂ':g;‘n"’“’" Address City Siate
. 1 0000500433 JAMES G COLLINS  MAIN ;iﬁ.‘:’;wm £ ;i?:; ;’EMG' ER  Ramona CA ;)

/ Selwct Cancel

Enter Category Code (900-00)

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 |G San Dizgo Miramar Callege Bid NolGuote | LEC TURE AGRMT - COLLING, T#%==
*Requester | 0000560284 QL Elizabeth Ann Whitsett Priority
Currency UED
Custem Fields

Default Options | ¢

Diefault :ifé-g: sedect this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
Owverride [ you select this option, the defaults specified below will ovemride any predefined values for these figlds. only non-Glank values are assigned.
Line Defaults ¥
(¢} - 2. 900-00 is the Category Code
Supplier Location a Unit of Measure |EA |

ewer | Buyer field'should be blank

Shipping Defaults

ShipTo [MIR a
Due Date = - ELIZAEETH WHITSETT
Distribution Defaults
SpeedChart

Accounting Defaults Perspnalize | Find | £2 ] E First 4 1of1 ¢ Last
Chartfields1 | Detais || Asset information | [

Dist  Percent Location &L Unit - - - - Cper Unit FC Bus Ul
Q Q Q a

1 MR @, [MIRD1 a, a
4
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The Requisition Settings page is complete. To begin creating the requisition, click the "Special Requests" link.

Create Requisition

Welcome Elizabeth Ann Whitsett

& Home A

Request Options - search [ Al S|
Enter search criteria or select
from the menu on the right to
begin creating your requisition. L%;_, Catalog f;g
"~ Browse Catalogs i
CATEGORY

i | Special Requests
Create a non-catalog request

5| Templates
Browse Company and Personal
Templates

o

B 0 Lines Checkout

My Preferences Requisition Settings |

Search Advanced Search

Express Item Entry
Create an Express Requisition

Web ==
Browse Supplier Websites

Grainger Punch Out
Office Solutions Punch Out

Favorites

Forms L} 2
Browse Favorite ltems and Services

Create and Submit Forms

ePro Services

U@ Recently Ordered
Request Services

View recently ordered items and
services
INSTALLATION MATERIALS
LABOR, PROJECT MANAGEMENT
LABOR, CABLE INSTALLATION, I...
PRINTER, LJ HP M610dn Printe...
BPO

Fixed Cost Service
Variable Cost Service
Time and Materials

Enter Item Description starting with “LECTURE AGREEMENT — SUPPLIER’S NAME”. Add the amount of the
Lecture Agreement and enter the quantity as “1”. In the Additional Information box, enter the Lecture
Agreement Language shown below. Click all 3 boxes: Send to Supplier, Show at Receipt,and Shown at Voucher.

Then click “Add to Cart”.

Create Requisition (2

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

Item Details

*Item Description

LECTURE AGREMENT - COLLINS, JAMES

*Price 750.00 *Currency USD
*Quantity “Unit of Measure |EA Q
“Category |95 38 a Due Date [#]
Supplier
Supplier ID 0000590433 Q
Supplier Name |JAMES C. COLLINS Q. JAMES C. COLLINS Suggest New Supplier
Supplier ltem ID
Manufacturer
Mfg ID Q
Manufacturer
Mfg Item ID
Additional Information
PROFESSIONAL SERVICES TO PROVIDE DESCRIPTION OF SERVICE FOR @
CAMPUS/DEPT/PROGRAM EFFECTIVE XX/XX/XXXX TO XX/XX/XXXX

b4 sand to Suppier Bl shovw at Receipd

quest New ltem

O Request New ltem

Add to Cart

B4 shown af Voucher

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

Highlighted areas require you to provide specific information for each agreement.

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

EFFECTIVE XX/XX/XXXX TO XX/XX/XXXX
CONTACT PERSON: NAME/PHONE/AND/OR EMAIL
SEND INVOICE TO ACCOUNTS PAYABLE AT APINVOICE@SDCCD.EDU
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On the next page, click “Checkout”.

Create Requisition

T
Welcome Carrie De Moll

Request Options

Search [AF

ﬁ Home )MyFreFeteaees aRequismnEews

V]|

- 0 Lines

Search

On the Checkout page, attach the Release of Liability form or Request for Contract, Scope of Work and Payment

Provisions under Comments

Checkout - Review and Submit

Review e e Information and subimit the req for appraval.

Raquisifion Summary

Buslness Unit MIRD1 &
“Requestsr [COEMOLL

*Cumency USD

Cart Summary: Total Amount 75000 LD
Expand lines % ravizw shipping and accountng cetalls

Requisition Lines 7

Lne  Description Item I
¥ [01 sp LECTURE AGREMENT -
¥ colums,
[ s=lect All/ Dessiect Al Setoct lines fo:

Shipping Summary

# it for A1 Lines

Zhip To Location MIR
Addnass 10440 Black Mountain Rasd
‘5an Diego, CA 92126-2099
attantion To CARRIE DE MOLL
Commants

Requisition Comments and Aftachmants
Enter requisition comments

A

My Prefarenices

B

FRequisiion Sattings

Zan Diego Miamar College Bid Nofuots [LECTURE AGRMT - COLLINS, J.

| Checkout |

Advanced Search

% Camie De Mot Priorty
Asd Maore Iteme
Suppler Quanty uomM Prica Tatat
JAMES C. COLLING 1 EAcH 7s0.00 50.00 \
e Adata Favorlzs 5 Add ta Templatais) [l Delete Selected $2Mage Change Click Icon under
Tota Amount 5008 LD Details to select
Amount Only
Line Details
Line Detalls 7 1

- P Ut 7

Marchurdime Amont

]
Catagory

Dl Sutuircted Ben
[

P——
Huree
[l sand to Supplisr Bl show at Recsipt A shown at Voucher
Approval Jueification
[ —
Entar approval justificztian for ks raguisttion
JE—
fr—
Comtract L
Cutupory L
"3 Check Bunget T ere-cneck suagat
i re—
) Save & submi ] Save for Later |IEF AdaMaore i2ms | 69 Preview Appravals
Supp i 1
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Suppim: Bun 21
Supsincs Cutuiog

 Manutachune intoresten
Marschuctrer 1
Mumutactrar
Hanusuctuney Ham 10
Gim

 Sosncen Costrote (]

Click OK

ﬂlLllil

Eorigurason infs

Euwe Contruct # Avaiuzie
o
Saras Dwme
o
o

Eotomeoa 9 sanes o coLums
[ QU ream smancLsa PRAK AT

Suggms: o Tugpier

Carciete with Gtier Lo
Cuieutats e

B wvrrats Suggmated Supsinr
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When the following message appears, click “Yes”.

4 Message

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.

Yes Mo

Review all your information carefully. Click “Save for Later”, which will create a Requisition ID number. If everything
appears correctly, click “Check Budget”.

Checkout - Review and Submit
Review te item Infarmation and submit the req for SpFI'-ZI\'EI.

My Preferences i Requisiion Sstings
Raquisifion Summary

Guslness Unit MIRO1T | Zan Dlego Miramar College Bid NovQuote LECTURE AGRMT - COLLINS, 1.

“Requaster

“Cumency

CDEMOLL L Camie De Mol

usD

Priority _e:llur'l w

Cart Summary: Total Amount 750,00 USD
Expand lines %o review shipping and accouning detalls o Asd Mare Items
Requisifion Lines

Line Cescrigtion e 1T

Suppler Quaniity Lo Prica Tatal Datslls  Commante Celaiz
01 pp LECTURE AGREMENT - JAMES C. COLLINS 1 EACH T50.00000)  750.00 R @ Em i |
¥ COLLINE, JA
[] s=ilectal/ Dessiec Al Sedact lines fo: :,. Add ta Favoriies & addia Templatals) [ Dalete Seiectad ‘."—_Jdass Change
Tatal Amount 750.00 USD

Shipping Summary

#Edt for All Lines
Ship Ta Location MIR
Anorees 10440 Slack Mountain Road
San Diega, CA 92126-22093
Attantion To
Commants

CARRIE DE MOLL

Requizition Commens and Attachmants
ENter requisition Comments

:

[l sana to suppller E#] snow at Recsipt B4 shovwm at voucher 2% mors Commants and Atschmenis

Approval Justincation

Enter approval justificatian for this raguistion

<

& Z3ya & submit |

% orecneck Buagat

Save for Later =P Add Marz lizme £ Braview Aporovals

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 <¢—

ﬁﬁi Check Budget n-f':!’ Pre-Check Budget

Save & submit L] Save for Later ar Add More Items

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://sdmiramar.edu/sites/default/files/2025-02/Special%20Handling%20Process%20Guide%20with%20Link.pdf



