LOS RIOS COMMUNITY COLLEGE DISTRICT PURCHASE ORDERNO 0001098175

PURCHASING: (916) 568-3071  FAX: (916) 568-3145 ’ IR SR .
: Dat R i Page
ACCOUNTING OPS: (916) 568-3065 o FAX: (916) 286-3636 Dar13/2018 priston LR
Payment Terms  Freight Terms . - - - Ship Viq_ )
PLEASE SEE REVERSE SIDE FOR TERMS AND CONDITIONS, NS 30 shipping Point o Besc iethe.

1011280 QUINTELLM SHEWMAKERN 04VAPA VAPA - =

Supplier: 0000006319
AIFS ShipTo:  FOLSOM LAKE COLLEGE

1 HIGH RIDGE PARK ’ RECEIVING L
- STAMFORD CT 06905 . 10 COLLEGE PARKWAY
FOLSOM CA 95630
Phone: (866) 399-5000 United States
Fax: (203) 399-5590 .
: - . Bill To: 1919 Spanos Court
email: Sacramento CA 95825-3981
United States
Tax Exempt? N . ) . :
LLine-Sch Item/Description Quantity UOM PO Price Extended Amt- Due Date. |
1- 1 FLC - HISTORY OF FRANCE 5 WEEK PAIRS 1.00EA 4,275.00 4,275.00 - 04/13/2018

PROGRAM U18 AMBASSADORSHIP
SCHOLARSHIP FOR ITZEL VALERIA
MONDRAGON

2- 1 FLC - HISTORY OF FRANCE 5 WEEK PAIRS 1.00EA 4,275.00 4,275.00 04/13/2018 -
PROGRAM U18 AMBASSADORSHIP ) s -
SCHOLARSHIP FOR CHRISTINA ISABEL
RAMOS

FLC - HISTORY OF FRANCE 5 WEEK PAIRS PROGRAM U18 AMBASSADORSHIP SCHOLARSHIP FOR ITZEL VALERIA
. MONDRAGON AMERICAN INSTITUTE FOR FOREIGN STUDY - THE HISTORY OF FRANCE 5 WEEK PARIS PROGRAM '
MAKE CHECK PAYABLE TO: AIFS

PLEASE MAIL TO:

AIFS

CUSTOMIZED, FACULTY-LED PROGRAMS

1 HIGH RIDGE PARK FL1

STAMFORD, CT 06905

T

Sub Total Amount 8,550.00
Sales Tax Amount - 0.00
Total PO Amount 8,550.00 .

BU Acct Fd  Org Prog  Sub Proi Amount BYear

GENFD 5200 12 FL.VS.EQTY 63000 00000 598J 8,550.00 2018

0001011280KIRKLINK12-APR-2018

All shipments, invoices, and correspondence must be identified with our Purchase Order Authorized Signature

Number. Overshipments will not be accepted unless authorized by Buyer prior to shipment.

1.l

Notice to vendor: You are responsible for delivering goods and delivery documents to the Receiving Department at the site. Failure to do so will deiay
payment prosessing. Vendor is respensible for obtaining verification of delivery by authorized Receiving Rcom personnel. Receipt of goods by other
parties and failure fo sbiain authorizad signaturss may also delay payment. NOTE: PAYMENT TERMS NET 30

MATERIAL BAFETY DATA SHEETS (MSDS) must be provided with the delivery of product as requirad by law.




N
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15.

17.

18.

19.

20.

21.

22.

LOS RIOS COMMUNITY COLLEGE DISTRICT
American River College « Cosumnes River College « Folsom Lake College ¢ Sacramento City College
PURCHASE ORDER TERMS AND CONDITIONS

APPLICABLE LAW: The contract resulting from this order shall be governed by the laws of the State of California

COMPLETION OF ORDERS: LRCCD reserves the right to withhold payment until order is completed.

DISCOUNTS: Please show cash payment discount offered on your invoice in connection with any discount offered, time will be computed from date of delivery
of the supplies or equipment, or from date correct invoices are received in the office specified by LRCCD if the latter date is later than the date of delivery.
Payment is deemed to be made for the purpose of earning discount, on the date payment is mailed or on behalf of LRCCD.

INVOICES: Invoices shall be prepared and submitted in duplicate unless otherwise specified. Invoices shall contain Purchase order number, date, description of
items, sizes and quantities, unit prices, extended totals, place and date of delivery. Invoices or vouchers not on printed bill heads shall be signed by the
CONTRACTOR or person furnishing the supplies or services. Every invoice shall be properly itemized. If LRCCD has not received billing for product or
services within a one year period LRCCD will not be held responsible for satisfying the debt.

CHANGES: No change or modification in terms, quantities, or specifications may be made without express authorization in writing from the LRCCD Purchasing
Office and signed by the parties hereto, and no oral understanding or agreement not incorporated herein shall be binding on any of the parties hereto. If unit cost
of any item exceeds the amount shown by 10% or $250.00 whichever is less do not ship. Contact LRCCD Purchasing at the phone number provided.

BILL OF LADING: If Bill of Lading is applicable to this order, send originals to “Ship to” address and duplicate Bill of Lading with invoices to “Bill to” address.
All correspondence, invoices, bills of lading, shipping memos, packages, etc., must show purchase order number. If factory shipment, advise factory to comply.
TRANSPORTATION CHARGES: Invoices for prepaid transportation charges must be supported by original receipted expense bills.

FOB POINT AND FREIGHT CHARGES: Unless otherwise specified on this order, all items shall be delivered FOB Destination. No charge for delivery,
drayage, express, parcel post, packing, cartage, insurance, license fees, permits, or for any other purpose will be paid by LRCCD unless expressly included and
itemized in the order. Unless otherwise shown, on “FOB Shipping Point” transactions, CONTRACTOR shall arrange for lowest cost transportation, prepay and
add freight to invoice and furnish supporting freight bills if the amount exceeds $50.00. On “FOB Shipping Point” transactions, should any shipments under this
purchase order be received by LRCCD in a damaged condition and any related freight loss and damage claims filed against the carrier or carriers be wholly or
partially declined with the inference that damage was the result of the act of the shipper such as inadequate packaging or loading or some inherent defect in the
equipment and/or material, CONTRACTOR on request of LRCCD shall at CONTRACTOR’s own expense assist LRCCD in establishing carrier liability by
supplying evidence that the equipment and/or materials was properly constructed, manufactured, packaged, and secured to withstand normal transportation
conditions. Shipments that are California intrastate in nature and where freight is to be borne by LRCCD shall be tendered to carriers with written instructions that
rate and charges may not exceed the lowest lawful rates on file with the California Public Utilities Commission.

PATENT INDEMNITY: The CONTRACTOR shall hold LRCCD, its officers, agents and employees harmless from alleged liability of any nature or kind,
including costs and attorney fees and expenses, for infringement or use of any copyrighted or uncopyrighted composition, secret process, patented or unpatented
invention, article or appliance furnished or used in connection with the contract or purchase order.

TAXES: Certain articles sold to LRCCD are exempt from certain Federal excise taxes. LRCCD will reimburse the CONTRACTOR for, or pay directly, all
California State and local sales and use taxes applicable to this purchase.

EQUAL OPPORTUNITY EMPLOYER: The acceptance of this purchase order by a supplier of goods and services is a certification that such supplier complies
with all provisions of executive order 11246 and is an equal opportunity employer.

GENERAL SAFETY ORDERS: All materials, supplies and services sold to LRCCD shall conform to the general safety orders of the State of California. All
materials, except as otherwise specified, must be new and of the best quality of their respective kinds.

INDEMNIFICATION: CONTRACTOR shall indemnify, defend and hold harmless LRCCD, its trustees, officers, agents, employees and volunteers, from any
and all claims, demands, suits, causes of action, damages, penalties, breaches of this agreement, infringement of patent rights, costs, expenses, violations of
employee occupational health and safety laws, attorney fees, losses or liability, property damage, personal injuries to or death of persons, arising out of, alleged to
have arisen out of, or relating in any way to CONTRACTOR’s work to be performed under this agreement, except if caused solely by the negligence of LRCCD.
TERMINATION: LRCCD may terminate this agreement and be relieved of the payment of any consideration to CONTRACTOR should CONTRACTOR fail to
perform the covenants herein contained at the time and in the manner herein provided. In the event of such termination LRCCD may proceed with the work in
any manner deemed proper by LRCCD. The cost to LRCCD shall be deducted from any sum due the CONTRACTOR under this agreement and the balance if
any, shall be paid the CONTRACTOR upon demand.

ASSIGNMENT: Without the written consent of LRCCD, this agreement is not assignable by CONTRACTOR either in whole or in part.

PUBLIC WORKS PROJECTS: CONTRACTOR must comply with Public Contract Code.

CA LABOR CODE: Pursuant to Section 1700, and following, the CONTRACTOR shall pay not less than the prevailing rate of per diem wages as determined by
the Director of the California Department of Industrial Relations. Copies of such prevailing rate of per diem wages are on file at the Business Office of the Los
Rios Community College District, 1919 Spanos Court, Sacramento, CA 95825. Those copies shall be made available to any interested party upon request. The
CONTRACTOR shall forfeit, as penalty to the LRCCD, Fifty Dollars ($50.00) for each calendar day or portion thereof, for each workman paid less than the
stipulated prevailing rates for any work done under the contract by him/her or by any subcontractor under him, in violation of the provisions of such Labor Code.
NOTICE: Your employees may be exposed to hazardous substances during the course of their work while on LRCCD property. For additional information on
the hazardous substances that your employees may be exposed to contact the LRCCD General Services Department at (916) 568-3048.

INSURANCE: CONTRACTOR shall, at all times, maintain in full force and effect the following insurance: Workers” Compensation, Commercial General
Liability, Auto Liability, and Professional Liability if licensed professional. Policy limits for each shall be at least $1,000,000 AND $3,000,000 AGGREGATE
for bodily injury, personal injury and property damage. Any combination of General Liability and Excess Coverage can be combined to meet the Aggregate.
LRCCD shall be named as an additional insured on CONTRACTOR’s policies. The CONTRACTOR shall provide a certificate of insurance and required
endorsements to comply with this section at least 15 days prior to commencement of work under this contract. The certificate shall state that LRCCD will be given
30 days notice of any material change or cancellation in coverage.

DISQUALIFIED EMPLOYEES: CONTRACTOR shall ensure that persons who perform services on LRCCD property have not been convicted of any felony, or
any controlled substance offense or any sex offense as those terms are defined by Education Code section 87008-87010. If LRCCD determines that any person
employed by CONTRACTOR to work on LRCCD property is incompetent, unfaithful, intemperate, disorderly, abusive or is otherwise unsatisfactory,
CONTRACTOR shall cause that employee to be removed from working on LRCCD property immediately, and that person shall not be employed again on
LRCCD property.

WORK AUTHORIZATION: Prior to LRCCD’s acceptance of this Agreement, CONTRACTORs who are not U.S. citizens must provide verification of (a) work
authorization status from the appropriate U.S. Department of State; (b) a copy of their U.S. visa; (c) the number of days present in the U.S.; and (d) tax treaty
status. LRCCD shall not make any payments to CONTRACTOR unless CONTRACTOR holds the appropriate U.S. visa. CONTRACTOR is responsible for
ensuring they are in possession of the appropriate visa.

WARRANTY: CONTRACTOR expressly warrants that all materials, goods, equipment, services, and/or labor shall conform to the requirements set forth or
incorporated into this order and any applicable industry standards or requirements, shall be merchantable and free from defects in workmanship, materials and/ or
design (including latent defects), and shall perform as specified. CONTRACTOR further warrants that all materials, goods, equipment, services, and/or labor will
be fit and sufficient for the particular purposes intended by LRCCD. Unless agreed upon otherwise between LRCCD and CONTRACTOR, the warranty period
shall be the longer of: (a) any express warranty included in this service agreement; (b) one year after the materials, goods, equipment, services, and/or labor are
accepted by LRCCD; or (c) any warranty period provided under any applicable California law.







3/20/2018

American Institute For Foreign Study
1 High Ridge Park, Stamford, CT 06905
Telephone: 800-727-2437 ext. 5089

Folsom Lake College
History of France - 5-Week Paris Program - Summer 2018
Ambassadorship Scholarship Recipient Invoice, Revised
Customized, Faculty-Led Programs

Checks should be made payable to AIFS, and mailed to:

AIFS

Customized, Faculty-Led Programs

1 High Ridge Park FL1

Stamford, CT 06905

First Middle Last Program Refundable Medical Peronal
Name Name Name Fee Damage Insurance Effects
Deposit Upgrade Coverage Due
1 |ltzel Valeria Mondragon $3,995.00 $125.00 $65.00 $90.00 $4,275.00
Christina Isabel Ramos $3,995.00 $125.00 $65.00 $90.00 $4,275.00
$7,990.00 $250.00 $130.00 $180.00 $8,550.00
Please pay this amount: $8,550.00




Requisition

Supplier: AIFS 0000006319 Business Unit: GENFD OPEN
1 HIGH RIDGE PARK Req ID: Date Page
STAMFORD CT 06905 0001011280 03/19/2018 1
United States Requi si tion Name:
Al FS - AMBASSADORSHI P SCHOLAR
Phone: (866) 399-5000 Fax: (203) 399-5590 Requester Bldg#
email: Mel oni e Quintell VAPA
Requester Signature
Ship To: RECEIVING
10 COLLEGE PARKWAY Buyer : Ni chol as Shewnaker
FOLSOM CA 95630-6798 Approved:
Entered By: QUI NTELM 19- MAR- 2018
LLine-Schd Description Quantity UOM Price Extended Amt Due Date |
1-1 FLC - HISTORY OF FRANCE 5 WEEK PAIRS 1 EA 4,275.00 4,275. 00 03/26/2018
PROGRAM U18 AMBASSADORSHIP
SCHOLARSHIP FOR ITZEL VALERIA
MONDRAGON
2-1 FLC - HISTORY OF FRANCE 5 WEEK PAIRS 1 EA 4,275.00 4, 275. 00 03/26/2018

PROGRAM U18 AMBASSADORSHIP
SCHOLARSHIP FOR CHRISTINA ISABEL

RAMOS

FLC - HISTORY OF FRANCE 5 WEEK PAIRS PROGRAM U18 AMBASSADORSHIP SCHOLARSHIP FOR ITZEL VALERIA MONDRAGON AMERICAN

Total Requisition Amount:

8, 550. 00

———————

INSTITUTE FOR FOREIGN STUDY - THE HISTORY OF FRANCE 5 WEEK PARIS PROGRAM

MAKE CHECK PAYABLE TO: AIFS

PLEASE MAIL TO:

AIFS

CUSTOMIZED, FACULTY-LED PROGRAMS
1 HIGH RIDGE PARK FL1

STAMFORD, CT 06905

BU Acct Ed  Org Prog Sub
GENFD 5200 12 FL. VS. EQTY 63000 00000

Proj Amount
598J 8, 550. 00

Pur chases Charged to Catagorical

For grants/special projects

This purchase is in conpliance with the requirenent of

Prograns, Grants or Speci al

Proj ect .

Approval Signature

Approval Signature

Approval Signature




From: Haney. Brenda

To: Quintell, Melonie

Cc: Anderson, Jae

Subject: RE: OLR - AIFS Ambassadorship Scholarship_ OLR#_0001011280_AFIS

Date: Tuesday, April 10, 2018 3:16:30 PM

Attachments: Q A RE OLR# 0001011280 AFIS and OLR Budaet Checking .msq
image002.png

Importance: High

Hi Melonie —

BSO has not received signed original for OLR# 0001011280_AFIS — if you want this paid before 4/20

—we must receive signed OLR by 9:00 AM tomorrow April 11— 35 our next check run is Thursday
4/12.

The last communication | see for this OLR — was the attached O&A exchange.

Thank you,

Brenda Haney

Business Services

Folsom Lake College | 10 College Parkway | Folsom, CA 95630

@ 916.608.6635 | DX haneyb@flc.losrios.edu

From: Quintell, Melonie

Sent: Monday, April 9, 2018 1:44 PM

To: Haney, Brenda <haneyb@flc.losrios.edu>
Subject: RE: OLR - AIFS Ambassadorship Scholarship

Hi,

It's 0001011280

Melonie Quintell

Administrative Assistant to the Dean of

Visual & Performing Arts and Languages & Literature

Folsom Lake College . 10 College Parkway . Folsom, CA 95630
p. 916.608.6621 www.flc.losrios.edu

From: Haney, Brenda

Sent: Monday, April 9, 2018 1:43 PM

To: Quintell, Melonie <QuinteM@flc.losrios.edu>
Subject: RE: OLR - AIFS Ambassadorship Scholarship

What's the OLR or PO# ?

Thank you,


mailto:haneyb@flc.losrios.edu
mailto:QuinteM@flc.losrios.edu
mailto:Jae.Anderson@flc.losrios.edu
mailto:haneyb@flc.losrios.edu
http://www.flc.losrios.edu/

Q & A RE: OLR# 0001011280_AFIS and OLR Budget Checking  

		From

		Haney, Brenda

		To

		Quintell, Melonie

		Cc

		Anderson, Jae

		Recipients

		QuinteM@flc.losrios.edu; Jae.Anderson@flc.losrios.edu



Hi Melonie –



Hope your day is going well, so far ! 



 



Thanks for your OLR Inquiry –



RE:  OLR# 0001011280_AIFS –  in viewing this OLR today,  I found no attachments on this requisition. 



o   You can edit  this OLR and Add Attachment of  your revised Invoice. 



GENFD



0001011280



AIFS - AMBASSADORSHIP SCHOLAR



Open



FLC



W1636804



Quintell,Melonie M.



Valid



N



 



Attachment Instructions:  Refer to pages 17-22 of the LRCCD Users Guide for Requisitions (copy attached) – 



Section 4 – Comments and Attachments:    Attachments Section is covered on pages 20 – 22.



o   Page 22 – “When a file Attachment exists, the file name is displayed and the View and Delete pushbuttons become active”.   



o   To Delete an Attachment – Click the Delete button, then Click the OK button, then Click the Save button on Main Page, when you exit the OLR – the Attachment icon will be removed. 



 



RE:  Pending OLRs -  BSO is not budget checking pending OLRs –  



When the signed hardcopy is received in our office,  we may run budget checking on an OLR – if in our audit of the OLR we find that it has not already been budget checked; or if we have to make corrections to the OLR and budget checking is required to clear OLR for final approval. 



 



If you enter an OLR that has been budget checked,  but not fully completed -  and you want to return/re-open it later to edit and complete: 



o   Yes – this will create a Change Order Track on the OLR, but that’s normal, and a fairly simply process to complete.



 



With that - I am happy to provide you with further individual training on this process – just let me know, and we can get that scheduled.  



 



Thank you,



Brenda Haney



Business Services 



Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630



( 916.608.6635 |  * haneyb@flc.losrios.edu



From: Quintell, Melonie 
Sent: Wednesday, March 21, 2018 3:54 PM
To: Haney, Brenda <haneyb@flc.losrios.edu>
Subject: Ambassador Scholarship OLR# 0001011280 



 



Hi again,



 



The invoice I attached in the Ambassador Scholarship OLR# 0001011280 is incorrect.  The attached invoice in this email is correct (contains two students Itzel Mondragon and Christina Ramos).  I was unable to figure out how to remove the old invoice and replace it with this one.  I have attached it in case or you can send me directions on how to remove an old attachment. 



 



Also, when my requisition are not budget check it is because I was alerted to a change or am waiting on a  revised invoice.  I did not budget check this requisition because I wanted to circle back with you first.  This has happened a few times when I have created requisitions as place holders and then someone hits the budget check before it is complete. I do not do budget checks until a requisition is complete for two reasons, it says it will create a change order when I make changes after a budget check and the last step I do when I have completed a req that is ready to be printed for signatures. Let me know if you want to discuss.



 




Thank you,



 



 Melonie Quintell



Administrative Assistant to the Dean of



Visual & Performing Arts and Languages & Literature



Folsom Lake College . 10 College Parkway .  Folsom, CA  95630



p. 916.608.6621 www.flc.losrios.edu
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PEOPLESOFT REQUISITIONS

Before we begin...

The Requisition is the initial document in the Purchasing process. This
process not only involves Purchasing, but also impacts Receiving,
Accounts Payable and Asset Management. The examples that follow are
provided with the entire procurement process in mind.

The PeopleSoft Financial System is an enterprise application that has many integrated modules.
In order to understand the reasoning behind why we create transactions in the manner we do, it is
important to note the relationships that exist between the modules. The following illustration
provides a graphical summary of how purchases are managed at Los Rios.








Requisition

Purchasing System Overview

The initial setup of
the Requisition is
critical to the flow
of transactions
throughout the
purchasing system.
It is important that
the requisition be
entered in the same
way the supplier
will invoice for the
goods or services.
if the vendor is
going to itemize all
items, the
Requisition must
itemize all items.
In order for
Accounting to pay
the invoice, the
inveice lines must
match the lines on
the Purchase Order,
which are created

Purchase Order

| by the Requisition.

55—
The Purchase Order

is created by an
oVernight pracess
which copies
Requisition data
into a Purchase
Order.

The Purchasing
Department verifies
the document for
appropriate values
including location
codes, category,
receiving, account
codes, asset tag
creation,

sales/use tax, etc.
—

Dispatch Purchase
Order

Pay Invoices

Recejve Goods and
Services

The Receiving
Department enters
receipts for goods
and services. When
receiving
equipment, Serial
Numbers and
accurate location
codes also entered
with the receiver.
Accurate asset
information is
critical for physical
inventory purposes.

Accounting
Operations receives
original invoices
and enters them
into the system.
Payments can only
be made when the
Purchase Order,
Invoice and
Receiver (if
required) match. If
there is a
discrepancy
between any of
these decuments
the system will
errar and the
payment will not be
processed.

¥ Asset Management

The Asset
Management
system tracks the
value and physical
location of
equipment and
assets that are
owned by the
District.
Information for
these assets is
provided by the
Purchase Order,
Invoice and
Receiver.

SNOILISINO3IY L40s314d03d







PEOPLESOFT REQUISITIONS

Section 1 - Create a New Requisition

Creating a new requisition is the first step in PeopleSoft Purchasing. There are many different
types of purchases made throughout the District. Depending on the type of purchase you are initiating, the
requisition attributes play a significant role in how efficiently your request flows through the system. In
Section 9 you can find detailed information on specific requisition setup for different types of purchases.

NAVIGATE TO THE REQUISITION MENU

“ Main Menu >
Purchasing >
Requisitions >
Add/Update Requisitions
Click Add

/ Let the Requisition ID
default by leaving “NEXT’
in the Requisition ID field.

/ The Business Unit defaults
from your user profile. If
you are purchasing with
funds from a different
Business Unit, make the
change here.

Q‘ The Lookup icon is
used throughout all
PeopleSoft applications.
You can use this button to
look up a list of values for
the field immediately to the
left.

Favorites ~ Main Menu - ¥ Purchasing- > Requisiions~ > Add/Update Requisitions

Requisitions

Find an Existing Value Add a New Value

Business Unit GENFD | Q
Requisition ID [NEXT








PEOPLESOFT REQUISITIONS

MAINTAIN REQUISITIONS

The Maintain

RequiSitionS page ... | Mo wiecow | Heep | Pevsonaszn Fage | B
diSplayS a view of the r.-.-.-wz.m.n.pq:.«mm
. . Requisition
Header information R o
and the Line M‘::‘l’“;:c.: — ooy From s I*.:G::\I:IU' Further Processing
information. SR _
e i Enieved By WOOIFETE Cray Pety
*Reguinition Dale 05730017 " Raccmtiad e
e 58 U Gries
sy D o

Acounting Date CHIVIITT

\f@ Click on the Agprovea by Amount Summary 7

Duate of Apgaoval

Personahze hnk to Feunton Detaty Add Commants Cateponcal Cantfeancn Total Amoust aba ush

RequARon AZSvnes
hide the fiel ill -
de the fields you wi e T T

not need [rommriy s ey S - ——— R T e ———
L - [— Cuarasy oM Cagery orice Matchtnder gy
1 a (LI T o a [ 1100 B Cm & =

# Youwil only need to
petform this step once.
The system will remember
your preferences.








Scroll to the bottom of
the Personalize
Column and Sort
Order list page.

Click on the Copy
Settings link

PEOPLESOFT REQUISITIONS

Frozen columns display under every b,

Column Order

[Perscnalize Column and Sort Order

Tio onger columns or 300 feids 1o SO onder, Mghlight column Name, hen press the appropriale bution

Sont Order

Tab Detads (frozen)
Line (frozen)

Details (frozen)

Item (hidden)
Description (frozen)
ltem Search (hidden)
Quantity

Schedule, .

Tab Ship To/Due Date (hidden)
Due Date (hdden)

Price (hidden)

Schedule... (hidden)

Tab Status (hdden)

Status (hidden)

Tab Supplier Information (hidden)
Suppher (hidden)

Location (hidden)

Tab item Information (hidden)
GTIM (hidden)

RFQ Required (hidden)
Stockless ltem (hidden)

Devica Tracking (hidden)

Manufacturer's ltem |D (hidden)
Tab Attributes (hidden)
ftern Dietail (hidden)

Zero Price Indicator (hidden)
jon Required (hidden)

Inspect 10 (hidden)

Tab Contract (hidden)

Contract Search (hidden)

Contract ID (hidden)

Category Line Number (hidden)
Use Contract if Available (hidden)
GPO ID (hidden)

GPO Conlract Nurmber (hidden)
Tab Sourcing Controls (hidden)
Source Status (hidden)

Consolidate with other Reqs (hidden)

Source To Inventory (hidden)

Soureing Contrals (hidden)

% Unit Price Toferance (hidden)

% Unit Price Tolerance - Under (hidden)
Unit Price Tolerance (hidden)

Unit Price Tolerance - Under (hidden)

=

»

=
2








PEOPLESOFT REQUISITIONS

MAINTAIN REQUISITIONS

Use the lookup icon

2 to copy the LR
Py
template.

Copy Settings

Copy Your Customization Settings

settings to Copy: |

Help

Select the LR REQ
setting.

Click - % twice
to get back to the
Requisition page.

# The page customization
takes effect the next time
you open a Requisition.

Look Up Settings to Copy

Setting NameLlieginswith v ]

| LookUp || Clear || cancel

Search Results

View 100 First ‘4 1or1 ‘B Last
Setting Name
LR RECQ

=

Help

Basic Lookup








PEOPLESOFT REQUISITIONS

REQUISITION

The upper portion of
the Requisition page
contains general
information.

Favorites « Main Menu = > Purchasing« > Reguisifions » > Add/Update Reguisitions

Maintain Requisitions

Requisition
Business Unit GENFD Status Open
Requisition ID NEXT Budget Status Not Chk'd ﬁ&
Requisition Name Copy From I Hold From Further Processing

Business Unit

The Business Unit value defaults from your user setup.

Status The initial Requisition status is “Open”. Upon approval, the status updates to
“Approved”. The Requisition remains “Approved” until the subsequent Purchase
Order is complete. The status will then update to “Complete”.

Requisition ID “NEXT” will be displayed when you initiate the Requisition. The system will assign
a Requisition ID when the transaction is saved.

Budget Status The initial budget status is “Not Checked”. Budget Checking can be run by

clicking the T icon. When the process completes, the status will update to either
“Valid” or “Error”. There is also a nightly batch process that budget checks
Requisitions.

Requisition Name

You can give your requisition a meaningful name which can help locate the
transaction later. If the field is left blank, the system will insert the Requisition 1D
here.

Copy From To save time on recurring orders, you can copy from a previous requisition. (see
page 46)

Hold From Further Checking this box prevents the requisition from being processed further. A

Processing requisition on hold will not be budget checked or sourced to a Purchase Order.
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HEADER

The Header contains

values that apply to all Hoader (@
o e . =0 tor: |W0382005 Q G Jason L . WDD02223 o
Requlsltlon LlneS and ,Reqmsf;au:e — . regg.Jason Entered By: W00022. Jason Gregg
. . . — Requester Info
Distributions Origin[00 Q it o
*Currency Code USD Dollar
Accounting Date 04/28/2017
Approved By Amount Summary (2
Date of Approval
Requisition Defaults Add Comments Categorical Certification Total Amount 69,835.85 USD
Requisition Activities Pre-Encumbrance Balance 69,935.95 USD
Freight/Shipping/Fee AmtCnly
Select Lines To Display (2
Search for Lines
Line Q To Q) Retrieve
Originator L
g Enter the ID of the person initiating the order. You can use the lookup Q (0 search.
Entered By This ID defaults to the person entering the requisition.

Requisition Date

The date defaults to current date.

Origin

This value is defaulted from your user setup.

Curtency Code

The system is setup for US Dollars.

Accounting Date

This field will default to the Requisition Date.

Requisition Defaults

This link opens the Requisition Defaults Page. (see page 10)

Add Comments

This link opens the Comments Page. (see page 17)

Categorical Certification

Use this area to record the compliance of expenditures when using categorical funding,

Requisition Activities

This link opens an activities subpage where you can track activities related to the
Requisition.

Freight/Shipping/Fee Amt
Only

This 1 will set the attributes for Fees, Freight, and Shipping lines on the requisition.

Total Amount

The total amount of the requisition is displayed upon saving. (Please note: requisitions do

not include sales tax. Be sute to allow enough in your budget to cover applicable taxes
which will be added on the purchase order.)

Pre-Encumbrance Balance

This is the amount of funds pre-encumbered against the budgets on the Requisition.
(Displays after the requisition is saved.)

Select Lines to Display

This feature allows you to search for a select group of lines on multi-line requisitions.
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Section 2 - Requisition Header Defaults

Setting Requisition Defaults can be done at two different levels. You can set Header Defaults

which apply to all lines and distributions on the Requisition, or you can set Line Defaults which apply to an
individual line. (see page 22)

SETTING REQUISITION HEADER DEFAULTS

From the Maintain

Requisitions Page i i i T s
| b et | teeie | Personaice Fage | 53
Click on the
Requisition Defaults — P
Requisition 10 NEXT et Statos Nt Sty
link. Requisition Hams By From| [T bk From Furter Processing

Entered By; WOOO3ATE ity ety

Amount Swmmary

A3 Commnts Categoncas Cartication Todsl Amount

EreiprerSnpong se Amilaly

Setting the defaults
before entering the
line items, can save
time by eliminating
repetitive data entry.

# This page can also be used
to retrofit values to all
existing requisition Lines
and Distributions.

“B Click on the
Personalize link to hide
the fields you will not
need.

# You only need to perform
this step once. The system
will remember your
preferences.

10
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SETTING REQUISITION HEADER DEFAULTS

Click on the Copy
Settings link at the
bottom of the
Personalize Column and
Sort Order page.

Distributions

Personalize Column and Sort Order

To arder columns or add fields to sort order, highlight column name, then press the appropriate button.

Frozen columns display under every tab.

Column Order

Sort Order

Tab Details (frozen)
Dist (frozen)

Percent

GL Unit (hidden)
Account

Fund

Dept

Program

Class

PC Bus Unit (hidden)
Project

Activity (hidden)
Affiliate (hidden)
Budget Date (hidden)
Location

Floor # (hidden)
Description (hidden)
Business Unit (hidden)
Profile 1D

Tab Asset Information
IN Unit

Capitalize

Cost Type
Description

=
@D

Hidden

Frozen

| ok || cancel || Preview |Cop\,r Seﬂingsbhare Settings Delete Settings

Descending

Use the lookup icon Q
to copy the settings
template.

Copy Settings

Copy Your Customization Settings

Settings to Copy: ]

Help

11
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SETTING REQUISITION HEADER DEFAULTS

Select the LR REQ
setting.

Click IS |
to get back to the
Requisition Defaults

page.

# The page customization
takes effect the next time
you open a Requisition.

Look Up Settings to Copy x
Help

| Look Up H Clear || Cancel |Basic Lookup

Search Results

View 100 First ‘&' 1ar1 % Last
Setting Name
LR REQ

Requisition Defaults
Page

Requisition Defaults

Husmess Unit GERFD

Requisition 1D NEXT

Requisition Date (5102017
Stalus Open

Default Optiens 7

Flperaun It you sesext this option, the detault valuas entered on this pags are Weated as pant of the defauting logic anc are
ooty ppfied if no olbver defaull vilues are found for sach feld. T delacl values skeaty exstin the hierarchy, ey
are used. and the values on this page are not used.
®
MG It you selert this option, ail detault values Bnsersd on this paps ovemds ine defaul values tound in e defaul
Peerarchy, only non-Olank values are assigned.
Line
“Huyer Q Linit af Measure
Supplier a Supplier Location aQ
Category A “Address Seq Number a
Supplier Logkup
Schedub:
Ship To [0 0, Los Rios Disbic] Office Recvg *Distribate By [Quantity ~
e Date i}
Assat Dept: =8
*Originator o
Diistribution
SpueedChart a
Distributions Persanaiize | Fnd |Viewaa |0 B Fiest 4 1ot
Dotails | Assel Infonmation | PR
[uat Percent Account Tund Dept Program Class Progect Location Profike 10
i Q et a a a Q, ot a a

b Last

[-lv
[

Buyer

Enter ot use ‘& to lookup the Buyer for your location.

Supplier

Enter ot use ‘ to lookup the Supplier you would like to use.

Category

Enter or use ' to lookup the Category for the items you are requesting.

12
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SETTING REQUISITION HEADER DEFAULTS

Unit of Measure

Enter or use % to look up the unit of measure that applies to the majority of
your line items.

Supplier Location

This value defaults from the supplier ID.

Address Seq Number

Use the magnifying glass QU (o select the address you would like the purchase
order sent to.

Ship To Select the receiving location where the items should be delivered. Ifthe line
items on the order are non-taxable (such as services or software delivered
electronically), choose the applicable NOTAX Ship To Location. There are
also Ship To Locations set up for Library Book orders and Outreach Centers.

Due Date Enter the date your items/services are required (this will default to ).

Asset Department

This value is required for items purchased with 64xx accounts. The Asset
Department indicates the area that is paying for the asset, not the location where
the asset will be housed.

Originator

Enter the ID of the employee originating the request. This will default from the
Requisition Header.

Budget Distributions

® Account ©® Fund ¢ Dept © Program ¢ Class ¢ Project

Entering chartfield values here will save data entry on each individual line. You
can change the budget on individual Requisition Lines where applicable. (see
Requisition Line Defaults page 23)

Location The Location Code identifies the specific on-site location for the goods ot
services. Itis ctitical to provide an accurate Location Code for equipment.
This Location Code will be used by auditors to locate assets.

Profile ID A Profile ID is required for asset purchases. The Profile ID identifies the specific

type of asset being purchased. This value may be different for a number of items
on the same requisition. For instance, a computer will have a Profile ID of
COMPU, a monitor will have a Profile ID of COMPMONT and the recycle fee
for the monitor will have a Profile ID of COMP:FEES. The different Profile IDs
are necessary because different asset types have differing depreciation and tagging
rules.

13
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Click w

ceturn 1o the o
Requisition

Line 5 Parscnaice | Find [ViewAr | ) B Ewst 0 vafr ) Lam

Line Description Gty oM Calegeny Prics Mo e ame swpTa ‘:‘;"
e e, O W

14
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Section 3 - Requisition Lines

Requisition Lines contain the detailed information for the products or services requested. The
attributes that you set for each requisition line will dictate how the order flows through the system. Refer to
section 10 for examples of how different types of Requisitions should be set up.

LINES

The Line section of

the Requisition lios & parcracs | o [Veast| ) B Pt @ 1a01 Lo

contains the detail of - Ty TeE— e e e

the request. R -

/ The line is where you set the

attributes applicable to the
item or setrvice that you are
requesting.

Line Displays the line number.

Description Enter the description of the item or service requested. Please phrase your
description in 2 manner that will make it easy for the next user to
understand what it is you are requesting. A technical description of an item
may be perfectly clear to someone familiar with the product. But someone in
Purchasing, Accounting or Asset Management may not possess the same level of
expertise in the commodity requested. A clear description will help get your order
processed more efficiently (see Section 10 for examples).

= This Icon displays the entire description for review and editing.

Quantity Enter the quantity for the line.

uom Enter or use ' to lookup the Unit of Measure for the line. This value can be
defaulted from the Requisition Defaults. (see page 10)

Category Enter or use ' to lookup the Category that applies to the line item. This value
can be defaulted from the Requisition Defaults. (see page 10)

Price Enter the unit price for the line.

Merchandise Amount | The calculated line amount will display upon saving.

Ship To The Ship To defaults from the Requester setup. This value can also be defaulted
from the Requisition Defaults (see page 10).

15
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LINES
Supplier Name The supplier name is displayed here.
Amount Only This checkbox should be flagged for items that may require multiple payments.

Blantket Orders are abways Amonnt Only.

O

This Icon opens the Line Comments Page. (see page 17)

&d

This Icon opens the Line Defaults Page. (see page 22)

(=

These buttons add or delete lines on the requisition.

View Printable
Version

The View Printable Version link generates the requisition report and displays it in
PDF format.

Delete Requisition

The Delete Requisition pushbutton is available after save and before successful
budget checking. Once the Budget Status is valid, the Requisition can no longer
be deleted. (See cancelling a Requisition, page )

Save Saving the Requisition will trigger a few things. The defaults that were set on the
Header Defaults will populate to the Requisition Lines, the Merchandise and Total
Amounts will calculate, the Delete pushbutton will be visible and a Requisition 1D
will be assigned.

Notify The Notify pushbutton allows you to generate an email notification (see page 20).
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Section 4 - Comments and Attachments

Comments and Attachments, like defaults, can be added at either the Header or Line level.
Comments and Attachments on the Header apply to the entire requisition and will print after the line items

on the Purchase Otrder.

COMMENTS AND ATTACHMENTS

COMMENTS

On the Requisition
Header

Click on the Add
Comments link.

/ If a comment or attachment
already exists on the
Requisition Header, the link
will read “Edit Comments”
instead of “Add
Comments”.

/ Comments entered here will
copy to the Purchase Order
and print on the Purchase
Order following the PO
Lines.

Favmes =

Mantain Requesitions

Requisition
Business Unt GENFD
Moguinition I HEXT
Reguamon Name
* Mosdor
*Orginator Q
“Fequesiion Date 02709911 P
Orign (AL 2. orane
“Currency Code USD
Cumency Code Dot
Accousting Date 5102011 5
Approved By

Date of Approval

Rt Detaes Camgores Carteaton

Requston Actvies
e Senoeng S ee AmeCrty

uanMeni « 0 Puthasnge o Reosstos s ) AOMUpds Rsaston

ooy From

Emeesd By:

Amosnt Summary ¥

Total Amosnt

| Marw manacon | o | Parsonaice Page | I

States Open
Budos Status Mot Cricd

ol From Farther Processing

On The Requisition
Line

Access the Line
Comments page by

clicking the (Jicon.

# Comments entered here will
copy to the Purchase Order
and print on the Purchase
Order immediately
following the Line Item.

Foomesw  Manlen e 3 Fsthange ¢ Reosstore )
Matain Requsitions
Requisition
Business Unt GENFD
Woguinition 10 HEXT
Reguamon Name

* Hundor ¥

A

“Cirginator:

“Requestsion Date 5109011 C ———

Orign (AL 2. orane
“Cumency Code Dotar
Acgoustng Date 2570251 1 5
Approved By
Date of Approval

Fgumston Ditnsy A8 Comements

Requston Actvies

e Senoeng S ee AmeCrty

oo Cantfcaton

AnU fston

ooy From

Emeesd By:

Amosnt Summary ¥

Total Amosnt

| Marw manacon | o | Parsonaice Page | I

States Open
Budosl Status Mok Cricd

ol From Farther Processing

e Dot
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COMMENTS AND ATTACHMENTS

The Comments page
provides a text box for
comments and an
attachment option for
uploading supporting
documents such as
quotes, agreements,
etc.

P you remove the check
from Send to Supplier, the
comment

Header Comments

Business Unit GENFD
Requisition ID NEXT

*Sort Method | Comment Time Stamp v

Comments

Use Standard Comments

Requisition Date 05/10/2017
Status Open

*Sort Sequencelm

Comment Status Active |

1 Send to Supplier 1 Show at Receipt

5] show at Voucher

Associated Document

Attachment

From -= REQ GENFD-NEXT

OK || cancel || Refresh |

Aftach View

| sot |
Find | View Al First ‘4) 1of1 (&' Last
Inactivate e
T
Delete Email

Standard Comments
are available by
selecting the Use
Standard Comments
link.

Header Comments

Business Unit GENFD
Requisition ID NEXT

*Sort Method [Comment Time Stamp v

Comments

Use Standard Comments

Requisition Date 051072017
Status Open

*Sort Sequencelm

Comment Status Active |

1 Send to Supplier 1 Show at Receipt

] show at Voucher

Associated Document

Attachment

From -= REQ GENFD-NEXT

OK || cancel || Refresh |

Aftach View

| Sort
Find | View Al First ‘&) 1of1 &' Last
Inactivate | =
g
Delete Email
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COMMENTS AND ATTACHMENTS

Use the Q to lookup
the Comment Type Standard Comments =
Hel
and Comment ID. b
Comments
*Action| Copy Comment v
Comment Type Q Comment ID Q |
*Effective Date 09/16/2017 *gatus | Active ¥
Description
Short Desc
Comments ]
4
| ok || cancel || Refresh |
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COMMENTS AND ATTACHMENTS

File Attachments

Support documents
can be uploaded
directly into
PeopleSoft using the
Attachment
functionality.

Click the Attach
pushbutton to add an
attachment.

/ You can only attach one file
per comment. To avoid
having to create multiple
comments, scan all
supporting documents into
one file prior to uploading.

Header Comments

Business Unit GENFD
Requisition ID NEXT

Requisition Date 051072017
Status Open

=Sort Method [Comment Time Stamp ~ “Sort Sequence Sort

Comments Find | View Al First ‘4) 1of1 (&' Last

Use Standard Comments Comment Status Active Inactivate [+]

e

1 Send to Supplier 1 Show at Receipt

M show at Voucher

Associated Document

Attachment Attach View Delete Email

From -= REQ GENFD-NEXT

OK Cancel Refresh
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COMMENTS AND ATTACHMENTS

From here you can

browse and upload a File Attachment
file.

| Browse..

# Youcn upload any file |
format. | Upload | | Cancel

r e Depending on your
browser, the File
Attachment page may look
different.

File Attachment

Choose File |Nofilechosen
Upload | | Cancel |

File Attachment

Browse... | Mo file selected.

| Upload | Cancel |

Help

Help
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COMMENTS AND ATTACHMENTS

When a File
Attachment exists,
the file name is
displayed and the
View and Delete
pushbuttons become
active.

Business Unit GENFD

Requisition Date 04/20/2017

Requisition ID NEXT Status Open
*Sort Method [Gomment Time Stamp v *Sort Sequence [Ascending ~] | sot |
Comments Find | View All First (4} 1of1 (&) Last
Use Standard Comments Comment Status Active R [
=23
I send to supnlier ] show at Receipt
K] show at Voucher
Associated Document
Attachment EXHIBIT_A_1 docx Attach Wiew Delete | [JEmail

From > REQ GENFD-NEXT

OK || cancel || Refresh

22
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Section 5 - Requisition Line Defaults

Requisition Lines can require different attributes. For instance, one line could be for equipment and the
remaining lines for supplies. In this case, the equipment line will require an equipment budget and the
appropriate Asset Profile ID. Since the majority of the line items are supplies, we can enter the supply budget
on the Header Defaults page. This will apply the supply budget and category to all requisition lines. To apply
the appropriate budget and Asset Profile ID for the equipment item, we can change the defaults on that

Requisition line.

LINE DEFAULTS

On The Requisition Line

Access the Line
Defaults by clicking the
L icon.

Requisition
Business Uit GENSD S Open
Finquinition I NEXT UGt Stalus ot Chd
Hogmntton Name Cony From Hodd From Further Processing
Haater
Orginator Entared by siara Db

" Rpquester inis

d Comments Categorical Carticaton Total Amount 000 UsD

Fresghi/Srieping/Fee AmiGnly

The Requisition Line
Defaults provides
access to chartfields,
location and Asset
Profile ID

Click the Copy Header
Defaults link to bring in
the header default values
and then make changes
accordingly.

“B Click on the Personalize
link to hide the fields you
will not need.

You will only need to petform this
step once. The system will
remember your preferences.

i Requisition Line Detaults

Mannbas 2 s
Defaults for Line 1
Recuisitioa ID NEXT Mem BALANCE Meitier Toleda 321854
Lme 1

Defaull Options  Crvermde

SpepdChan a,

Distributions persoraiize Hfng vewan |G R At % qort 0 L

Details | Asset nformation | [

Dint Percent Agcount Fund Dept Pragram Claws Project Locatien EBuwimees Unit  Profile 1)

1 Q Q Q =} =} Q Q GENFD Q ) |
oK Cancel Refresh
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LINE DEFAULTS

Click on the Copy
Settings link at the
bottom of the Personalize
Column and Sort Order

page.

Distributions

Personalize Column and Sort Order

To arder columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Column Order Sort Order
Tab Details (frozen) - -
Dist (frozen) = D] = [
Percent = =
GL Unit (hidden)
Account
Eir:: Hidden Descending
Program
Class Frozen
PC Bus Unit (hidden)
Project
Activity (hidden)
Affiliate (hidden)
Budget Date (hidden)
Location
Floor # (hidden)
Description (hidden)
Business Unit (hidden)
Profile ID
Tab Asset Information
IN Unit
Capitalize
Cost Type -
Description -
| ok || cancel || Preview |Cop\,r Settings IShare Settings Delete Settings

Use the lookup icon to
copy the LR template.

Help

Copy Settings

Copy Your Customization Settings

Settings to Copy: |

| OK || Cancel |
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Select the LR REQ
setting, Look Up Settings to Copy
Help
Setting Name | beains with v ||
Click twice to
get back to the | LookUp || Clear || Cancel |BasicLookup
Requisition Defaults page.
q pag Search Results
View 100 First (4 11 @ Last
Setting Name
& The page customization may LR REC

not display immediately.
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SECTION 6 - CATEGORICAL PROGRAMS

Categorical Programs, Grants or Special Projects require certification that funds are being
expended appropriately. The Categorical Certification link on the Requisition Header opens a pop-up page
for recording this information.

CERTIFYING CATEGORICAL PURCHASES

On the Requisition

Header Masintan Heguisibons
Requisition
Business Unit GCRFD Status  Open
T() d()cument the Requisition 1D NEXT Budgel Status Mot Chic i
Cfitel'ia met by the Poquision Maw Copy From |1 Mt Froen Further Processing
* Heador 2
purchase, click on the Rt a ttion To: a
Categorical *Requisition Date (14202017 L ey
Oiigin |ONL " ERE
Certification link. = e
Accounting Date I4202017 ]
Apprivend By Amount Summary ¥
Date of Appeoval

Requasiion Defauls Ada Commants Categoncal Cerscason Tatal Amaunt LT

Progusition Activites

Freight/Shipping/F ee AmiOnly

Enter the applicable
information on the Custom Fields for Requisition Header

age.
P g Date | [

This purchase is in compliance with the requirements of:

Program Name:
Program Director/Coordinator:
ProjectiGrant Number:

Program Goal/Objective:

OK Cancel Refresh
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SECTION 7 - NOTIFICATIONS

Email notifications can be sent directly from the Maintain Requisitions page.

includes a link to the Requisition within PeopleSoft Financials. This notification can provide easy access to
users that need to review and/or approve Requisitions.

NOTIFY

From the Maintain
Requisitions Page

You can send an email
by clicking the Notify
pushbutton located on
the bottom left of the

page.

Approved By

Date of Approval
Requisition Defaults
Requisition Activities

Add Commenis

Freight/Shipping/Fee AmtOnly

Line (#
Details
Line Description
1 (Ed]

View Printable Version

[F] save | [=7] Notify |C Refresh
_

Quantity *UOM

0.0000 Q

Category

Amount Summary (2

Total Amoun

Merchandise

(FI== Amount

0.0)

*Goto .

Use the Lookup
Recipient link to select
email recipients.

/ Email addresses can also be
entered manually.

Workflow Notification

Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT to search for a name. Click DELIWVERY OPTIONS to view or change the method of the send

Notification Details

To:||

CC:

BCC:

Priority: v|

Subject: [<Enter Subject here=

Template: |Workflow Notification

Date Sent: 2017-04-07

Priority: %% MotificationPriority

Message:

‘R <> ®

Lookup Recipient

Delivery Options
[CIRichText

Click OK to send this nofification and exit this page. Click Cancel to exit this page without sending a notification.
on this page.

Click Apply to send this nefification and remain

Ok || cancel || Apply

27
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NOTIFY

Enter the last name of
the employee you wish
to notify. Send Notification

. Lookup Address
Click Search and select

the action for the

ReCiPient- (TO, CC, Recipient Search
BCC)- MName: Dobbins
| search |
: Search Results Personalize | Find | View All | £3 | B First ‘&' 1of1 '}/ Last
1cKk the to
o . . To cc bec Recipient Email Address User ID
Recipient List
p Vi O [0 @& | DobbinsValerie J. DobbinV@losrios.edu WD002223

pushbutton to add the

email addresses to the |seiiltn Becioionth ol

Recipient List below. Recracoiliet
To: Daobbins Valerie J./MW0002223
cc:
BCC:
| ok || cancel |

Once you have your
recipients identified, Workflow Notification
you can set the Priority,
add a Subject, and enter
a Message.

Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTICNS to view or change the method of the send

Notification Details Lookup Recipient
To: | Dobbins Valerie J/W0002223 Delivery Options
. 4 [ RichText
Click OK to send the cc:‘
notification. =

E!CC:|

Priority: | 2-Med v

Subject: | Requisition 0001009154 - Amerigas %
Template: |\Workflow Notification -
Priority: %sNotificationPriority
Date Sent: 2017-04-13 '/,
Message: Py A
This requisition is for service at FLC. Please review. .
Thank you ]

Click OK to send this notification and exit this page. Click Cancel to exit this page without sending a notification.
Click Apply to send this notification and remain on this page

[ OK || cancel || Apply
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NOTIFY

The resulting email

message contains a Pk —
direct link to the St Arakin NSO S At
requisition. Workflow Notfication

Priority: 2-Medium
Date Sent: 2017-04-13

Sent To: Dobbins, vakerie 1 /Wo002223

/ ‘This email can be forwarded «
to the neXt user for review. Please click on the Enk below to access this transaction:
The active link will forward Bstpes/! bolosrios. 3/psnlispn / FTEMS BEQUISITIONS. SBL P age=REQ S5 UNIT=G EREO 1L BAtionsL
with the message.
Message Text:
Hello Valerie,

This requisition is far service at FLC. Please review.

Thank you
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SECTION 8 - TRACKING ACTIVITIES

Requisition Activities can be tracked using the pop-up page accessed from the link on

Requisition Header.

REQUISITION ACTIVITIES

On the Requisition
Header

Click on the
Requisition Activities
link.

Manintam Reguisibornes

Requisition

Business Unit GCRFD
Requisition 1D NEXT

Requisition Naime

¥ Headwm (%
“Rupuisher
*Requisition Date 14202017
Origin ONL
*Curpency Code USD
Accounting Date 14202017

Apprueod By
Date of Approval

Add Gommants

Freight/ShippingiFee AmiOnly

o,
I.‘; Requester Info
Q Online

Dodar

Categorkal Cersicaton

Status Open

Budgel Status Mot Chic i
Copy From || Hold From Further Processing
Attention Ta: Q
Amount Summary ¥
Total Amount 000 LsD

Reviews and
intermediate approvals
can be tracked using
Requisition Activities.

Activitics

Business Unit SENFD

Requisition 0001008157
w
Hequisition Activilies

Done  Date Comments
1 ¥ 0420207

2 & D407

oK Carcel Redresh

Requisition Date 04052017

Naotification sent 1o Monica Factol

Reviewed and approved

Personaize | Fina |91 B Frst 0 12002 0 Lawt

Signed Date User 1D Saned by
202017 WD023322 Katny Bames-Liguor # [=]
04207017 Woa4ITa3 Manica Paclol + =1
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SECTION 9 - VIEWING THE COMPLETED REQUISITION

Viewing the Requisition in simple page format can be done by generating the requisition report.
Using the View Printable Version link at the bottom left of the Requisition page will initiate the report.

VIEW THE REQUISITION

On the Requisition page

Click on the View
Printable Version link.

sams Aggroved Al ®
Track Batch 1 Budget Stam Vet

[ Hoka Froms Furser Processing

149500 LSO
Pre Encembrance Ralssce 16500 USD

Select Limes To Display (7
Sewwch sor Ly

You will see the report
submitted for printing

Queued
Process Name: |PORQO010 Requisition Print SOR
Process Instance: 1105826 Process Type: SOR Report
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PEOPLESOFT REQUISITIONS

VIEW THE REQUISITION

When the process
completes, a PDF of
your requisition is
displayed.

Requisition
Supplier: HILLYARD 0000002517 Business Unit: GENFD APFROVED
826 PROFESSOR LN STE 150 Req ID: Date Page
SACRAMENTO CA 95834 0001009372 04/19/2017 1
United States Requisition Name:
0001009372
Phone:  (800) 755-3111 Fax: (916) 569-4175 Requester
email: jborup@hillyard.com Claudia Castellon
Requester Signature
Ship To: RECEIVING
1918 SPANOS COURT Buyer: Jagueline Kaldani
SACRAMENTO CA 95825-3981 Bpproved: RAMOSR  19-APR-2017
Entered By: TELLC 19-APR-2017
Line-Schd D Quantity UOM Price Extended Amt Due Date |
11 HILO0S81422 ARSENAL CARPET PRE-SPRAY 12 EA 21.13 253.56
112 GAL (#14)
21 HILO081522 ARSENAL CARPET SPOTTER 1/2 3 EA 21.31 127.86
GAL (#15)
Total Requisition Amount: 381.42
CUTODIAL DEPT.
QUOTE# 100435024
BU Acct Fd  Org Prog  Sub Proj Amount
GENFD  £500 11  DS.GS.WATR 65300 00000 O 381.42
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PEOPLESOFT REQUISITIONS

Section 10 - Requisitions for Specific Purchases

Different types of Requisitions require different set up to ensure the transaction moves through the
PeopleSoft system efficiently. The examples that follow will provide pointers on the attributes and settings
needed for different types of purchases. This section covers:

= Blanket Orders

= Equipment Orders

= Maintenance Agreements
= Prepaid Expenses

= Split budgets

= Future Dated Requisitions
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PEOPLESOFT REQUISITIONS

BLANKET ORDER

Ship-To
The Ship-To should

LOS RIOS

Lock Lip Ship To

Begin your
description with the
words “Blanket
Order”.

/ The system recognizes the
word “Blanket” and
notifies Purchasing when
the PO is processed. This
signals the Buyer to assign
a “B” PO number.

Line (7
Details || Ship To/Due Date || Status
Line Description

Personalize | Find | View Al | 1]
Sourcing Controls:

[ PAPER SUPPLIES FOR
"= |RCCD PRINTING DEPT.
VALID 7H/2016TO 6/30/2017

BLANKET CRDER FOR MISC

View Printable Version

Supplier Information || Jtem Information || Atributes || Contract
Quantity “UOM  Category Price e
0000 EA supp 26,000.00000
“Goto _More...

[[@save |[[&® Return to Search | [1[] PreviousinList | [s[] NextinList |[F=Notity |[& Refresh |

Status

26,000.00 Approved

First ‘4

o m

¢ 3] -
always be “NOTAX 2 - o e —
for Blanket Orders. Mot Rexuistf rcquemon Detums e T e S )
Roquisit Diserppon [epra wih ] =
: Business Unit GENFD Look Up Cheat Cancel | Basc Lossun
Select the applicable w10 0103175 <
5 e Search Results
NOTAX ship to BRI = R T
o binadas (3] | O etaon |rmum:mmn st T Loesson tescaponn h o e
1 iy AESta I 03 OFE OB 05AESTSAC  WEST SACRAMENTO CENTI [erarchy, thay
location code on the 0 e i Pt i
. e . eauisl g ARC-AUTD  ARG-ALTO
Requisition Defaults i yousso B g, e ARCUS MG LSRARY oo
sttty il Ron-bisk el ARC-UBNTX AR LIBRARY
Curre L|u aeme ARC-NOTAX  AMERICAN RIVER COLLECE
Page =TE ARC TWIN RIVERS PREAPF TRN CTR.
At R Cordege Recw
Ao Comranes vt Cotege 6010
Datw o] ELK GROVE GE!
# Blanket Orders are always i FLK GROVE
set up as a flat amount. i oRE sy |
p . . COSUMNES HIVER COLLEGE e e
All charges, including tax Comtranes Fves Gollegs Racvy
and Sh.lpplﬂg will be LRGGD CRETRIGT OFF |
deducted from the total as i
the individual invoices are lL"LT_-'. - =R
paid. . T s e e o e 17 B o 0 vt
1 EOC-UBNTY  EOC LIORARY
Pl e Fartant Asetant Tund B EDCHOTAX  EL DORADO CENTER heation -
CERTY ETW Ethan Yy Center Hecen
1 1000000 =600 & 8 ETwenoTax F'.-.'\.\l':r!\‘.‘ m.::m | TN a =
i B e e ETH-POL ETW POL
e m (o [ owce | | Ratte | ETW-POLNTX ETW FOLIGE
!! g % ETW-UT Liran Wy Cener Recenmg
L8] Fotsom Lake Cotege Recenng
FLC-Li8 FLC UBRARY
FLC-UIBNTX  FLOC-UBRARY
s FOLEOM LAKE COLLEGE
w
Description

1oi1 &) Last
=

Line Attributes

The quantity is
always 1 and the price
is the maximum
amount to be spent
during the fiscal year.
The line is always
“Amount Only.”

Line (2 Personalize | Fina | view Al | 2] B Frst 4
Details || Ship ToiDue Date || Status || Supplier information || item information || Attributes || Contract || Sourcing Controls
Line Description Quantity suoM  Category Price Arhae Status
BLANKET ORDER FOR MIS
En PAPER SUPPLIES FOR I I
1B aeep pRINTING DepT | 10000 EA SuPP 26,000.00000 26,000.00 Approved Cm
VALID 7/1/2016TO 6/30/2017
View Printable Version *Goto _More.

[Wsave |

(&% Return to Search

| (4] Previousin List |[4[i] Nextin List

|[E=] Notity | [ Refresh |

10i1 @ Last
=
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BLANKET ORDER

Split Budgets

If you require g —— — Personanzs | Foa [vewsa | B B Fem 8 vzorz 0 oam
multiple budgets on a i || e s Py ks iy e Mot

Blanket Order, create b ; s e R e Taaes| o B EE
separate lines of the

requisition. 2 2 10000 EA slPP 0y | 2.00000000 100000 Approved| I #] =

Begin the description
with the
Project/Grant
number of the budget
to be used.

/ Using a separate line for
each budget ensures the
appropriate budget gets

charged.
Comments
Entef a comment on Header Comments L]
the Requisition Help
Header Business Unit GENFD Requisition Date 01/31/2017
I 1 d h d h Requisition ID 0001003085 Status Approved
nclude the date the
9= 9 Retrieve Active Comments Only efrieve
Blanket Order is in . =
. *Sort Method [ Comment Time Stamp v *Sort Sequence Sort
effect, the prior year
4 3
Blanket PO Numbef Comments Find | View All First 10f1 Last
and the names of Use Standard Comments Comment Status Active Inactivate [+]
personnel authorized FOR PURCHASES FROM D2/01/17 THRU 06/3017 R 1l
to make purchases FY16 PO #5116590
using this Blanket AUTHORIZED PERSONNEL v
Order. 1 Send to Supplier 1 Show at Receipt
] show at voucher
Associated Document
Attachment Attach View Delete Email

From -» REQ GENFD-0001009065

OK Cancel Refresh
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PEOPLESOFT REQUISITIONS

EQUIPMENT ORDERS

Defaults - Location
Code

It is very important to
be accurate when
selecting the location
code for equipment.
This indicates to
auditors where the
equipment is located
(building and room)
during physical
inventory.

/ ‘The location code can be
set on the Requisition
Defaults or it can be set on

Requisition Defaults
Business Unit GENFD Requisition Date 02/09/2017
Requisition ID 0001009126 Status Open

Default Options (2

{ipefault If you select this option, the default values entered on this page are treated as part of the defaulting logic and are
only applied if no other default values are found for each field. If default values already exist in the hierarchy, they
are used, and the values on this page are not used.

® override
If you select this option, all default values entered on this page overmide the default values found in the default
hierarchy, only non-blank values are assigned.

Line

*Buyer \W0021475 Q Nicholas Shewmaker Unit of Measure EA Q
Supplier 0000000324 @ CDW GOVERNMENT INC Supplier Location 000001 Q
Category [COMPU Q *Address Seq Number 1@
Supplier Lookup
Schedule
ship To [FLC Q@ Folsom Lake College Receiving “Distribute By
Due Date 02/22/2017 [
Asset Dept: [IT Q
*Originator \W0002127 Q
Distribution
SpeedChart Q

Distributions Personalize | Find | View Al | 0| ] First (4 1071 @ Last

ID

The profile ID is
specific to various
assets and is used to
determine the useful
life for depreciation

purposes.

# Different lines on a single
requisition may require
different Profile IDs. The
Profile ID can be set on
the Line Defaults for an
individual Requisition
Line. (see page 22)

Many of the Profile IDs
will default from the
Category Code for the
Requisition Line.

B Detail: Asset Informati
the Line Defaults (see page el e
22) Dist Percent Account Fund Dept Program Class Project Location Profile ID
1 100.0000] 6420 Q 11 |a [FLvieDm |Q 61900 Q, [ooo00 |@ [pazc [comPU Q Bl =]
OK || Cancel || Refresh |
Defaults - Profile

Reguesiion Defaults

Busingss Unit GENFD Requisition Date 0200972017

Status. Open

Requisition 1D 00010021268

Default Options (7

i Dafautt 11 you sedect this option, the defaull values entared on this page are reated s part of the dafaulting legk and are
anly applod if no athwe dofau s ares found for ach field. 1 distault values alroady exist in the hisarchy, they
216 USRO, ANd I vAILGE ON Thit RAGE 2r8 NOT Lised
gy 1 you select this opticn, i defauit vaiues enered on this page overTics the default vaiues found in the defaul
hieratchy, onky non-blank vales are assigned
Line
*Buyer W2 1475 T, Nicholas Shewmaker Uinit of Measure EA (=3
Suppilier 0000000824 D COW GOVERNMENT ING Suppiier Location 000001 =1
Category COMPL aQ “Address Seq Number 1|a
Supplier Lookup
Schedule
Ship To FLC @ Fatam Lako Collioge Roceiving “Distribute By [Quanity |
Due Date 020220207 |
Asset Dept: |IT a,
“Originator W0O02127 (=}
Distribution
SpeodChart Q

Distributions Persanalize | Fina | View au | &7 | B First ‘& 1011 ‘& Last

Detalls || Asset informaticn | [F3)
ot Percent Aceamt Funa Uupt Progea Glass Project Lacation Frotite 16
1 100.0000] 450 @ (11 @ FLVIEDT |@, 61500 @ 00000 |@ 042€ @, D4ASPH ==

Cancel Rufresh
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EQUIPMENT ORDERS

Description
Enter an obvious ooy
dCSCﬂPdOH- Guarity UOM  Categry Price Merchandise  suppiier Harme Ship Ta
A gOOd description 2 8000 EA COMPY 1,152.5000¢ 3,385.00 COW GOVERNMENT INC e o QmfE
will tell anyone WARRANTY, HP E-CARE PAC

. . 2B AND RETURN SERV EA  COMPU 11800000 236,00 COW GOVERNMENT NG fic a @@mE
readlng 1t What the SERVICE AGREEMENT 5 YR (U786

item is within the first
few words.

The Purchasing staff s @ ; Pancnsce | Fed Vew T B Pt & 122 01
cannot verify the ' A s e :
appropriate
Category/Profile ID
if they are not sure
exactly what the item
is.

Guaniity UM Calegory Price rrmi Suppier Name thipTe Ak

6272 45 COW BOVERNMENT INC

Not So Good Description

# An obvious description
also assists auditors during
physical inventory.

Asset Tags?

Another reason for Line (2 Personalize | Find | View Al |G| i First (0 1100712 ' Last

. Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract ‘Sourcing Confrols
the obvious

description is
303633 FLUKE NET CIQ-KIT. CABLE 1Q
determining if the 1 [ ADVANCED IT KIT. INCLUDES HARD CASE,  [1.0000 EA EQU-OTHER 1,615.7200( 1,615.72 Open om 9] [&]

MULTIPLE TEST ACCESSORIES. FACTORY.

Merchandise

Line Deseription Quantity “UOM  Category Price P

Status

item is taggable?

461203 FLUKE NET LRAT-2000 LINKRUNNER

2 [ AT 2000 NETWORK. AUTO-TESTER. 1.0000 EA  EQU:OTHER 1,505.00001 1,595.00 Open Qm e8] 3]
FACTORY.
The Buyer must
. . . 463748. FLUKE NET OFP-100-QUGLD.
decide if the item can 3B BUNDLED OFP-100-QI WITH 1-YEAR TOLD  [1.0000 EA EQUIOTHER 15,040.7601 15,040.76 Open o = [l

1-2 WEEK LEAD TIME FROM FACTORY

physically be tagged
or if it is a product Taggable or not?
that cannot feasibly
be tagged with an
adhesive label.

/ If you know it is not
practical to place an asset
tag on the item you are
requesting, please include
an explanation in the
comments.
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EQUIPMENT ORDERS

Category

Categories are
specific to the type of
equipment being
requested. Please be
sure to select the
appropriate Category
for the item.

# The Category may default
the appropriate Profile ID
for you.

# Foralist of Categories and
Profile IDs see page 55.

Line (2 Persanalize | Find | View Al | 2] B First (4 1-4014 () Last
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Line Description Quantity “uoM | category Price A“:::;;‘i"e Status
= COMPUTER, HP ELITE X2 1012 .
1B Tazosureana) 2.0000 EA COMPU 1,192.5000( 2,385.00 Open Cm =
WARRANTY, HP E-CARE PACK PICK-
s UP AND RETURN SERVICE -
2B EXTENDED SERVICE AGREEMENT 5 120000 EA FEES 112.00000 236.00 Open [S]=¢]
YR (U7889E)
CASE, HP PROTECTIVE CASE -
3 [ NOTEBOOK UPPER SHIELD CASE  [2.000D EA CMPAC 40.07000) 80.14 Cpen o =
(T3P15UT)

Good Categories

Line (2
Details || Ship To/Due Date | Status | Supplier Information || Item Ir
Line Description Quantity ~uom
ELECTRONIC HP CARE PACE PICK-
= UP AND RETURN SERVICE WITH
1 B AGGIDENTAL DAVIAGE P GDw 090D A
#1258465)
HP ELITE X2 1012([81358}- - [560
2 [ SAVINGS] = [§1299] [ENDS 01/321)] - [5.0000 EA

(CDW #3911015)

Category

EQUIP

EQUIP

Personalize | Find | View All | 2| 2] First ‘4 1-60f6 * Last

Contract | Sourcing Confrols

Merchandise
Amount

Altributes

Price Status

389.22000 2,335.32 Approved (@)= ES)

1,254 49000 6,272.45 Approved

Cm

Not So Good Categories
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MAINTENANCE AGREEMENTS

Recurring
(monthly)
payments

When entering a
Requisition for
routine/recurring
payments, specific
information needs
to be included in
the description.

*  Equipment Serial
Number

= Exact cost per
month, including
taxes

O Term of contract
(effective dates)

. Prior Year PO
number

Line (7

Details Ship To/Due Date Status Supplier Information Item Information

Line Description Quantity AUOM  Category

SN: 34081 TOSHIBA
E-STUDIO 307 FOR FRONT

1 [ AREA OF SUITE 1200 1.0000 EA FEES
$127.49/MMO (5117.50 + $9.99

SN: 34080. TOSHIBA
E-STUDIO 307 FOR BACK

2 % AREA OF SUITE 1200. 1.0000 EA FEES
$127.49/MO (5117.50 + $9.99

SN: 34032. TOSHIBA

3 % E-STUDIO 307 FOR SUITE
400. $127 49/MO ($117.50 +
£0.99 TAX)

1.0000 EA FEES

Personalize | Find | view il | 20| B Fist (4 1404 () Last

Aftributes || Contract || Sourcing Controls
- Merchandise
Price Amount Status
1,529.83000 1,529.83 Approved | ] ]
1,520 88000 1,529 88 Approved O m <] £a]
1,520.83000 1,529.83 Approved o m ES] 3]

Begin the description with the Serial Number of the equipment. This assists in matching the invoice to
the correct PO line.

Annual
Agreements

Include the
description of
services to be
provided and the
terms of the
agreement. This
can be done using
the line description
and/or the
comments.

Pl you are paying up
front for one year of
service that crosses
fiscal years, the current
year cost is charged to
a regular budget and
the future expenses are
charged to the 9220
account code. (see
prepaid expenses page
40)

Line (2

Details Ship To/Due Date Status Supplier Information ltem Information

Line Description Quantity *UOM  Category

MAINTENANCE AGREEMENT
FOR THE HALON SYSTEM IN
1 F% THE LOS RIOS COLLEGE 1.0000 EA SERVI
DISTRICT OFFICE, COMPUTER
‘OPERATIONS ROOM

2 R UNANTICIPATED SERVICE
"= CALLS, PARTS, OR BATTERIES

1.0000 EA SERVI

Personalize | Find | View All | €] = First 4 1-20f2 &/ Last

Attributes || Contract || Sourcing Controls
_ Merchandise
Price Amount Status
760.00000)| 760.00 Open Q (&) = [l
700.00000) 700.00 Open O m ECI|

Comments

Use Standard Comments

First ‘4’ 1of1 &' Last
| Inactivate | =

Find | View All

Comment Status Active

Y 2016 P.O. 1082224

DETECTORS AS NEEDED.

SEMI ANNUAL INSPECTION OF ION DETECTOR, CYLINDERS AND VALVE ASSEMBLIES, CONTROL PANEL, ABORT
STATIONS, ANNUAL WEIGHTING OF HALON CYLINDERS, ANNUAL CLEANINING & CALIERATION OF ION

[(ELL
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MAINTENANCE AGREEMENTS

Multi-Year
Agreements

The current year
cost is charged to a
regular budget and
the future costs are
charged to the 9220
account.

/ If you have a
maintenance
agreement that
covers multiple years
and the full
agreement amount
needs to be on the
initial Purchase
Otrder, Contact
Accounting
Operations for
assistance. (see
prepaid expenses
page 40)

Line (2)

Personalize | Find | View Al | 0| R First

Details H Ship To/Due Date ” Status H Supplier Information ” Item Information ” Attributes ” Contract ” Sourcing Controls |

Line Description

Quantity

41MBM7-6/30117 ORACLE DATABASE ENTERPRISE EDITION

1 B, - NONSTANDARD USER
"= ceip15482222
QUANTITY: 99999

*UoM

1.0000 EA

710117-4115/22 ORACLE DATABASE ENTERPRISE EDITION

2 [ - NONSTANDARD USER
"= csip15482222

QUANTITY: 99989

Distribution

Requision 1D 0001008177
Line 1
Schodule 1

Ship Ta DO
“INstribute By Cuankty

SpeedChart

Distributions

| Chartfields | Detis | Asset informason

Disariey Stmtues Pereens

1 Open 100.0000

Cancel | | Rafrésh

Distribution

Requisition ID 0001008177

Lime 2
Schadule 1
Ship Te DO DO-RCY
“Distribute By Cuanbty |
SpesdChart O M- St hants.
Distributions
Chortheids || etam | Assol informaton || Budget informaton | 7575
Distri Setun Perment Cuanity rsiieriariid
10pen 1000000 1.0000 1399719
oK Cance Retresh

DO-RCY

=
T MuD-SpeedChans

udget informaton

Merchandiae

Sh—tr Amound

1.0000, 2.914.00

1.0000 EA

Them
Status At

Cuantity

Open Quantity
Morchanise Amt

GL Uit

GENFD 5800

Inem
Stmtus Active

OGuanuty

Open Guantity
Marchandise Amt

GL Unit

GENFD w220

Accoent

EET AT GRACTE GATARAR
10000 A
10000
281400 USD
Funa Dt Program Clswa m""‘ Progect
o T o, [DEITPROD |0, 67800 |0y 100000 |, @, (B4R Q

Category Price mﬂ‘:{“i” Status
SERVI 2,914.0000( 2,914.00 Cpen O B
SERVI 67,021.950( 67,021.95 Open O 55}

TIUNT-4M818 ORACLE DATABASE

10000 EA
1.0000
13,697.19 USD
Fund Dept Program Clasn PO propect
Q [ o [DSWPROD 0, B7800 |0, 00000 o Q, e Q
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PREPAID EXPENSES

Prepaid Expenses

A prepaid expense
occurs when a
payment must be
made in advance of
the Fiscal Year that
the
service/product
will be provided in.

/ This agreement
example begins in
April of one year and
completes in Aptil of
the following Fiscal
Year.

Line (2 Personalize | Find |V,
Details Ship To/Due Date Status Supplier Information Item Information Altributes Contract Sourcing Co

Line Description Quantity *UIOM Category Price mrg‘zlz{ldise
CLASS CLIMATE CAMPUS L4 5A
1B RCCCL-L4-11753 - AGREEMENT 10000 EA SERVI 11.845.000¢ 11,845.00

=l 200231043 - FRCM 4/9/16
THROUGH 4/3117

Accounting
Requirements

The amount for the
service/product
that is provided in
the current Fiscal
Year is charged to
a current year
budget.

The amount for
services/product
that will be
provided in the
next Fiscal Year is
charged to
Account 9220.

Distribution Details

Maintain Requisitions

Distribution
Requisition ID 0001009176 ltem CLASS CLIMATE CAMPUS L4 SA-R

Line 1 Status Active

Schedule 1
Ship To DO DO-RCV Quantity 1.0000 EA

*Distribute By |Quantity Open Quantity 1.0000

Merchandise Amt 11,845.00 USD
SpeedChart O Multi-SpeedCharts

Distributions
Chartfields | Details || Assetinformation || Budget Information
Merchandise

Distrib Percent Quantity s Account Fund Dept Program Class Project
1 25.0000) 0.2500] 2,961.25 5600 Q [11 |a [aRcP.PROC/Q, (66000 |@ (00000 |@, [D51C o
2 75.0000) 0.7500| 8,883.75 9220 Q11 & aQ Q aQ o

Cancel Refresh
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PREPAID EXPENSES

Prepaying multi-
year agreements

Occasionally you
may need to create
a requisition that
covers multiple
years of service. In
this case there
should be one line
for each Fiscal
Year of the
agreement.

& ltis advised that you
contact Accounting
Operations prior to
creating the requisition
to ensure the future
year payments can be
processed without
creating a new
requisition each year.

Line (7

Details || Ship To/Due Date || Status || Supplier Information

Line

Description

4/16/17-6/3017 PRACLE DATABASE

_ DITION - NCNSTANDARD
1 B2 user

CS8I#15482222
QUANTITY: 99999

7HI17-4115/18 ORACLE DATABASE
TERTR D

_ ITION - NONSTANDARD
2 & USER

CSl#15482222
QUANTITY: 99999

7/1/18-4/15/19 ORACLE DATABASE
NTERPR D

ITION - NONSTANDARD
3 & USER
CS1#15482222
QUANTITY: 99999

711/19-4/15/20 QRACLE DATABASE
PR D

T ITION - NONSTANDARD
4 B USER
CS1#15482222
QUANTITY: 93999

7/1/20-4115/21 QRACLE DATABASE
NTERTR DITION - NONSTANDARD
5 B8 USER

C8I#15452222
QUANTITY: 89999

71i21-4115/22 ORACLE DATABASE
TERTR b

6 & USER
CSI1#15482222
QUANTITY: 99999

ITION - NONSTANDARD

Quantity

1.0000

1.0000

1.0000

1.0000

1.0000

1.0000

Item Information

*UoMm

EA

EA

EA

EA

EA

EA

Atfributes

Category

SOFTW

SOFTW

SOFTW

SOFTW

SOFTW

SOFTW

Personalize | Find | View Al

Confract || Sourcing Gontrols

Price

2,914.0000i

13,937 190

13,987.1901

13,987.190(

13,987.190

11,073.190i

Merchandise

Amount SI

2,914.00 Open

13,087 19 Open

13,8719 Open

13,987.19 Open

13,987.12 Open

11,073.19 Open

First

4 1-60i6

b Last
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SPLIT BUDGETS

NOTE: EQUIPMENT PURCHASES CANNOT HAVE SPLIT BUDGETS

Equipment purchases are processed with a single budget to ensure the transaction processes
through to the Fixed Asset System.

For non-equipment items, you can split the cost by percentage, quantity or specific dollar
amount.

Percentage Split

On the Requisition Requisition Defaults
Defaults page, you

Business Unit GENFD Requisition Date 04/19/2017
can spec]fy spht Requisition ID 0001009165 Status Open
9 g g Default Options (7
distributions by
Th O pefault If you select this option, the default values entered on this page are trealed as part of the defaulting logic and are
percentage. € only applied if no other default values are found for each field. If default values already exist in the hierarchy, they

are used, and the values on this page are not used

percentage split

Wi]_l be applied tO ®overide :,Z::r::llsgntciig:}:]‘;‘,;:“‘{:ir::l;‘fg;:;z:_md on this page override the default values found in the default
each line on the L
o *Buyer W0021475 @ Nicholas Shewmaker Unit of Measure [EA Q
requISItlon. Supplier 0000001353 @ DAKTRONICS ING supplier Location [000001 [s%
Category SUPP Q “Address Seq Number 1
Supplier Lookup
Schedule
ship To FLC @, Folsom Lake College Receiving “Distribute By
Due Date el
Asset Dept: @
*Originator \W0023322 Q,
Distribution
SpeedChart aQ
Distributions Personalize | Find | view Al | 2] B First (4 12012 ) Last

Details || Asset Information

Dist Percent Account Fund Dept Program Class Project Location Profile ID

1 60| [4500 Q@ [11 |@ FLVAPRNT |G 67200 |@ (00000 |Q [041A a [oaasPH o Q B =

2 40| [4500 Q [11 |@ FLVAOFFC |G 67700  |@ 00000 |Q [041A Q [p4ADMN |Q Q B =]
oK =TT meTEST
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SPLIT BUDGETS

Quantity Split

If you need to split
the requisition line
by quantity, you
will need to drill

down to the

distribution.
Ling % Personsize | Find | viewad | 071 B Fest 4 s2002 0 Last
Detalls | ShipToDue Date | Gtahus | Suppber informason | fem information | Atnoutes | Coedrad || Soupong Cortroés | [0

Click the Schedule i || ioscre iy oM lomoey e e opn e

:{E.:i 1 B sPuTeYoT DwPLE 9 (40000 EA o, BoPr g [ 235000 S4DCRC  |o APPUIED BIOSYSTEMS

Icon - 2 ml UHEVEN QUANTITY @ 20000 EA Q SuPP (=} S.00000 1800 CRC Q, APPUELD MMOSYSTEMS

Click the Schedule Personalize | Find | View All | | First ‘4 1of1 ) Last
i -

o . Details | [0
Distribution Icon ‘
— Sched *Ship To Quantity Price Merchandine .o tato Attention To Status

Amount

1 B [cRc @ = [40000 | 235000 | 940 | [Cyndi Patten

Mamtam Requistsns

Distribution
Enter the quantlty Requistion 10 0001006034 tem sEuTEYaTY
Lina 1 Slalus Artve
to be charged to Schucele 4
1 1 1 Ship To CRC CRC-RCYV Cuantily 40000
each distribution o y e =
Distribute By Quanisy - Opan Cuantity 40000
Merchandese Amd 240 USD
SpeedChart D uui-Speeainans
Distributions Porson
Charthelds || Detats || Assetintormation || Budgelintormation | P95
Destrib Statuy Forcent Gunntity Jorchandise  ciumt  Accoum Fund Dept fregeam Cuass Pepus project
1 Open 25.0000 10000 {25 GENFD 4500 a (1 o [wworrc o BTror o fossen o a Mk
2 Open 75,0000 30600 {05 GENFD 4500 Q1 o [ARNGFFC | G0 oy (00000 [y a ein
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SPLIT BUDGETS

Amount Split

If you want to
charge a specific
dollar amount to
each budget, you
will need to drill
down to the
distribution.

Click the Schedule

Icon el

Click the
Distribution Icon

Eﬁ

Change the
Distribute By field
to Amount.

Enter the dollar
amount to be
charged to each
budget.

Line 7 Personaiize | Find | view Al | 001 B mist & 12012 b Lant
Detals | Ship ToGue Date | Status || Supplierinformation || pem information | Afnoutes | Conwad | Soupong Contols | [
Line Descripton Guantty UM Category Price 1‘:.’:.'.‘.:.""" Ship To Supphier Name
1 B [sPUTEY OTY EXaMPLE €8 40000 £A o [supP aq [ 235000 240 CRC @, APPLIED BIOSYSTEMS | CSHE
2 W UNEVENGUANTITY BT 30000 €A o ‘suPp | 600000 1600 CRC ' APPLIED BIDSYSTEMS @ ==
Schedule Personalize | Find | View All | 2| First ‘&' 1of1 &' Last
| Details |
ey - Merchandise
Sched Ship To Quantity Price it Due Date Attention To Status
1 B [cRc @ = [40000 | [235000 940 & [cyndiPatten | | B fctive A ® [=
Distribution Detsts
Helg
Maintan Requistions
Distribution
Requisition I 0001008834 Mem HEVEN QUANTITY
Line 2 Status Actnve
Schedule 1
Ship To CRC CRC-RCY Quaniity 30000 Ea
o

Merchandise Amt

SpeedChan L Multi-SpeedCharts
Distributions
Charttolds | Cetats | Assetinformation || Budget insormation | R
Distrib Siatus Fercont Merchandi3e Lo et Account Faand
Amount
T Open 1 | oo cenFn 2500 a [ q
2 Cpen B6.6667| | 1200 IGENFD 4500 Q 1 Q.
aK Gancol Riftosn

18.00 USD

Bept Program Clas :"a‘“ Project
CRAROFEC o, 07700 oy (00000 [q q, 41
CRVIOFFC oy (67700 Joy /00000 oy q [B41A

Parsenalice | Find | view a8 | £

Activity
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PEOPLESOFT REQUISITIONS

FUTURE DATED REQUISITIONS

Requisitions for
next Fiscal Year

In the spring,
requisitions may
be entered for the
next Fiscal Year.
The Requisition
Date dictates
which Fiscal Year
the transaction will
be charged to.
Change the
Requisition date to

July 1.

/ If you copy a
Requisition from a
prior year, be sure to
update the descriptions
and comments.

Maintain Requisitions

Requisition

Business
Requisitiol

Unit GENFD
n D NEXT

Requisition Name

Header (%

=Orginator: WWO001630

Elligit Julie A.

*Requisition Date 07/01/2017

2]

+ Refuester Info

OO
*Currency Code USD

Accounting Date 05/04/2017

Approved By
Date of Approval

Requisition Defaulis
Requisition Activities

ol

Add Comments

Freight/Shipping/Fee AmtCnly

Online

Dollar

Categorical Cerfification

Copy From

Entered By:

Amount Summary (7

Total Amount

status Qpen

Budget Status Not Chik'd ﬂﬁ

] Hold From Further Processing

Kathy Barnes-Liguori

0.00 USD
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Section 11 - Copying Requisitions

You can copy a Requisition using the Copy From link on the header of the Requisition.

COPY A REQUISITION

On the Requisition
Maintain Requizitions
Header Requisition

Click on the Copy From Dusiness Unit GENFD Status Open

Requisition ID NEXT Budget Status Not Chikd Lo

link. oquisiton Hama ota From Faner processing
 Header |7

“Orginater; WUOUTE30 QA Elbot, Juie A Entered By Kathy Bames-Liguort
“Hequesition Oate 07012017 [ Aesquester ints
Origgin (TN A onine

“Currency Code VS0

Uilar
Accounting Date (5042017 5
Approved By Amount Summary (v
Date of Apgioval
Requisson et Add Comments Categonical Centfieation Towl Amount 0.00 USD

Requison Actbes
FrghrEppng Fie Artnly

Enter whatever
information you have

for the Requisition you Maintal Roguisiions
. Copy Requisition
would like to copy and -
eader
click Search. Business Unit GENFD
Requisition ID Q
Requisition Name Q.
Req Status Q Origin Q
Requester \W0023322 Q, Card Number
Requester Name Kathy Bames-Liguori Q
Requisition Date ] To ]
Supplier SetlD LRCCD Supplier Lookup
Supplier 1D 0000001353 | QSupplier Details Supplier Name DAKTRONICS-001 Q
Item SetlD LRCCD Item 1D Q
Item Description ‘ rﬁl Clirect Ship
Department aQ
[ searn |
Requisition Personalize | Find | View Al | B | @ First ‘4 10of1 ‘& Last
Sel  ReqlD Requisition Name: Status Origin Requester
OK || Cancel || Refresh
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COPY A REQUISITION

Select the desired
Requisition from the

. Maintain Requisitions
search results displayed Copy Requisition
at the bottom of the Header
page and Chck OK_ Business Unit GENFD
Requisition 1D [0001009157 Q
Requisition Name Q
Req Status QL Origin Q
Requester \W0023322 Q Card Number
Requester Name Q
Requisition Date [ To [+
Supplier SetiD LRCCD Supplier Lookup
Supplier ID Q Supplier Details Supplier Name Q
Item SetiD LRCCD Item 1D Q
Item Description| rﬁ\ [l birect Ship
Department aQ
|  Search |
Requisition Personalize | Find | View Al | &2 | B First ‘&' 1-30f29 ‘b’ Last
Sel ReqlID Requisition Name: Status Origin Requester
[] 0001009165 0001009165 Open FLC WD023322
& 0001009157 0001009157 Open FLC WD023322
[0 0001009158 0001009156 QOpen FLC Wo023322
| ok || cancel || Refresh

Add the Originator and
make necessary

Maintan Requistions

changes to defaults, Requisition
3 1 Buineds Dait GENFD Suatus  Opan
descriptions, comments Peatson s KT S T
Requisition Name oy From [ thdd From Further Processing
and attachments. —
Cginator a Enteved By: siatry Baarmers-Liguon
“Bequisition fate B pacussstar o
g D Faisom Lakis Coleoh
“Curiency Code Dokar
Accoanting Date 0]
Approved By Amount Semmary 7
Diabe of Appecwal
Funiticn ety Catmgoncal Cartfcaton Total Amest 200 usD
ey ancnct
Frigrirsitong ¥ s AmtCety
Line 7 Porsoraize | Frng (Viow Al | 51 B pem 0 vt 0 o
Details | 3
o st pram—" o Caegay Frice Mg e snpTo ok
] Lo s o eoso 1200 ARAMARY STRVCES NG e @m O om 1] +] =
iew Printaie Verson "ot e =
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Section 12 - Approving Requisitions

Approving the Requisition is the final step before the document is sourced to a Purchase Order.
Only an Authorized Signer, that has appropriate security access, can approve the requisition. Approval can
be done by accessing the requisition via a notification link or by searching for the requisition using specific
search criteria.

APPROVING REQUISITIONS

Using the
notification link To: #| Dobbins, Valerie
Co
Subject: Requisition 0001009165 DAKTRONICS
USiflg the link Workflow Notification
within the
g g 9 Priority: 2-Medium
notification email,
you can go directly Date Sent: 2017-05-09

to the requisition
without any menu
navigation. e

Sent To: Dobbins,Valerie J./W0002223

Please click on the link below to access this transaction:
https://fsproweb.losrios.edu:2443/psp/fsprp/EMPLOYEE/ERP/c/REQUISITION ITEMS.REQUISITIONS.GBL?
Page=REQ FORM&BUSINESS UNIT=GENFD&REQ ID=0001009165&Action=U

If you are not

logged into PS
Financials, the link Message Text:
will first ta_ke yod Hello Valerie,
to the log n page This requisition is ready for your review and approval. These are the replacement lamps we discussed.
and then to the
9.8, Kathy
requisition.
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APPROVING REQUISITIONS

Search for a
Requisition

You can use the
Add/Update
Requisitions menu
to search for a
requisition.

Under the Find an
Existing Value tab,
use a specific
Requisition
number or enter
whatever search
criteria you have.

Favarites Main Menu « > Purchasing » >

Requisitions

Use the following search to look for an existing Requisition.

Find an Existing Value Add a New Value

Search Criteria
Business Unit| = v | GENFD Q
Requisition 1D | begins with ¥ |
Requisition Name | bagins with v |

Requisitions = >

Add/Update Requisitions

Requisition Status| = v| |

Origin| bagins with ¥ |

pely el

Requester| begins with ¥ |

Budget Checking Header Status| = v| |

Hold From Further Processing (]

I Case Sensitive
Limit the number of results to (up to 300): 300

Basic Search E; Save Search Criteria

Search Clear

Main Menu > Purchasing > Requisitions > Add/Update Requisitions > Find an Existing Value

You may want to
search for a list of
open Requisitions by
Origin. Select the
Requisition you
would like to review.

# The search by
Requisition Status,
Origin, and Budget
Checking Status
provides a list of
Requisitions meeting
the criteria.

/ The search criteria can
be saved by using the
Save Search Critetia
link.

# You may want to save
a search for each
Business Unit.

Find an Existing Value || Adda New Value

Search Criteria

Business Unit[=_ v IENFD x|Q
Requisition 1D begins with v |
Requisition Name begins wih v |
isition Status|= ~| [cpen v|
Origin FLC
Requester
Requester Namebegins with w|

Budget Checking Header Status[= v [vaiid v]

ppp

Hold From Further Processing

[case sensitive
Limit the number of results to (up to 300): |300

v
Search Clear | Basic Search I |Save Search Criteria

Search Results
View All

Business Unit Requisition ID Requisition Name Requisition Status Origin Requester  Requester Name

First ‘& t1gefts (k) Last

Buget Checking Header Status Hold From Further Processing

GENFD 0001009170 0001009170 Open FLC 'WD002223 Valerie Dobbins Valid N
GENFD 0001009165 0001009165 Open FLC W0D023322 Kathy Bames-Liguori Valid N
GENFD 0001009154 0001009154 Open FLC 'WD023322 Barnes-Liguori Kathy A Valid N
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APPROVING REQUISITIONS

The icons to
update the
Requisition Status
are in the upper
right corner of the

page.

# To approve the
Requisition, simply
click on the ¥ in the
upper right corner.

/ The delta icon & is

used to create a header

Fayotzs> | ManWenu » > Puchisige 5 Requsions = »  AddiUipdate Recurdlion

Maintain Requisiions

change. The cancel

icon ¥ is used to

cancel the Requisition.

Requisition
Business Unit GENFD Status
Haquisition i) 0001006165 Budgel Status
Requisition Mame 0031003185
+ Hoador 3
Orgingter; WO123322 9, Darnes-Ligeor Katmy A Entered By:  WOOO3ITE
Requssaion Date 04182017 B pequester Inla
Ongno Q. Fotsom Lake Colege
*Currency Code USD Detar
Accounting Dabe 0475207 W
Approved By Amount Summary
Date of Approval
Boqueston Detats Add & g0 Tatal Amcaing 23400 USD
Fogqueston ALtvies Pre.Encumbrance Balance 23400 USD
FreighliShippngFee AmtOnly
Sebect Lines To Display 17
Search b Lines
Ling Q. To Q  Relreve
Line (7
Dutatts | [0
[ ——
Lime: Deseription Cuarny oM Categary Price Amcsnt Suppler Mame
1 18 LED LiGHTS 7.0000 EA SUPP 3200000 224 00 DAKTRONICS ING
2 m SHIPPING 10000 EA SHP 10, 00000 1000 DAKTRONICS INC
Vi Printabio Virson *Golo . More
fiflsave || Rotum o Searcn | [T Notdy | |27 Refresn

Tpen
Vag

ot Erom Eurmer Processing

Hamy Bames-Liguon

Personalize | Find | Vew A1 | 23| [ st

%

| Mo Wircow | Heip | Personaloe P
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Section 13 - Unapproving Requisitions

Unapproving the Requisition may be necessary from time to time. Occasionally the requisition may
be set up in a manner that is not conducive to Accounts Payable or Asset Management. The Purchasing
staff will make changes on the Purchase Order if possible, but sometimes it is necessary to start back at the

beginning. Once a Requisition is unapproved, the person with Requisition Entry access will be able to
make changes to the Requisition.

UNAPPROVING REQUISITIONS

Navigate to the
Requester’s
Workbench LOS RIOS

Fanvoots - Mai Manu <]

Home | 0 Fmerie Slgn.out
Porsonaicn Conert | Layout 7 Hep

Purchasing > :
Requisitions > o

Requester’s - cummtin
Workbench 5

& Review Reguisiion Inkrmason

O Rxports

d  Asduipsate Requissons

] Fsquestsrs Wannaech

Set Up Financisin/Suppty Chain
J  Repoaang Tools

5 PecpuTous
1wy Peescnaizsaons

iy Debiorsary
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UNAPPROVING REQUISITIONS

Filter Options

Enter the
requisition number
you wish to
unapproved.

Click Search

LOS RIOS

Fel 5 Purchasing v 5. Racuis

Requester's Warkbench
Filter Options

Busisess Unit GENFD

Descripion GENFD

WerkBlonch B} GENFD

Eriles $eEeh criieris and Hick on Search Leae biank for al values

Sanseh Critarin

Heme | AddioFavocter | Shon ot

Now window | Halp | Permonaltzs Page

Roquisition 0001005165 -1 o o
Hequisition Name a
Req Date i} Untl L]
Acthary Data il To, =
Dwoe Date W To W
Suppler 1D qQ
fem 10 a
Ruguuater a
Seatus
| opan ¥l apprevead Tl Linas Apprewed
[l Prening At O cancatad Il Denied
Soutcing
7] Parmiaity or Fulty Seoresd
Encumbrance
| Dpan Presncumbeances
Chanfisite Parsensus | Fing | vewst |3 B pem 0 100 0 oLam
Charntlieids | [F55)
GLURK  Account fund  Dept Program Claay PEBUS  project ‘
= a a a Q Q Q a
Cl L} | 0
Sexch Fiehon 1o Riquestirs Workzench
ety |[£2 Rebest
Processing
Results
LOS RIOS Ve | e | G ot |t tesstes | Slan out
Fares= | ManMenus 5 Fumhanng e Red 5
. Mo Winasw | Help | Persanalce Pagd]
The page displays ocpesiers Workbench
g Processing Resulls
the quallﬁed RAusiness Unit GENED WorkBencn 10 GENED
transactions. s
Select Fiegs for Furiher Frocessng
Cth Yes to Not Parscraitzy | Vaw A3 | 1 Forsonaize | view All | 20 Fersanatoe A
roceed Cusalifvedd Personaize & 1ot1 b Last Loaliac 101 & Laat
P * Reauiation 10 . foquisond L Sched  Dwns kine
= o000%185 =)
Process: e L R o Requessrs Workseech
] Mty | [£3 Foedres
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Are you sure?

The system asks
once more if you
are sure you want
to Unapprove.

If the requisition
selected is not
qualified for the
action selected, the
Requisition ID will
be displayed on the
left under Not
Qualified. Click

on the for an
explanation.

Click Yes to
proceed.
Message
Conbroe o Unapprove Regs. (1010827}
s W)
Not Qualified

LOS RIOS

Processing Results
Business lint CERFD
Deserighon GENFD

WorkBench il cEnFD

Salect Reqs for Furtner Prosssing

Mot Pasnalios | View A [ 1) Curatinag PPPEnIED | View A (BT Porsanaiizn & |
 Qualified Paronalize & 1601 & Lagt | Tal1 & Las
rseomadss o | [Requistion 10 Ume  Sched Db Ling

0001008155 =] | |:|i

procood: [ V| N8| g 1o mecssters monbench
[EyNomy (2 Rutesn |
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Requisition Logs

The Requisition
Log will display a
message
explaining why you
cannot proceed
with unapproving

q.a.9 . M Requester's Workbench
the requisition. : 1 Requisiion Logs
e, Business Unil GENFD WorkBenchiD GENFT
: Requismon ID 00010097146
In this case, the T Porsoton [ it VW 10T B8 Pt @ 71 ) Lo
requisition has Une | e Dt Memsgeter o

already been e o sauston tonar
sourced to a
Purchase Otrder.

Pl you cannot complete
the process, contact
Purchasing for
assistance.
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Section 14 - Canceling a Requisition

Cancel the
Requisition on the
Header
Mairitain Requisitions.
Requisition
Busingss Unit GENFD Stalus  Appreves A E
x o001 ... 1 Budget Status Va
Click the at the ) G Mok From FortowsProcasing
top right of the o Emiored By: WOOSIE posska Dinss
Requisition.
Amound Summary 7
Date of Appeoval 051VZ0TT
: Totsi 20900 USD
# Only Authorized " _ .
Signers can access (i ok |
approved Requisitions EMHERIRETO DR g
for cancellation. """':_‘T":-A )
Line i3 Purscraicza | Fna | View aa | £21)
| owans | =
e Description Guannry voM  Casegory Price Mechands  Supphes Hame s To ot
ANGNT-H001T ORACLE DATABASE ENTERPRISE EDITION
1y HONSTAOARD LoER [ood A sERw {3,614 00060 2614 00 ORACLE AMERICA ING B 0O ©m
QUANTITY, 56999
,--uwmﬂmmws;“'m Ao |RA  sERw [ 500000 500 DRACLE AMERICA NG po e O Qm
GUANTITY: 56089
Vitw Frintatee Version "Got Mo i |

[iiSav | |G Rotum io Searcn | 1 Provious inList || Nextintsi | |1 Nesify | |2 Rdrosn

A message is
displayed asking
to confirm your
choice.

To cancel the
Requisition, click
Yes.

Fecunsiton. Any however, Wil be

you ¥ e
cimar changes, then Tt 10 change &3 status

e |
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Canceling
Requisition Lines

To cancel an
individual line on a
Requisition, click

the X on the
Requisition Line.

Ahns ) perssnanze | Bna | vewss | G B B 4 1
[ metaits | [0
Amourd
Line Descriptien Guantity UM Casegery Price N seppter Hame st Ta e
1 [ REFAIR CRACKED SIDRWALK 10000 |88 s 4000000 5000 JAEGER CONSTRUCTICN, ING o ja O O@mREA E

A message is
displayed asking
to confirm your
choice.

Click Yes to
proceed.

Message

Gancoing a mgusiton ino wil be fracked Conanue® (10400,126)

Section 15 - Categories and Profile IDs

Category Code Description Profile ID
FURN Furniture FURN
SUPP Supplies

SERVI Services

COMPU Computer Equipment COMPU
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CATEGORIES AND PROFILE IDS

EQUIP Miscellaneous Equipment EQP:OTHER
VEHIC Vehicle VEHIC
SOFTW Software SOFTW
MEMBR Membetship

RENTL Rentals

TRAVL Travel

FRT FREIGHT

FEES BEEES

CMPAC Computer Accessoties CMPAC
CPYPR Copy/Printing/Duplicating Eq CPYPT
PHOTO Photography Equipment EQP:PHOTO
PROP Real Property

S§J Sole Source Justification

VOIP VOIP

APPL Appliances & Supplies EQP:APPL
BLDIM Buildings & Improvements

BLDSUPP Building Supplies & Materials EQP:BLDIM
COMPMONT Computer Monitor COMPMONT
COMPPRINT Computer Printer COMPPRINT
COMPSERVER Computer Server COMPSERVER
CONSULTSVC Consulting Services

COPIER Copier COPIER
ENTERTAIN Entertainment, Misc.

ART Art EQP:ART
ATHL Athletic Equipment & Supplies EQP:ATHL
AUDVIS Audio Visual/Theatre/Equip&Sup EQP:AUDVIS
AUTO Auto Equipment & Supplies EQP:AUTO
COMM Communication Equip & Supp EQP:COMM
HORT Horticulture/Landscape Equpmnt EQP:HORT
OFFICE Office Machines & Accessories EQP:OFFICE
EQU:OTHER Other Equipment EQP:OTHER
PHOTO Photography Equipment EQP:PHOTO
PIANO Piano Equipment & Supplies EQP:PIANO
POLICE Police Equipment/Supplies EQP:POLICE
SCI Science Lab Equipment & Supp

FUEL Fuel

INSURE Insurance

LIBR Library books

MUSIC Musical Instruments & Supplies EQP:MUSIC
SACIM Site Acquisition

SIMPR Site Improvements

SURVCAM Surveillance/Security Camera SURVCAM
TOOLS Tools EQP:TOOLS
TRAIN Training

SHP Shipping & Handling

NETWORK Network NETWORK
SAN Storage Area Network (SAN) SAN

WAP Wireless Access Point (WAP) WAP
TABLETS Tablets TABLET
Index

Approving Requisitions, 49

Asset Tags, 37
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Blanket Order, 34

Categorical Programs, 26
Category, 38

Category Code, 56

Create a New Requisition, 4
Defaults, 9, 10, 13, 15, 16, 23
Email Notifications, 27
Equipment Orders, 36
Financial System, 2

Future Dated Requisitions, 46
Header, 5, 9, 10, 16, 17, 23, 26, 30
Header Defaults, 10

Line Defaults, 10, 23
Location Code, 36

Maintain Requisitions page, 5

Maintenance Agreements, 39
Multi-Year Agreements, 40
Personalize, 5, 6, 10, 11, 23, 24
Prepaid Expenses, 41

Prepaid Multi Year Agreements, 42
Profile ID, 36, 56

Purchasing System Overview, 3
Recurring Payments, 39, 49
Requisition Activities, 30
Requisitions for Next Fiscal Year, 46
Split Budgets, 43

Types of Requisitions, 33
Unapproving Requisitions, 52
Viewing the Requisition, 31
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			The PeopleSoft Financial System is an enterprise application that has many integrated modules.  In order to understand the reasoning behind why we create transactions in the manner we do, it is important to note the relationships that exist between th...


			Section 1 - Create a New Requisition


			Creating a new requisition is the first step in PeopleSoft Purchasing.  There are many different types of purchases made throughout the District.  Depending on the type of purchase you are initiating, the requisition attributes play a significant role...





			NAVIGATE TO THE REQUISITION MENU


			MAINTAIN REQUISITIONS


			REQUISITION 


			HEADER


			Section 2 - Requisition Header Defaults


			Setting Requisition Defaults can be done at two different levels.  You can set Header Defaults which apply to all lines and distributions on the Requisition, or you can set Line Defaults which apply to an individual line. (see page 22)





			SETTING REQUISITION HEADER DEFAULTS


			Section 3 – Requisition Lines


			LINES


			Section 4 - Comments and Attachments


			COMMENTS AND ATTACHMENTS


			Section 5 - Requisition Line Defaults


			LINE DEFAULTS 


			Section 6 - Categorical Programs


			CERTIFYING CATEGORICAL PURCHASES


			Section 7 - Notifications


			NOTIFY


			Section 8 - Tracking Activities


			REQUISITION ACTIVITIES


			On the Requisition Header





			Section 9 - Viewing the Completed Requisition


			Viewing the Requisition in simple page format can be done by generating the requisition report.  Using the View Printable Version link at the bottom left of the Requisition page will initiate the report.





			VIEW THE REQUISITION


			Section 10 – Requisitions for Specific Purchases


			BLANKET ORDER


			EQUIPMENT ORDERS


			MAINTENANCE AGREEMENTS


			PREPAID EXPENSES


			SPLIT BUDGETS


			FUTURE DATED REQUISITIONS


			Section 11 – Copying Requisitions


			COPY A REQUISITION


			Section 12 – Approving Requisitions


			APPROVING REQUISITIONS


			Main Menu > Purchasing > Requisitions > Add/Update Requisitions > Find an Existing Value


			Section 13 – Unapproving Requisitions


			UNAPPROVING REQUISITIONS


			Section 14 – Canceling a Requisition


			CANCELING REQUISITIONS


			Section 15 – Categories and Profile IDs


			CATEGORIES AND PROFILE IDS


			Index







Folsom Lake College Ambassadorship Scholarship Invoice.pdf

3/20/2018

American Institute For Foreign Study
1 High Ridge Park, Stamford, CT 06905
Telephone: 800-727-2437 ext. 5089

Checks should be made payable to AIFS, and mailed to:

AIFS

Customized, Faculty-Led Programs

1 High Ridge Park FL1

Stamford, CT 06905

A 4
Folsom Lake College
History of France - 5-Week Paris Program - Summer 2018
Ambassadorship Scholarship Recipient Invoice, Revised
Customized, Faculty-Led Programs
First Middle Last Program Refundable Medical Peronal
Name Name Name Fee Damage Insurance Effects
Deposit Upgrade Coverage Due
1 |ltzel Valeria Mondragon $3,995.00 $125.00 $65.00 $90.00 $4,275.00
Christina Isabel Ramos $3,995.00 $125.00 $65.00 $90.00 $4,275.00
$7,990.00 $250.00 $130.00 $180.00 $8,550.00
Please pay this amount: $8,550.00











N\
FOLSOM
LAKE
COLLEGE




Brenda Haney
Business Services
Folsom Lake College | 10 College Parkway | Folsom, CA 95630

@ 916.608.6635 | < haneyb@flc.losrios.edu

From: Quintell, Melonie
Sent: Friday, April 6, 2018 12:08 PM
To: Haney, Brenda <haneyb@flc.losrios.edu>

Cc: Mowrer, Richard <MowrerR@flc.losrios.edu>
Subject: OLR - AIFS Ambassadorship Scholarship

Hi Brenda,

Happy Friday! April 20" is the deadline for the AIFS Ambassador students payment and PO. | just
wanted to check on the status of the OLR approval and PO issued to AIFS.

Thank you,

Melonie Quintell

Administrative Assistant to the Dean of

Visual & Performing Arts and Languages & Literature

Folsom Lake College . 10 College Parkway . Folsom, CA 95630
p. 916.608.6621 www.flc.losrios.edu
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From: Wona. Barbara

To: Turner, Debbie; Pactol, Monica; Harman, Joany; Snowden, Robert "BJ" (Dr.); Senecal. Molly; Quintell. Melonie;
Robinson, Brian

Cc: Haney. Brenda; Kirklin, Kathleen; Montgomery, Tammy; Braden, Charles"Kale"; Smith, Herschel

Subject: RE: Payment HOLD: AIFS Contract - FLC Summer Paris 2018

Date: Friday, May 11, 2018 10:01:37 AM

Attachments: image002.png
image003.png

FYI, check will be mailed today for delivery on Monday.

Barbara Wong

From: Turner, Debbie

Sent: Friday, May 11, 2018 8:21 AM

To: Wong, Barbara <WONGB@Iosrios.edu>; Pactol, Monica <pactolm@flc.losrios.edu>; Harman,
Joany <harmanj@flc.losrios.edu>; Snowden, Robert "BJ" (Dr.) <SnowdeR@flc.losrios.edu>; Senecal,
Molly <SenecaM@flc.losrios.edu>; Quintell, Melonie <QuinteM @flc.losrios.edu>; Robinson, Brian
<RobinsB@flc.losrios.edu>

Cc: Haney, Brenda <haneyb@flc.losrios.edu>; Kirklin, Kathleen <KirkliK@flc.losrios.edu>;
Montgomery, Tammy <MontgoT@arc.losrios.edu>; Braden, Charles"Kale"
<BradenC@arc.losrios.edu>; Smith, Herschel <SMITHH@|osrios.edu>

Subject: RE: Payment HOLD: AIFS Contract - FLC Summer Paris 2018

Here is a copy of the signed contract.

Barb — please send out the check.

Brian — | sent you an original copy to forward to AFIS and keep a copy for yourself.
| have a copy here as well.

Thanks,

Debbie

From: Wong, Barbara

Sent: Wednesday, May 09, 2018 12:37 PM

To: Pactol, Monica <pactolm@flc.losrios.edu>; Harman, Joany <harmanj@flc.losrios.edu>; Snowden,
Robert "BJ" (Dr.) <SnowdeR@flc.losrios.edu>; Senecal, Molly <SenecaM@flc.losrios.edu>; Quintell,
Melonie <QuinteM @flc.losrios.edu>; Robinson, Brian <RobinsB@flc.losrios.edu>

Cc: Haney, Brenda <haneyb@flc.losrios.edu>; Kirklin, Kathleen <KirkliK@flc.losrios.edu>; Turner,
Debbie <turnerd@losrios.edu>; Montgomery, Tammy <MontgoT@arc.losrios.edu>

Subject: RE: Payment HOLD: AIFS Contract - FLC Summer Paris 2018

Importance: High

Just checking on status for this. | still have not been authorized to send out the check.
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AIFS PARIS CUSTOMIZED, FACULTY-LED PROGRAMS AGREEMENT

FOLSOM LAKE COLLEGE — PARIS

SUMMER 2018
This CUSTOMIZED, FACULTY-LED PROGRAMS AGREEMENT is made as of this [é} day of
o 2018, by and between THE LOS RIOS COMMUNITY COLLEGE DISTRICT through FOLSOM

LAKE JOLLEGE, hereinafter referred to as"FOLSOM LAKE COLLEGE," and the AMERICAN INSTITUTE FOR
FOREIGN STUDY, INC., a Delaware corporation, hereinafter referred to as "AIFS,"

WHEREAS FOLSOM LAKE COLLEGE wishes to conduct an overseas study program in Paris, France, during the
2017-2018 academic year, and

WHEREAS-AlFS.has space.available forsuch:a program,

NOW, THEREFORE, in consideration of the mutual covenants contained herein, the parties hereto agree as
foltows:

| TERM
The period of this Agreement shall be from the date of execution by both parties throughJune 30, 2018.

1l OBLIGATIONS:OF FOLSOM LAKE COLLEGE

FOLSOM LAKE COLLEGE: hereby agrees:

A That it will conduct and operate an overseas study program in Paris, France, for the following
period;
SUMMER 2018: Depart U.S:: Saturday, June 16

Arrive Paris: Sunday, June:17

‘Depart Parls: Saturday, July 21

The program will be organized in cooperation with AIFS, FOLSOM LAKE COLLEGE agrees not to cancel the
Agreement with AlFS t’o.r'ﬁ_ake its own arrangements or to make altetnative arrangements through another
organization for the period covered by this Agreement.

B. That the AIFS program will be the only official study abroad program of FOLSOM LAKE COLLEGE in
Paris during the period indicated,

C. That it will advertise the program using the materidls provided by AIFS, and recrult students to
participate in-the program.



. That it will endeavor to recruit approximately 15 students for the summer program. AIFS is able
to accept more than this number; however FOLSOM LAKE COLLEGE is under no obligation to recruit a
minimum number of students. FOLSOM LAKE COLLEGE agrees not to cancel the program if a minimum
enroliment of 15 students is achieved for the summer program.

E. That FOLSOM LAKE COLLEGE will approve online applicants who have paid the $450 deposit and
confirm the final number of students recruited for the summer program by March 23, 2018, AIFS may be
able to accept students after this deadline, but airline and accommodation prices and availability cannot be
guaranteed after this date,

F. That it will follow the enroliment procedure below:

1) Accepted students should be directed to complete the AIFS online enroliment form.
After enroliing, these applicants will be reviewed by FOLSOM LAKE COLLEGE and either
approved or rejected. Once appraved, AIFS will process the applicants promptly.

2) Student applicants who meet the minimum requirements for admission to this study
program will be accepted and enrolled in the order in which a complete online enroliment form
Is approved for processing by FOLSOM LAKE COLLEGE.

G. That FOLSOM LAKE COLLEGE will appoint experienced and qualified faculty members as
appropriate for its program in Paris. Full control of the academic program, including, but not limited to
enroliment requirements, procedures, administration, and granting of credit will be vested in FOLSOM LAKE
COLLEGE and its designated representatives.

H. That FOLSOM LAKE COLLEGE agrees to pay for all incidental expenses and supplies necessary for
the academic functions of the program, including all telephone charges (other than initial installation
charges) incurred In the operation of the program by the faculty members or made on their authority.

I That FOLSOM LAKE COLLEGE will provide information on the residential facllities furnished by AIFS.
Only students with extraordinary and valid reasons (e.g. marriage, family accommodation available in Paris}
should normally be advised to secure their own accommodation. Nevertheless, students shall not be
required to contract for the housing provided by AIFS as a condition of admission to the program. In the
event students do live in the facllities provided by AIFS, such students will enter into a standard Individual
contract with AIFS for housing and other services provided by AIFS. FOLSOM LAKE COLLEGE will in no way
be liable to AIFS under the individual contracts entered into by and between the students and AIFS.

J That in the event FOLSOM LAKE COLLEGE does not renew this Agreement, it will not contract
directly with AIFS's own suppliers of facilities in Paris for the academic year following the termination of this
Agreement.

i OBLIGATIONS OF AIFS

AIFS hereby agrees:

A That it will provide:



DC

Accommodation in shared student apartments, within a 30-minute commute of the Study
Center. Typlcally, four to six Folsom Lake College students will share a two or three-bedroom
apartment in twin-bedded rooms, with shared kitchen and bathrooms, bedding and wireless
internet.

That in addition to housing the said students, it will provide:

1) Medical and AIFS program fee refund insurance policies, as outlined in the AIFS insurance
brochure, in the AIFS contract with students and under paragraph K of this Agreement,

2) Optional round-trip airfare (San Francisco - Paris - San Francisco) for each student and
airport transfers to and from housing in Paris on the dates specified in the student online
enrollment form at an additional cost of $995. This fee does not include mandatory U.S.
government and airline-imposed departure taxes, fees and fuel surcharges (estimated at $377 and
subject to change) for which students will be billed separately.

3) By deadlines mutually agreed, program brochures and online enroliment form pages will
be provided.
4) An orientation program in Paris consisting of an orientation meeting with AIFS staff,

information packet, local area Information, welcome dinner and half-day guided sightseeing tour of
Paris by private bus.

5) Two neighborhood walking tours with local guides.

6) Navigo travel pass for unlimited use on the buses and underground trains in the central
zone of Parls.

7) Entrances with timed reservation at the Musée du Louvre, Musée d'Orsay, Sainte-

Chappelle, Musée Carnavalet and the Towers and Crypt of Notre Dame, Musée de Cluny, Musée de
I'Orangerie, Musée Nissim de Camondo, Musée de I'Armée and Musée Rodin.

8) Full-day excursion to Versailles including round-trip transportation by RER train, and
entrance to the Palace with guided tour.

9) Group farewell meal,
10) Access to the wireless-enabled AIFS Student Center and the services of an experienced AIFS
Program Coordinator and Student Advisor(s) for information, advice and 24-hour emergency

contact service.

In addition, AIFS will provide the following optional service: Extra Protection Insurance Coverage,

including personal effects insurance and/or increased medical insurance, as outlined in the AIFS insurance
brochure and In the AIFS contract with students.

E.

That it will provide FOLSOM LAKE COLLEGE with one classroom Monday to Thursday as required,

faculty work space and on-site office support. AV equipment such as a OVD player, laptop and LCD
projector are also available.



F. That It will provide a team of experienced Student Services staff to supervise residences and
provide student support services, though not for the exclusive use of FOLSOM LAKE COLLEGE. These staff
will be responsible for the non-academic supervision of students in cooperation with FOLSOM LAKE
COLLEGE's faculty, for assistance to faculty with academic services, and for liaison between FOLSOM LAKE
COLLEGE and the other authorities responsible for the program,

G. That it will provide FACULTY assigned by FOLSOM LAKE COLLEGE with a free round-trip airline ticket
{San Francisco - Paris - San Francisco) on the following basis:

1) One ticket will be provided per 15 paying students who enroll in the program or pro rata
for a lower enrollment.

2) Tickets will be provided on flights as described in the program brochure and online
enroliment form pages.

3) AIFS can arrange air travel for faculty companions if they are traveling on the standard
group flight. Since airfares change frequently, the cost cannot be determined until the ticket has
been booked. Faculty will be billed for any companion tickets, and they must be paid for In advance
of planned travel. If, for any reason, a faculty member no longer requires an issued ticket,
cancellation notification must reach AIFS by Friday, April 20, 2018, and s/he will need to pay a $100
cancellation fee. After this date, the ticket is non-refundable, and faculty will be responsible for the
entire cost. Faculty may charge tickets to a major credit card.

4) If tickets for faculty flights are not arranged through AIFS, AIFS will reimburse THE FACULTY
the student alrfare amount once the program has started.

H. That it will provide FACULTY assigned by FOLSOM LAKE COLLEGE with housing in a studio or one-
bedroom apartment equipped with kitchen, washing machine and wireless Internet access for the duration
of the program.

L That it will ask students to leave the residential facilities only with the agreement of FOLSOM LAKE
COLLEGE's coordinators.

4 That it will not charge FOLSOM LAKE COLLEGE a rental fee for the physical facllities to be supplied
by AIFS to FOLSOM LAKE COLLEGE as set forth in paragraphs lll Eand H.

K. That it will operate a Refund and Cancellation Policy as follows:

Refunds other than when a program Is canceled:

. If a student's application is refused by AIFS, a full refund of all payment except a non-refundable
processing fee is made,

- Ifa student withdraws on or before March 23, 2018, a full refund will be made less a a non-refundable
processing fee and any non-refundable deposits paid by the student or by AIFS on the student’s behalf,



If a student withdraws after March 23, 2018, but on or before April 20, 2018, for any reason except
medical covered by the Fees Refund and Medical Insurance Policy, the $450 deposit is forfeited, along
with any non-refundable deposits paid by the student or by AIFS on behalf of the student,

If a student Is forced to withdraw from the program because of covered medical reasons after March 23,
2018, but before departure to Parls, a full refund of all payments will be made, less a a non-refundable
processing fee and $125 insurance premium, through the Fees Refund and Medical Insurance Policy,
which requires written proof of medical reasons.

Students withdrawing voluntarily for any reason after April 20, 2018, or withdrawing for medical reasons
not protected under the Fees Refund and Medical Insurance Policy, receive no refund of fees paid unless
they are able to provide a qualified replacement student, in which case they receive a full refund of all
payments made less a non-refundable processing fee plus any non-refundable deposits paid by the
student or by AIFS on behalf of the student. AIFS cannot arrange flights for substitutions arranged after
March 23, 2018,

Students are permitted to transfer their application from one summer program to a subsequent
summer or a suitable alternative AIFS program on or before April 20, 2018. This would not be permitted
should the level of transfers from the original program lead to that program's enroliment levels falling
below the minimum agreed number. Students transferring have one year to enroll on a subsequent
program.

Students who are academically withdrawn by their home Institutions after their applications have been
processed by AIFS are subject to the standard refund policy.

Once the program has started, students withdrawing receive no refund unless AIFS suspends the
program,

Program cancellation:

It is understood that FOLSOM LAKE COLLEGE will not cancel the program if the necessary minimum number
of students have been enrolled by March 23, 2018 for the summer program.

in the event that FOLSOM LAKE COLLEGE should cancel the program with the required minimum
number of students after March 23, 2018, for the summer, FOLSOM LAKE COLLEGE will be responsible
for costs which cannot be recovered by AIFS. AIFS will deduct from students' fees the irrecoverable
costs and will refund the balance of fees paid by the students to FOLSOM LAKE COLLEGE.

in the event of the U.S. State Department issuing a Level 4 travel warning which advises U.S. citizens not to

travel to France, or if they are already in France to leave it, AIFS will:

- If the program has not started, either make suitable alternative arrangements, or cancel the program

and refund all fees paid.

- If the program has started, suspend the program and fly the students home. If students are returned

home, they will receive a pro-rata rebate of fees paid to AIFS for the proportion of the program not



completed, less a non-refundable processing fee, $125 insurance premium, and any costs incurred flying
the students home.

M. AIFS hereby agrees that it will maintain liability insurance coverage during the term of this
Agreement with the following minimum coverage:

Underlying limit of liabllity (combined for both bodily injury and property) $1,000,000
Excess Liability Coverage $50,000,000
Total Liability Coverage $51,000,000

FOLSOM LAKE COLLEGE, its officers, Agents and Employees shall be named by endorsement on these
policies as co-Insured or additional insured.

v PRICING

That In return for the services set forth in paragraphs A through C, based on an enroliment of 15 or more
participants, it will charge a fee of $3,995, excluding airfare, per student. These fees do not include a $125
refundable damage deposit or any DISTRICT tuition/administrative fees.

AIFS will reserve places at the above prices according to Information supplied by students on their online
enroliment form. Once airline tickets have been issued to students they can only be changed directly
with the airline by the student once overseas - airline-imposed penalties usually apply.

Students applying after the application deadline of March 23, 2018, can only be accepted on a space-
available basis.

v MISCELLANEOUS

A INDEMNIFICATION

AIFS hereby agrees to Indemnify and hold FOLSOM LAKE COLLEGE harmless for any and all liability, injury
and/or death, obligation or expense incurred by FOLSOM LAKE COLLEGE and arising from any wrongful
or negligent acts or omissions of AIFS, its employees or agents in connection with the performance of
this Agreement. FOLSOM LAKE COLLEGE hereby agrees to indemnify and hold AIFS harmless for any and
all liability, obligation or expense incurred by AIFS arising from any wrongful or negligent acts or
omissions of FOLSOM LAKE COLLEGE, their employees or agents In connection with the performance of
this Agreement.

B. ASSIGNMENT

Neither FOLSOM LAKE COLLEGE nor AIFS may assign this Agreement without the prior written consent of
the other.



C  NOTICE

All notices required to be served upon FOLSOM LAKE COLLEGE shall be served by registered or certified
mail, return receipt requested, to:

Director, General Services

Los Rios Community College District
1919 Spanos Court

Sacramento, CA 95825

All notices required to be served upon AIFS shall be served by registered or certified mail, return receipt
requested, to:

Paul Watson

Senior Vice President
AIFS Study Abroad

1 High Ridge Park
Stamford, CT 06905

D.  CONSTRUCTION AND SCOPE

This Agreement shall be interpreted under the laws of the State of California, United States, and shall inure
to the beneflt of the parties hereto, their successors and assigns. Time shall be of the essence in each term
and provision of this Agreement and no term or provision may be modified orally or in any other manner
than by writing signed by all the parties hereto or their respective successors in interest.



IN WITNESS WHEREOF, the parties hereto have reviewed this Agreement on the date set forth above.

LOS RIOS COMMUNITY COLLEGE DISTRICT

By: Jamey Nye % ﬂ%’

Asits: Vice chancellor of Education & Technology
pate: S /[0S

Attest:

AMERICAN INSTITUTE FOR FOREIGN STUDY, INC,

(L0 n =

Asits: Senior Vice President

Date: b/lD \‘8

Yy " -
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