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

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

uhwN 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 ACCOUNTS PAYABLE 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. REQUESTORS SHOULD TRACK PROCESS VIA MANAGE REQUISITIONS SCREEN.

Note: The process for Performance 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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PERFORMANCE 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= m

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
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

PERFORMANCE AGREEMENT — Revised 07/21/26 2|Page



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 [CDEMOLL A Carrie De Mo Priotity
*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 “PERFORMANCE 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 a Unit of Measure EA aQ
Buyer Q
. . . - Halp
Click the Magnifving Glass Icon for Supplier Find —
Enter Supplier’s Name. Click Find. JANES C COLLINY F Reset
Short Supplier Mame
Alamate Supp Mame
City
Country aQ State [ ]

Postal Code

o Enter saarch critedna ko 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
Default Diefault Location
Supplier 1D Supplier Name Location Deseription Address City Siate
R [ . " 16203 SPANGLER 16203 SPANGLER - . —n
. 1 0000590433 JAMES C. COLLINS MAIN FEACRD PEAKRD RAMOMA CA 7

/ Selwct Cancel

Enter Category Code (962-00)

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.

:Hequisi'tion Settings

Business Unit |MIR01 Q San Diego Miramar College Bid NotQuote PERF
*Requester [0000588254 O Elizabath Ann Whitsett Pricrity

*Currency | WSD
Custom Fields

Default Options | 7

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

Line Defaults 7

Supplier [0000590433 Q Category |992-00 Q
Supplier Location | paAIN aQ Unit of Measure |E& a,
962-00 is the Category Code
e Buyer field Shoalld be blank for Performance Agreements
Shipping Defaults
Ship To [MIR a

Due Date iy Attention |ELIZABETH WHITSETT

Distribution Defaults
SpeedChart
Accounting Defaults Personalize | Find | (2] | E First ‘4 1of1 (& Last

Chartfields1 Details Asset Information | [F0

Dist Percant Location GL Unit Fund Deapt Product Account Oper Unit PC Bus
1 MIR 3, |MIRD1 L aQ Y aQ a, a,
L ]
Ok Cancel
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Elizabeth Whitsett
Highlight

Elizabeth Whitsett
Highlight


The Requisition Settings page is complete. To begin creating the requisition, click the "Special Requests" link.

Create Requisition

Welcome Elizabeth Ann Whitsett

@ Home

Request Options - search [ Al S|

Enter search criteria or select
from the menu on the right to
begin creating your requisition. L%;_, Catalog

Browse Catalogs
CATEGORY

i | Special Requests
Create a non-catalog request

Templates

Browse Company and Personal
Templates

o

>

B 0 Lines Checkout

My Preferences Requisition Settings |

Search Advanced Search

Web
Browse Supplier Websites

Express Item Entry
Create an Express Requisition

Grainger Punch Out
Office Solutions Punch Out

Forms
Create and Submit Forms

+ Favorites
Browse Favorite ltems and Services

ePro Services
Request Services

Recently Ordered

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 “PERFORMANCE AGREEMENT — SUPPLIER’S NAME”. Add the amount of
the Performance Agreement and enter the quantity as “1”. In the Additional Information box, enter the
Performance 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

*Price 750.00
*Quantity
“Category [918-22 Q
Supplier
Supplier ID 0000590433 Q

Supplier Name |JAMES C. COLLINS

Supplier ltem ID

Manufacturer
Mfg ID
Manufacturer

Mfg Item ID

Additional Information

Q, JAMES C. COLLINS

LECTURE AGREMENT - COLLINS, JAMES

*Currency USD
*Unit of Measure |EA e}
Due Date [#]

Suggest New Supplier

!

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.

EFFECTIVE XX/XX/XXXX TO XX/XX/XXXX

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

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 7

Welcome Carrie De Moll I .E’IJLJ T Checkout |
nes ——y

ﬁ' Home /‘MyFreFerences ﬁﬂequismns-em-:s

Request Options . Search A v]| | Searth Advanced 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

Review e e Information and subimit the req for appraval.

A ]

My Prefarenices FRequisiion Sattings
Raquisifion Summary
Busingss Unit MIRD1 |0 an Dlego Mimmar Sollege Bid NosQuots [LECTURE AGRMT - COLLINS, I.
“Requester [COEMOLL QL came De Mol Priorty
*Cumency USD
Cart Summary: Total Amount 75000 LD
Expand lIngz t ravizw shipping and accountng oetalls Acd More [lms
Requisition Lines 7
Lne  Cescription tem I Supgler Quantity UoM Erica Tatal
F [01 sp LECTURE AGREMENT- JAMES C. COLLINS 1 EACH 750.00 75000 3
¥ coLums, Ja “\
[] Saict Allf Dassiect Al gslact lines fo: [He A 10 Favortiss WH Ada o Template(s) [ Dzlste Select=a {ELMase Change Click Icon under
Tota Amount 25000 LeD Details to select
Amount Only
Shipping Summary ‘
’ Edit far All Lines Line Details
Zhip To Location MIR o
Andress 10440 Slack Mountain Road Line Datalla
=an Diege, CA 921262203
RARMM ea 1 [P COMSULTANT AGRSEMENT - SANESC
attantion To CARRIE DE MOLL
Commants
e
Requisition Comments and Aftschmants ar— - s
Enter requisition commeanis - —
Ol Suttrted e
el
gt Maser
Buywr  |£ADSAS {=}
[l sand to Supplier Bl snow at Recsipt b shown at Voucher FER—
Zamgensan s

Approval Jueification
R

ENtar approval Justiicatian far this raguisition

B uum Contruct # Avaiitin

P— g
Cororas Dames
[ra—
Comtract Lina a
Cutwgory Lave o,
" Crack Susge: T erecnect Buspat
B Save & submi ] Eawa for Later g Al lare [i2ms | 62 Fravlzw Approvals = .
P Csangs o covims
Supplmr Looon AN L 1mzm sranmER PRak AT
Sugper e oo e
]

Supsincs Cutuiog

 Manutachune intoresten

Marsshucturer 1L o,
Mumutactrar
Martuctunes Bem I o,

Gim

 Sosncen Costrote (]

Click OK ﬂw@

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.
“Requester [COEMOLL T Came De Mol prionty [Medum
“Cumengy |USD

Cart Summary: Total Amount 750,00 USD
Expand lines %o review shipping and accouning detalls o A Mare Iteme

Requisifion Lines

Line Descrigtion Hem 1D Suppler Quaniity Lo

Prica Tatzl Datalls  Commeants Delela
01 pp LECTURE AGREMENT - JAMES C. COLLINS 1 EACH T50.00000)  750.00 R @ Em i |
¥ COLUNE, Ja
[] s=ilectal/ Dessiec Al Zelact ines foo ;. Add fo Favoriles "ﬂ Add o Template(s) Iﬂ Dealete Selectzd ‘.:Tjuass Change

Total Amount 750.00 USD
Shipping Summary

# Bt for All Lines

Ship Ta Location MIR
Anorees 10440 Slack Mountain Road
San Diega, CA 92126-22093
Attantion To CARRIE DE MOLL
Commants

Requizition Commens and Attachmants
ENter requisition Comments

:

LA sand to supplisr Bl snow at Recalpt A snown at Voucher

Edit more Comments and Attachments
Approval Justification

Enter approval justificatian for this raguistion

& Creck Budgel D % ere-cneck suapst

& Zaue & submA ] Save for Later op Add Marz izme £ 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 <¢—
ﬁ?‘i 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



