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Managing eProcurement Requisitions — LSUNO

Only

eProcurement Basic Navigation & information

Procedure

In this topic you will learn eProcurement Basic Navigation and Information.

Step

Action

*****NOTICE*****

For training purposes only, the screen shots used in this topic were taken in the
FIN PAT database. Users will enfer eProcurement information into the FIN PRD
(Production) database.
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i Menu -

Search in Menu Lsu !"‘ alsPAT & 4" i @

My Financials Home ~ 1of7 >

System Notifications

PS9FSPAT This system has been

configured for eProcurement testing

(LSUNO and LSUSH). Contact the
support team with questions

Step

Action

Navigation to eProcurement
The eProcurement tile is located on the LSU Health Financials homepage.

Click the My Financials Home dropdown button to activate the menu.

-

Navigation to eProcurement (continued)
Click the LSU Health Financials menu.

LS Health Financials

Create Requisition and eProcurement Tiles
Users can access the Create Requisition tile directly from the LSU Health
Financials homepage. However, the same tile can also be accessed by selecting

the eProcurement tile.

NOTE: The Create Requisition tile is for creating new requisitions only. No
other actions (e.g., edit, approve, etc.) will be performed using this tile.

For training purposes only, click the eProcurement tile.
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Step Action

5. My Requisitions and Change Requests Tiles

The My Requisitions tile is used for performing new tasks on an existing
requisition. Actions such as edit, approve, cancel and print will be performed
using My Requisitions.

The Change Requests tile allows users to view, monitor, and check the approval
status of requested changes on existing Purchase Orders (POs) or

requisitions. Change Requests can be created by the user if specific field(s) need
to be adjusted - such as unit price, quantity, or shipping status.

6. Navigating on PeopleSoft Pages

The Tab key on your keyboard is used to move from field to field within
PeopleSoft. The Enter key acts as a Save button, so it cannot be used to move
from field to field on a page.

NOTE: Use only the buttons and links provided on the PeopleSoft pages.
Do not use the Back and Forward arrows on your browser.

7. What is an eProcurement Requisition?

An eProcurement requisition is a request for items to be ordered from a supplier.
This creates a pre-encumbrance in the PeopleSoft system which is an intent to buy
a product or service. It is a commitment to a department's budget, but it is not final
and binding with the supplier. eProcurement allows users to create, review, edit,
approve or cancel a requisition.

8. Approve & Budget Check

Once the requisition is entered into the PeopleSoft system, two (2)
things must occur for Purchasing to be able to generate a Purchase Order to the
supplier in the PeopleSoft system:

1. The requisition must be approved.
2. The requisition must pass the budget check process.

Budget Checking ensures that financial obligations and expenditures do not
exceed budget limits. Controls are created to permit only those transactions that
are applied to correct calendar periods, as well as to the correct account types and
ChartString combinations. Budget Checking a requisition also verifies that the
allocated funds are still available before a liability is created. In short, the Budget
Check process verifies the ChartString entered in the requisition is valid and that
the funds are available for the ChartString.
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Step Action
9. Elements of a Requisition

There are four (4) basic elements that comprise a requisition:
1. Headers

2. Lines

3. Schedules

4. Distributions

NOTE: Each requisition can have only one (1) Supplier and one (1) header.
However, the requisition can have multiple lines. Each line can have multiple
schedules, and each schedule can have multiple distributions.

10.

Request for Quote

Louisiana State Law requires that every purchase above $10,000 - including
freight and handling - must go out for bid. Purchases made under the Governor's
Executive Order for Small Purchases are the exception to this rule.

NOTE: See your Buyer for detailed information about the bid process (i.e.,
the price thresholds, required quotes from Suppliers and items that require
and do not require bids, etc.) Users may also review the Executive Order for
Small Purchases on the Louisiana Office of State Purchasing web site for
information about the bid process.

11.

This completes eProcurement Basic Navigation and Information.
End of Procedure.
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Create a Requisition

Enter Requisition Defaults for a Punchout Requisition

Procedure

In this topic you will learn how to use Enter Requisition Defaults for a Punchout Requisition.

Step Action

The Buyer names, Suppliers, and other values being shown in this exercise are
for demonstration purposes only. When working in Production, users must
enter their requisition information specifically for their department.
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i Mens - Seerch nten = | als PAT Q & E @
I
LSU Health Financials ~ < 20f3 >
System Notifications Purchasing Approvals
PS9FSPAT This system has been You are not authorized for this page.
configured for eProcurement testing
(LSUNO and LSUSH). Contact the
support team with questions
Speedtype Lookup Create Requisition eProcurement
6o _ @
o o
Report Manager Process Monitor

LSU LSU

Step

Action

Create Requisition

Begin by selecting the Create Requisition tile from the LSU Health Financials
homepage.

Click the Create Requisition tile.

Create Requisition

YOU MUST ENTER REQUISITION DEFAULTS BEFORE ENTERING
LINE ITEM INFORMATION.

Requisition Defaults for Punchout and Special Request Requisitions

The Requisition Defaults page is displayed. The Requisition Defaults page is
where initial values for the requisition can be set. Whichever values are
entered on this page will be present in the requisition going forward.
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Step Action

S. Requisition Defaults for Punchout and Special Request Requisitions
(continued)

NOTE: There are specified fields that are considered required for
completing a Punchout requisition. These fields are:

* Acctg Date - will only be changed if items will be charged in new Fiscal
Year - located in Header Defaults section

* Supplier ID - located in Line Defaults section

* Buyer - located in Line Defaults section

* Ship To - located in Shipping Defaults section

* Due Date - located in Shipping Defaults section

» Accounting tag / chartfields - located in Distribution Defaults section
* Account - located in Distribution Defaults section

6. Requisition Defaults for Punchout and Special Request Requisitions
(continued)

NOTE: There are other fields that are considered optional - but highly
recommended - for entering information. These fields are:

* Requisition Name - located in the Header Defaults section
* Attention - located in the Shipping Defaults section

7. Requisition Defaults for Punchout and Special Request Requisitions
(continued)

NOTE: Category and Unit of Measure (UOM) are in the Line Defaults section.
These fields will not be populated by the user for Punchout requisitions. The
Category and UOM will default onto the punchout requisition based on the
item(s) selected from the supplier's ePro catalog.

8. Header Defaults

The Header Defaults section of the Requisition Defaults page contains
information that will be found in the Header (top) section of the requisition when
printed. Default setting can be changed by the user if needed.

The user's Requester ID will default into the Requester field. If it
does not default, do not continue with the requisition; contact Purchasing for
assistance.

9. Header Defaults (continued)

It is highly recommended that a Requisition Name be entered for each Punchout
and Special Request requisition created. If the Requisition Name field is left
blank, the system will auto-populate the requisition’s id number when it is saved /
submitted.

Enter the desired information into the Requisition Name ficld. Enter "Gen dept
supplies”.
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10. Header Defaults (continued)

The Acctg (Accounting) Date defaults to the current date. However, it may need
to be adjusted depending on the #time of year you are creating the requisition. For
example, if you are entering a requisition for the next Fiscal Year, the Acctg
Date must be adjusted to 07/01/XX or after to ensure the requisition is charged
to the correct budget period.

For this exercise, the user will enter 07/01/26 as the Acctg Date.

Enter the desired information into the Acctg Date field. Enter "070126".

11.

Line Defaults, Shipping Defaults, and Distribution Defaults

The sections for Line Defaults, Shipping Defaults, and Distribution
Defaults are set by PeopleSoft to be collapsed. Select the arrow to the left of
each section name to expand the section.

NOTE: This step serves as an example for expanding a collapsed section. No
other expand / collapse steps will be included in this topic or in all remaining
topics.

Click the Line Defaults arrow.

4

12.

Line Defaults (continued)

The Supplier ID and Buyer must be entered by the user. The Supplier
Location will default into the field when the Supplier ID is entered / selected.

Click the Look up Supplier ID button.
Q
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»

Search for. Supplier ID
» Search Criteria

¥ HeaderDefaults  l oo Results
Business Unit| Only the first 300 results can be displayed.
Requester = ‘ 300 rows
. . Qur Old
SupplierID - $hort Supplier sy pplier Name o Additional Name © Customer  Supplier
N ame Number & 1D %
Priority
LADEFERRED
Aectq Date] 0000000017 LADEFERRED  coMPENSATION  LADEFERRED COMP
LASTATE
RETIREMENT
w Line Defaults
0000000035 STATEEMPL-  STATE EMPLOYEE STATE EMPLOYEE
Suppier 10| 001 GROUP BENEFITS GROUP
; TEACHERS' . >
. . 0000000040 TEACHERS RETIREMENT TEACHERS C
Supplier Locat
upplier Location RETI SYSTEM OF RETIREMENT SYSTEM

Buye 21ST JUDICIAL
0000000020 21ST JUDICIAL DISTRICT GOURT

» Shipping Defaults
St | oooooooost TTH WARD 7TH WARD COURT

» Distribution Defaulty COURT MARSHAL

AMERICAN

0000000066 AVERICAN  heRiTaGE LiFE
INSURANCE
ANNETTE

ANNETTE CLAYTON SUPPORT

0000000070 6wy CRAWFORD ENFORCEMENT
TRUSTEE
COLONIAL LIFE :

0000000091 COLONIAL  ANDACCIDENT ALy RECOVERY
INSURANCE

0000000110 PEPARTMENT- DEPARTMENT OF

Step

Action

13.

Search Criteria Section

NOTE: The Search Criteria section is set by PeopleSoft to be collapsed. Users
must expand the section on all Lookup pages to utilize search options. Search
options will vary based on the Lookup page being accessed.

NOTE: This step serves as an example for expanding / collapsing sections. No
other expand / collapse steps will be included in this topic or in all remaining
topics.

Click the Search Criteria arrow.

b
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Lookup

Search for. Supplier ID

~ Search Criteria Show Operators

SetlD SHARE
Supplier ID
(bgins with)
Short Supplier Name
(begins with)

QOnly the first 300 results can be displayed.

[E] = soorom

Our Old
Supplier Name ©  Additional Name © Customer  Supplier
Number & ID ©

~ Search Results

Supplier ID  Short Supplier
< Name &

LADEFERRED
0000000017 '(-:%DEFERRED COMPENSATION LA DEFERRED COMP
LAN

LA STATE
LASTATE . LA STATE EMP
0000000013 EMPLO Eg‘ﬁlﬁ%ﬁENST RETIREMENT

STATEEMPL-  STATE EMPLOYEE STATE EMPLOYEE
0000000035 001 GROUP BENEFITS GROUP

. TEACHERS' .
TEACHERS' TEACHERS'
0000000040 RETIREMENT
RETI SYSTEM OF RETIREMENT SYSTEM

0000000050 21ST JUDICIAL 21ST JUDICIAL

DISTRICT COURT
0000000061 EB*L‘[’{'TARD m\éﬁgf}coum
0000000066 AMERICAN  AMERICAN
Step Action
14. Search Criteria Section (continued)

In this exercise, Staples will be used as the Supplier.

Enter the desired information into the Short Supplier Name field. Enter
"STAPLES".
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/)
Search for. Supplier ID
w Search Criteria

Show Operators
w Header Defaults

SetlD SHARE 1
Business Unit| SupplierlD [ |
(begins with) ‘
Requester Short Supplier N
pplier Name
ey | STAPLES|
Priority

w Search Results
Acctg Date .
QOnly the first 300 results can be displayed.

Currency m = ‘ 300 rows

i 3 3 Our Old
whine Defaulis 1 Supplier ID thort SUPPlEr gy pplier Name ¢ Additional Name < Customer Supplier |
% ¢ Number © ID ©
Supplier ID§ G
LADEFERRED
Supplier Location| 0000000017 LACEFERRED " coypensaTion  LADEFERRED cOMP 3
S oononnts LASTATE ENPLOVEES v
RETIREMENT

» Shipping Defaults |

» Distribution Defaultd 0000000035 STATEEMPL-  STATE EMPLOYEE STATE EMPLOYEE
E 001 GROUP BENEFITS GROUP -

3 TEACHERS' .
TEACHERS' TEACHERS'
0000000040 RETIREMENT
RETI SYSTEM OF RETIREMENT SYSTEM

21ST JUDICIAL
0000000020 21ST JUDICIAL DISTRICT COURT

JTHWARD  7THWARD COURT

0000000081 -y MARSHAL
AMERICAN

0000000086 HMERICAN  LrpiTace LiFE
INSURANCE

Step

Action

15.

Search Criteria Section (continued)

Click the Search button.

16.

Search Criteria Section (continued)

NOTE: The 0000002106, STAPLES CO-002, STAPLES CONTRACT &
COMMERCIAL LLC will be used by LSUNO when ordering items using ePro.

Click the 0000002106 - STAPLES CO - 002 button.

oonooo210s STAPLES CO-  STAPLES CONTRACT &
COMMERCIAL LLC
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< LSU Health Financials

Cancel

w Header Defaults
Business Unit |LSUNO

Requester |KOCON2

O'Connor, Karen B
Priority | Medium v
Acetg Date [07/01/2026
Currency |USD

} Line Defaults
» Shipping Defaults
» Distribution Defaults

Requisition Defaults wan FiNancials PAT @ Q

Requisition Name |Gen dept supplies

(>

Step

Action

17.

Line Defaults (continued)

NOTE: The Line Defaults section is set by PeopleSoft to be collapsed. Users will
be required to re-open the Line Defaults section each time the Lookup feature is
used.

NOTE: This step serves as an example for expanding collapsed section. No
other expand / collapse steps will be included in this topic or in all remaining
topics.

Click the Line Defaults arrow.

b Line Defaults
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¢ LSU Health Financials Requisition Defaults e Financials PAT @ Q

Cancel m

« Header Defaults

Business Unit |LSUNU Q ‘ Requisition Name |Gen dept supplies
Requester |KOCON2 Q \

O'Connor, Karen B
Priority | Medium v
Acctg Date ||
cuoc [i0 @)
w Line Defaults

Supplier ID[0000002106 a|

Category ‘UODUD Q‘ |")
Supplier Location 0000000001 Q| Unit of Measure ‘EA 0.‘ |
Buyer | Q

» Shipping Defaults
} Distribution Defaults

Step

Action

18.

Line Defaults (continued)

The Buyer is a required field for LSUNO. If you do not know who your buyer is,
you can search for the Buyers By Department page using the Search option on
the LSU Health New Orleans web page. The URL is provided below. The user
can copy and paste the URL into his/her browser.

https://www.lsuhsc.edu/administration/SupplyChain/buyers by department.
aspx

Click the Lookup Buyer button to search for the Buyer's user id.
Q
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Lookup

Search for. Buyer
~ Search Criteria Show Operators
Y
(begins with)
Name
(begins with)
w Search Results

(=] =] urows

Buyer & Name ©
AALFO3 Alford Annette Foster
AANDER1 Anderson, Alisen
ABREN2 Brennan Andrew J.
ACRAIG Craig, Alethea
ADELAT Delatte, Adam T.
AFUSSE Fussell, Alice R
AHOOD Hood, Ava
AJOHNT Butler, Amanda Francesca
AMALB2 Malbrough, Amanda R.
ANEAL Neal, Angela

Step Action

19. Search Criteria

In this exercise, the user will search for Deborah Holmes as the Buyer.

Enter the desired information into the Name (begins with) field. Enter
"HOLMES".
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< LSU Health Financials

Cancel

w Header Defaults
Business Unit|

Requester

Priority

Acctg Date

Currency

w Line Defaults
Supplier 1D

Supplier Location

Buyei

» Shipping Defaults |
» Distribution Defaulty

LSUNO Only
Lookup @aa o
Search for. Buyer
~ Search Criteria Show Operators o
(s it al |
e

~ Search Results

0 =

Buyer &
AALFO3
AANDER1
ABREN2
ACRAIG
ADELAT
AFUSSE
AHOOD
AJOHNT
AMALB2

ANEAL

Name ©

Alford Annette Foster
Anderson, Alison
Brennan Andrew J

Craig, Alethea

Delatte, Adam T.

Fussell, Alice R

Hood, Ava

Butler, Amanda Francesca
Malbrough, Amanda R.

Neal, Angela

148 rows

B

Step

Action

20.

Click the Search button.

Search Criteria (continued)

21.

Search Criteria (continued)
Click anywhere on the line containing the Buyer's name to select the Buyer.

Click the DHOLME?2? - Holmes, Deborah button.
DHOLMEZ2

Holmes, Deborah

22.

Category and Unit of Measure (UOM)

Category and UOM will be left as defaulted on the Punchout Requisition
Defaults page.

23.

section.

w Line Defaults

Line Defaults (continued)

Once all relevant fields are populated, the user may collapse the Line Defaults

Click the Line Defaults arrow.
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Step Action

24. Shipping Defaults
Expand the Shipping Defaults section.

Click the Shipping Defaults arrow.
4

¢ LSU Health Financials Requisition Defaults e Financials PAT @ Q. @
]
« Header Defaults
Business Unit |LSUND Q ‘ Requisition Name |Ge dept supplies
Requester |KOCON2 a ‘

O'Connor, Karen B
Priority | Medium v
Acetg Date [07/01/2026 i)
Currency |USD Q ‘

} Line Defaults
« Shipping Defaults —
e - (>

Ship To | Q ‘ Attention \

Due Date | |

} Distribution Defaults

Step Action

25. Shipping Defaults (continued)
Your department number serves as the Ship To location.

Enter the desired information into the Ship To field. Enter "1491500".

26. Shipping Defaults (continued)
The Due Date is the date you expect to receive the item(s) or service(s).
For this exercise, the user will enter the Due Date of 7/08/26.

Enter the desired information into the Due Date field. Enter "070826".
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Warning - date out of range.

The date entered is either more than 30 days in the past or 30 days in the future. This is not normally true for this date. Either acknowledge that the date is OK, or correct
the entered date.

Step Action

27. Shipping Defaults (continued)

When creating a requisition for the new Fiscal Year, as is being demonstrated in
this exercise, it is usual for the user to receive a Warning message for the date
being more than 30 days in the future. This message will be displayed when the
user attempts to navigate away from the Due Date field.

Select OK to clear the message.

Click the OK button.
OK

28. Shipping Defaults (continued)

The Attention field is an optional field for entering data. It is highly
recommended that an appropriate name be entered into the Attention field for
each requisition created.

For this exercise, Karen O'Connor will be the person to whom the item(s) will be
delivered, so her name will be entered into the Attention field.

Enter the desired information into the Attention field. Enter "KAREN
O'CONNOR".
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Step Action
29. Shipping Defaults (continued)

Once all relevant fields are populated, the user may collapse the Line Defaults
section.

Click the Shipping Defaults arrow.

-
30. Distribution Defaults
Expand the Distribution Defaults section.
Click the Distribution Defaults arrow.
b
31. Distribution Defaults (continued)
In the Requisition Defaults page and in the Distribution section of the
Requisition Line Details - Schedule page, Accounting Tags can be used to
efficiently enter chartfield information.
An Accounting Tag is a predefined shortcut that automatically populates
individual chartfield values (e.g., Account, Dept, Fund, etc.) on the Distribution
Line located on the Requisitions Defaults page.
Chartfields provide the basic structure to identify and categorize transactional
and budget data. When entered on a requisition, the chartfield values are telling
the system to what accounts and budget the item(s) on the requisition will be
charged.
32. Distribution Defaults (continued)

Chartfield and budget information can be updated in the Distributions section
across several tabs. Below are the noteworthy fields and the tabs where they can
be found:

* Chartfields1 Tab: Percent, Location, GL Business Unit, and Account
¢ Chartfields2 Tab: Fund, Depart, Program, and Class
* Chartfields3Tab: PC Business Unit, Project, and Activity
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< LSU Health Financials Requisition Defaults wan FiNancials PAT o Q3
o]
« Header Defaults
Business Unit |LSUND Q ‘ Requisition Name |Ge dept supplies
Requester |m‘

O'Connor, Karen B
Priority |m
Acetg Date [07/01/2026 |
Currency |USD Q ‘

} Line Defaults
» Shipping Defaults —
w Distribution Defaults {)

Accounting Tag Q

[ Chartfields1

‘ Chartields? H Chartields3 ” Details ” Asset Information H Show All ‘

Distribution ~

Ling ¢ Percent & Location & GL Unit & Account & Alternate Acca

1o | |Lsuno Q| Lsuno al| a |

Step

Action

33.

Distribution Defaults (continued)
The user will enter the Accounting Tag to which item(s) will be charged.

Enter the desired information into the Accounting Tag field. Enter
"0491500014".

34.

Distribution Defaults (continued)

Press [Tab] key on your keyboard to exit the Accounting Tag field. The system
will automatically populate the chartstring information onto the Distribution
Line.

35.

Distribution Defaults (continued)

Account is a required field. It does not, however, default onto the Distribution
Line via the Accounting Tag. Account is not one of the chartfields that make up
an Accounting Tag.

NOTE: To view Accounting Tag chartfield values, select the Chartfields2 tab.

Enter the desired information into the Account field. Enter "546700".
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¢ LSU Health Financials Requisition Defaults e Financials PAT @ Q

Cancel m

« Header Defaults

Business Unit |LSUNU Q ‘ Requisition Name |Ge dept supplies

Requester |KOCON2 Q \

O'Connor, Karen B
Priority | Medium v
Acctg Date ||

} Line Defaults
» Shipping Defaults —
w Distribution Defaults {)

Accounting Tag | Q ‘

Chartfields1 H Chartields? H Chartields3 ” Details ” Asset Information H Show All ‘

Distribution Line © Percent © Location & GL Unit & Account &

1 [100 | [Lsuno a [tsuno a | [se6700 a ‘t‘

Step

Action

36.

Requisition Defaults for Punchout Requisitions (continued)

After all information has been entered on the Requisition Defaults page, select
the Done button to navigate to Punchouts supplier catalog list.

Click the Done button.

37.

This completes Enter Requisition Defaults for a Punchout Requisition.
End of Procedure.
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Create a Punchout Requisitions

Procedure

In this topic you will learn how to Create a Punchout Requisition.

Step Action

The Supplier names, ordered items, and other values being shown in this
exercise are for demonstration purposes only. When working in Production,
users must enter their requisition information.

2. Create Requisition
The eProcurement main page for creating requisitions has three (3) sections:

» Navigation frame — menu options for Special Requests, Punchouts, Favorites,
Templates, Item History, and Express Entry

» Main frame — where the page chosen from the Navigation frame is displayed —
by default, the Punchout page is displayed

* Cart frame — shows what is currently in the requester’s cart

3. Create Requisition (continued)
Navigation Frame

* Special Requests page — are created for requesting all other items that are not
available from, or user has chosen not to order from, punchout suppliers

* Punchouts page — shows a list of punchout suppliers — supplier’s external
ordering catalog allows the requester to view and order items from the supplier
catalog

* Favorites page - allows requesters to order items that have been saved as
Favorites, which can be special request and punchout items

» Templates page — allows requesters to submit full requisitions that were saved
as a template

* Item History page — allows the requester to re-order items that have previously
been requested

* Express Entry page — is not used by LSUNO

4. Create Requisition (continued)

The requester can close/open the Create Requisition menu by selecting the Side 1
page - Requisitions button (black button on left side menu).

5. Create Requisition (continued)

The requester can open/close his/her shopping cart by selecting the Open/Close
Shopping Cart button (grey button) on the right side of the punchout page.
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< eProHome Create Requisition was FiNaNcials PAT @ Q
0
| Al vHS;ar:h q| s =]
a
£ Special Requests Punchouts
& Punchout:
by Funchouts Fisher Scientific
o Favorites
VWR Scientific
F Templates
QUARTZY
E Item History A
QUARTZY
@ Express Entry
Office DEPOT Office Depot (CDP )
OfficeMax
MiliPORE Sigma Aldrich
SiGh1a
/&# Life technologies
Tl Cell Sig Cell Signaling Technology
>O<IDT IntegratedDNATechnologies
Genesee Scientific
Genesee
Ml scientific
Patterson Dental
| 4

Step Action

6. Punchout Requisitions
The system defaults you into the Punchouts option in the Navigation frame.

A list of available supplier external catalogs is displayed in the Main frame. You
will scroll to find the desired supplier.

In this exercise, Staples will be the supplier used.

Click the Down button of the scrollbar.

7. Punchout Requisitions (continued)

Click the Staples list item.
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m S_taples
Business.

Solutions

Furniture

Print & Marketing

Delivery ZIP code
Please enter the ZIP Code of your delivery location

50 we can provide accurate product availability.

For international orders, please enter "00000".

. ZIP code
Enter 5 digit ZIP code

Continue

Please note the estimations provided are based off the
ZIP code entered, the SKU searched, and the day and
time. Our inventories are constantly changing so if any of
these variables change then the estimates may no longer
be accurate.

Technology
Facility
Step Action
8. Punchout Requisitions (continued)

Enter the Zip Code for where the items will be delivered.

Enter the desired information into the Zip Code field. Enter "70112".
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m S_taples
Business
-]
Delivery ZIP code
Please enter the ZIP Code of your delivery location
s0 we can provide accurate product availability.
For international orders, please enter "00000".
ZIP code
[70112
Please note the estimations provided are based off the
ZIP code entered, the SKU searched, and the day and
time. Our inventories are constantly changing so if any of
these variables change then the estimates may no longer
be accurate.
Solutions
Furniture
Print & Marketing
Technology
Facility

Step Action

9. Punchout Requisitions (continued)

Click the Continue button.

10. Punchout Requisitions (continued)

The first time you enter Staple's catalog, you will receive this message. Please
read the entire message before proceeding with your requisition.

Click the Close Message button.

X
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Step Action

11. Punchout Requisitions (continued)
There are three (3) options you can use to search for items to purchase:

* Shop — select Shop to view a menu of available options (e.g., Office Supplies,
Paper, etc.)

* Pictorial Menu — select from the picture icons the desired option you wish to
view (e.g., Furniture, Office Supplies, etc.) — select the right arrow to view more
picture options

* Search — click into the Search box for a list of options (e.g., pens, copy paper,
sticky notes, etc.) — you can also enter the name of the item you wish to view and
click the magnifying glass to view options

12. Punchout Requisitions (continued)
In this exercise, you will use the Search option to find items to purchase.

Click in the Search field.

Search .

[ ")

13. Punchout Requisitions (continued)
In this example, you will select the pens list option.

Click the pens list item.
pens N

14. Punchout Requisitions (continued)

A menu of picture icons is displayed at the top of the page. By selecting a picture
icon, you can narrow the focus by type of pen you wish to purchase.

In this example, you will select Black Pens.

Click the Black Pens button.

Black Pens
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15. Punchout Requisitions (continued)

Notice all three (3) items are listed as ''State Contract Approved" items. The
State of Louisiana contracts with suppliers to purchase specified items for a
specified price during a specified time period. State Contract items do not require
specifications or RFQ's (Request for Quote) which means orders are received
faster. Users are not required to purchase items on State Contract but are

encouraged to do so.

16.

Punchout Requisitions (continued)

Select the BIC Round Stic Xtra-Life Ballpoint pen, Medium Point, Back Ink,
60/pack (GSM609-BLK). Order 1box.

Click the Add button.

Add

17.

Punchout Requisitions (continued)

A panel displays showing you have added 1 item (BIC Black Pens) to your cart.
The delivery date is also noted.

For this example, select the Continue Shopping option.

Click the Continue Shopping button.

Continue shopping

18.

Punchout Requisitions (continued)
Click the "X" inside the Search field to remove "pens".

Click in the X in the Search field.
X

19.

Punchout Requisitions (continued)
Select the Clear History link to view the entire list of items.

Click the Clear History link.
Clear history
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Step Action

20. Punchout Requisitions (continued)
In this example, select the sticky notes option.

NOTE: If "sticky notes" are not in your search list, enter it in the Search field
and click the magnifying glass.

Click the sticky notes list item.

sticky notes N

21. Punchout Requisitions (continued)
In this example, you will select the 3 x 3 option.

Click the 3 x 3 button.

3x3

22. Punchout Requisitions (continued

In this example, you will select Staples Recycled Sticky Notes, 3 x 3, Sunshine
Collection, 36 Pads/Pack (S-33YR36). Order 1 pack.

Click the Add button.

Add

23. Punchout Requisitions (continued)

A panel is displayed showing you have added 1 item (Staples Recycled Sticky
Notes) to your cart. The delivery date is also noted.

After entering all items, select the Review & Checkout option.

Click the Review & Checkout button.

Review & checkout
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m S_taples
Business.

Search Q o (-]

Review & Checkout

ey Print Cart | Print Quote

Total: $20.21 .

'/ You're saving $11.77 on this order!

Delivery to: New Orleans, LA 70112

Items (2) $20.21

Submit Order
Total $20.21

2 items in cart

Delivery

Step

Action

24.

Punchout Requisitions (continued)
The user can print a copy of the cart or a quote (cost of each item).
In this example, the user will Print Quote.

Click the Print Quote link.
w Print Quote

25.

Punchout Requisitions (continued)

A message will be displayed stating a PDF will display the information in your
cart. Select whether you wish for images of the items to be included.

In this example, the With Images option is selected and will remain as defaulted.

Click the Create PDF button.

Create PDF
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228 33270

Print 1sheet of paper

1 StaplesBusiness June 2. 2026

% HP Officelet Pro 9120 S
Quote

Pages

Copies

2 items in cart Layout Portrait
Delivery

Staps Racyeiod Sk Netes, 33, Sushin Catecton,

Step Action

26. Punchout Requisitions (continued)
Select your printer parameters to print the document.

For training purposes only, click the Cancel button.

Cancel
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m S_taples
Business.

Search Q o (-]

Review & Checkout

ey Print Cart | Print Quote

Total: $20.21 .

'/ You're saving $11.77 on this order!

Delivery to: New Orleans, LA 70112

Items (2) $20.21

Submit Order
Total $20.21

2 items in cart

Delivery

Step

Action

27.

Punchout Requisitions (continued)
Select the Submit button to return to PeopleSoft so that comments, attachments,
and chartfield information can be added or adjusted before submitting the

requisition for approval.

Click the Submit Order button.

Submit Order

28.

This completes Create a Punchout Requisition.
End of Procedure.
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Checkout Page: Header, Justification, and Line Comments, and
Attachments

Procedure

In this topic you will learn about the Checkout Page: Header, Justification and Line
Comments, and Attachments.

NOTE: Information related in this topic is relevant to both Punchout and Special Request
requisitions. In this exercise, the Punchout requisition is used as the example.

Step Action

1. Checkout

Use the Checkout page to review the contents of the requisition. Final
adjustments can be made to quantity and UOM if the requisition is a Special
Request requisition. The user can also add last-minute items to the requisition, as
well as edit chartfield distribution. Selecting the Submit button transmits the
requisition for approval.

2. Checkout (continued)

A level of priority can be assigned to the requisition. By default, all requisitions
are set to "Medium" priority.

Create Requisition waFiNancials PAT @ Q 3§ @
Create Requisition Continue Shopping l [ Save l
Checkout

Order Total 20.21 USD
« Requisition Summary
Business Unit LSUNO LSUHSC New Orleans Priority | Medium v|
Requisition Name |Gen dept supplies
Requester KOCON2 O'Connor, Karen B
Currency USD

[0 Header Commentis

w Justification Comments

« Requisition Lines Overview

[ Select All Actions @
2rows

Line 1 External ltem

BIC Round Stic Xtra-Life Ballpoint Pen, Medium Point,
1.0mm, Black Ink, 60/Pack (GSM609-BLK)

. . i . Total )
O @ Supplier Item ID 442901 Quantity a';g;ﬂre Price  Currency 439 [} S:nedu\el]elans‘ | > ‘
Cb Supplier 1 PK 422 usD usD _—)
STAPLES CONTRACT & COMMERCIALLLC
‘ [ Line Comments H [@ Delete ‘

Lina 2 Evtornalltom =
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3. Header Comments

Comments can be added at the Header level by selecting the ""Header
Comments'" button.

NOTE: Comments entered at the Header level will display and print on the
requisition. Please do not include any comments you do not wish to be seen or
shared.

Click the Header Comments button.

[2 Header Comments

Requisition Header Comments and Attachments

The "Use Standard Comments" option is not used by LSUNO.

Requisition Header Comments and Attachments (continued)

Users will only enter information in Header Comments that applies to the entire
requisition (e.g., specific shipping or delivery instructions applicable to

all line items, etc.). A name for the requisition can be entered into the Comment
Text field. If the Comment Text field is left blank, the system will auto-populate
the requisition id number into the field when the requisition is saved or submitted.

Comment Text field is a firee-text field, and your Enter key on your keyboard can
be used to move between lines. PeopleSoft is a web-based application, so data
(e.g., item specifications) from the web, or other Microsoft sources, can be copied
and pasted into the comment boxes.

NOTE: It is recommended that users limit comments in each box to half a page.

Requisition Header Comments and Attachments (continued)

The user can select if the Header Comments be shown at various levels through
the process. Select the radio button to the left of each option to change from "No"
to "Yes" to indicate that Header Comments be shown.

Requisition Header Comments and Attachments (continued)

If comments are lengthy, documents can be attached rather than typing or
copying and pasting information.

NOTE: Adding an attachment will be demonstrated later in this exercise.
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Step

Action

Header Comments (continued)

Click the Done button when you have completed entering comments and adding
attachments.

Create Requisition wan Financials PAT @ Q

Create Requisition Continue Shopping l [ Save l

Checkout

Order Total 20.21 USD

« Requisition Summary
Business Unit LSUNO LSUHSC New Orleans Priority | Medium v/
Requisition Name ‘Gen dept supplies ‘
Requester KOCON2 O'Connor, Karen B
Currency USD

‘ [0 Header Comments ‘

« Justification Comments

w Requisition Lines Overview

O SelectAll Actions @
2rows

Line 1 External ltem
BIC Round Stic Xtra-Life Ballpoint Pen, Medium Point
1.0mm, Black Ink, 60/Pack (GSM609-BLK)
otal

D @Eb Supplier ltem ID 442901 (lluan[ity ag:sﬂu're Price  Currency 1

22 [4 ScheduleDetails >
Supplier PK 422 USD UsD ‘ |7‘

STAPLES CONTRACT & COMMERCIALLLC
‘ [3 Line Comments ‘ | @ Delete ‘

Line 2 Fviarnalltam

Step

Action

Justification Comments

Justification Comments for a purchase will be added by the user. The
Justification Comments will be displayed on the Requisition Approval page for
approver review.

Enter the desired information into the Justification Comments field. Enter
"BUDGET FOR FY26 HAS BEEN SPENT".

10.

Requisition Lines Overview

Each item in the cart is shown as a line item in the requisition. Users can access
Line Comments, Schedule Details, and Line Details for each line item.

NOTE: Punchout items are marked as an "External Item'' on the requisition
line.
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Create Requisition wan FiNancials PAT @ Q

Priority | Medium V‘ a

T e e L ] T

Requisition Name ‘Gen dept supplies

Requester KOCON2 O'Connor, Karen B
Currency USD

‘ [0 Header Commentis ‘

w Justification Comments

BUDGET FOR FY26 HAS BEEN SPENT

« Requisition Lines Overview

[ Select All  Actions @
2rows

Line 1 External ltem
BIC Round Stic Xtra-Life Ballpoint Pen, Medium Point,
1.0mm, Black Ink, 60/Pack (GSM609-BLK)
Total

- @’?\ Supplier tem ID 442301 Quantity aggs"u’re Price Curency 437 4 ScheduleDetais ‘ |T‘
Cb Supplier 1 PK 422 usD usD i
STAPLES CONTRACT & COMMERCIAL LLC

[ Line Comments | & Delele‘

Line2 External ltem
Staples Recycled Sticky Notes, 3" x 3", Sunshine
Collection, 100 Sheets/Pad, 36 Pads/Pack (S-33YR36)
5 @3?\ Supplier tem 1D 24295906 Quantity H‘;:s”“fm Price  Currency ]2‘;5', m‘
Ga Supplier 1 PK 1599 USD UsD
STAPLES CONTRACT & COMMERCIALLLC
‘ [ Line Comments H i Delete ‘

]

Order Total 20.21 USD

4

Step Action

11. Line Comments

NOTE: Comments added to Line Comments will be displayed and printed below
the corresponding line-item information on the requisition. Please do not
include any comments you do not wish to be seen or shared.

Click the Line 1 Line Comments button.

[3 Line Comments

12. Line Comments (continued)

Line Comments will only be entered if they pertain to the specific line (e.g., item
specifications). Line Comments have the same properties and characteristics as
Header Comments, so follow the same instructions used to enter Header
Comments.

For training purposes only, click the Cancel button.

Cancel
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Step Action

13. Schedule vs Distribution

The schedule defines when and where you want the item(s) delivered. The
distribution defines how accounts and departments are charged for the item(s),
as well as how much of the total price the department will pay.

NOTE: To update more details of the item, as well as the shipping and
chartfield information, select the Schedule Details button.

14. Schedule Details

If the user did not enter the required information on the Requisition Default
page, the information can be added on the Schedule Details page. Users can also
update item information, as well as shipping and chartfield information on the
Schedule Details page.

Click the Schedule Details button.

[ ScheduleDetails

15. Ship To Comments

Ship To Comments can be added in Header Comments or Line Comments. Ship
To Comments define when and where the user wants the specified item delivered.

In this example, the user will add a Ship To Comment, select Send to Supplier,
and attach a document.

Click the Ship To Comments button.

% Ship To Comments
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Requisition Ship To Comments and Attachments

Ship To Location 1491500

: =)

Comment Text

Send to Supplier
Show at Receipt
Show at Voucher

Add Attachment

Step

Action

16.

Ship To Comments (continued)

Enter the desired information into the Comment Text field. Enter "DELIVER
TO MEB 4TH FLOOR, SUITE 4303".
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Requisition Ship To Comments and Attachments

Ship To Location 1491500

Comments B
Use Standard Comments

Comment Text

DELIVER TO MEB 4TH FLOOR, SUITE 4303

Send to Supplier
Show at Receipt
Show at Voucher

Add Attachment

Step Action

17. Ship To Comments (continued)

Click the Send to Supplier toggle button.

:jNu

18. Add Attachments

If comments are lengthy, documents can be attached rather than typing or copying
and pasting information.

Click the Add Attachment button.
Add Attachment

19. Drag and Drop to Add Attachments (continued)

Attachments can be "dragged-and-dropped" from a separate window into the
blank space below the My Device button. Up to ten (10) attachments can be
added, but no more than 3 can be added at one time.
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20. Drag and Drop to Add Attachments (continued)

The file name is displayed in the blank space below My Device.

Click the Upload button.

Upload

21.

Drag and Drop to Add Attachments (continued)
Once the Upload is complete, select the Done button.

Click the Done button.
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File Attachment

Choose From

iy

My Device

Step Action

22. Alternative: Add Attachment using the My Device Button (continued)
Users can also select the My Device button to search for a specific file.

Click the My Device button.

My Device

23. Alternative: Add Attachment using the My Device Button (continued)

NOTE: The folder and file selected in this example are used for
training purposes only.

Double-click the Sample Docs for Manuals button.

© @ Sample Docs for Manuals
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Step Action

24, Alternative: Add Attachment using the My Device Button (continued)

Click the ePro Attachment Example button.

¥ ePro Attachment Example

25. Alternative: Add Attachment using the My Device Button (continued)
Verify that the correct file has been selected before selecting the Open option.

Click the Open button.

File Attachment

Choose From

]

ePro Attachment Example.docx
File Size: 13KB

Step Action

26. Alternative: Add Attachment using the My Device Button (continued)

The file name defaults into the bottom section of the File Attachment panel.
Select the Upload button to complete uploading the file.

Click the Upload button.

Upload
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Step Action

217. Alternative: Add Attachment using the My Device Button (continued)

The Word icon indicates the file is uploaded and you can complete attaching the
file by selecting the Done button.

Click the Done button.

28. Alternative: Add Attachment using the My Device Button (continued)

The file is displayed in the Attachments section. The user can select if the file
will be sent to the supplier, or one of the other selections, by clicking the Send to
Supplier toggle button.

Click the Done button to exit the Requisition Ship To Comments and
Attachments page.

29. This completes Checkout Page: Header, Justification and Line Comments, and
Attachments.
End of Procedure.
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Checkout Page: Distributions, Schedule and Line Details, and Save

Procedure

In this topic, you will learn how to use the Checkout Page: Distributions, Schedule and Line
Details, and Save.

NOTE: Information presented in this topic is relevant to both Punchout and Special Request
requisitions. In this topic the Punchout requisition is used as the example.

Create Requisition s FiNancials PAT @@ Q

Create Requisition Continue Shopping H Save l m

Checkout

Order Total 20.21 USD
w Requisition Summary
Business Unit LSUNO LSUHSC New Orleans Priority | Medium v/
Requisition Name ‘Gen dept supplies ‘
Requester KOCON2 O'Connor, Karen B
Currency USD

‘ [J Header Commentis ‘

= Justification Comments

BUDGET FOR FY26 HAS BEEN SPENT

« Requisition Lines Overview

[ Select All Actions @

2rows
Line 1 External ltem
BIC Round Stic Xtra-Life Ballpoint Pen, Medium Point,
1.0mm, Black Ink, 60 Pack (GSM609-BLK)
o @ Supplier Item ID 442901 Quantity k"lgla‘suu're Price  Currency 1;;' [ ScheduleDetails |T‘
GQ Supplier 1 PK 422 usb usp —
STAPLES CONTRACT & COMMERCIALLLC
‘ [ Line Comments H i Delete ‘
Line 2 Evtornalltom =

Step Action

1. Click the Schedule Details button.

[ ScheduleDetails
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2. Line 1 and Left-Side Menu

The system defaults you to Line 1 - the first line item of the requisition,
highlighted in green - in both tabs. In this exercise, there are two-line items that
are displayed in the Left-Side Menu for ease of navigation.

The user can toggle between Line 1 and Line 2 item information simply by
selecting the Line 2 option in the left-side menu.

Click the Left-Side Menu Line 2 button.

Line 2
Staples Recycled Sticky
@ Motes, 3" x 3", Sunshine
Lo Collection, 100 Sheets/Pad,
36 Pads/Pack (3-33YR36)

External ltem

3. Left-Side Menu (continued)
Line 2 details are displayed.

Click the Left-Side Menu Line 1 button.

Line 1
BIC Round Stic Xtra-Life
@ Ballpoint Pen, Medium Point,
Lo 1.0mm, Black Ink, 60/Pack
(GSME09-BLK)

External ltem

4. Schedule Details and Line Details Tabs

On the Requisition Line Details page there are two (2) tabs: one (1) tab for
Schedule Details and one (1) tab for Line Details.

The Schedule Details tab consists of three (3) sections: Item Summary,
Attributes, and Schedule 1. The Schedule 1 section allows the user to add or
adjust the *Ship To, Attention To, Due Date, and Ship To Comments fields. Also
included in Schedule 1 is the Distributions section. The user can add or adjust
chartstring information in the Distributions section.

The Line Details tab contains two (2) sections: Item Summary and Attributes.
The Item Summary section allows the user to confirm requisition checkout
information for line-specific fields. Buyer information can be added or adjusted in
this section as well. In the Attributes section, five (5) collapsed lines are
displayed: Item Additional Information, Contract Information, Supplier
Information, Manufacturer Information, and Sourcing Controls. More
information will be provided later in this exercise for Line Details.
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Step Action
5. Schedule Details - Item Summary and Attributes

The Item Summary section which includes the Item Description, Supplier, Buyer
Quantity, Price and Total Amount. Information in the Item Summary cannot be
added or changed.

The Attributes section only displays that the item is an External Item.

6. Schedule Details - Schedule 1
The Schedule 1 section provides the *Ship To, Attention To, Due Date, and Ship
To Comments options. Information for these Schedule 1 fields can be added or
adjusted as needed on the tab.
NOTE: The Price Adjustments button is not used by LSUNO.

7. Schedule Details - Schedule 1 - Distributions
The Distributions section is used to specify how a requested item or service will
be charged internally. It defines how departments, projects, and general ledger
accounts will pay for the purchase. (Oracle Help Center)

8. Schedule Details - Schedule 1 - Distributions (continued)
The distribution method can be changed in the Distributions section for a
specific line item. Funds are distributed either by Quantity or Amount. The
distribution method is important when:
1. An item(s) is being charged to more than one account or department; or
2. An item(s) is a product or a service. Most blanket Purchase Orders are
distributed by Amount.
Select the drop-down arrow for the *Distribute By field to change the
distribution method.
NOTE: The Accounting Tag option will be discussed in another topic. See the
"Using Accounting Tags'" topic for additional information.

9. Schedule Details - Schedule 1 - Distributions (continued)

Chartfield and budget information can be added / updated in the Distributions
section across several tabs. Below are the noteworthy fields and the tabs where
they can be found:

* Chartfields1 Tab — Location, Quantity, Percent, GL Business Unit

* Chartfields2 Tab — Account, Fund, Department, Program Code, Class
* Chartfields3 Tab — PC Business Unit, Project, Activity

* Budget Information Tab — Budget status, Pre-encumbrance Balance
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Step Action

10. Line Details

The Line Details tab will now be discussed.

Click the Line Details tab.

Line Details

11. Line Details (continued)

In the Item Summary section, the Physical Nature and Buyer fields can be
updated / added. The other fields in this section cannot be updated. However, the
user can confirm the information provided.

NOTE: The Show Configuration button is not used by LSUNO.

12. Line Details (continued)

The Physical Nature field displays whether the requisition is for Goods or
Services based on the type of requisition you created.

13. Line Details (continued)

The five (5) collapsed lines, in the Attributes section at the bottom page, represent
the key components and functionalities within the Line Details tab. In the Item
Additional Information section, the user can select if an item requires a RFQ
(Request For Quote). In the Supplier Information section, the user can add /
update supplier or item information.

Use the Expand All and Collapse All buttons to open and close all lines at the
same time.

14. Line Details

Once all information has been updated / confirmed, select the Done button to
return the Requisition Line Details page.

Click the Done button.
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15. Punchout Requisitions (continued)

The user can Save the requisition, without submitting it, and come back to it later.
Saving the requisition will generate a requisition id number.

See the Find and Update a Saved Requisition topic for instructions on finding
saved requisitions.

Click the Save button.

Save
16. Punchout Requisitions (continued)
Click the Home button.
17. The completes Checkout Page: Distributions, Schedule and Line Details, and

Save.
End of Procedure.
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Find and Update a Saved Requisition

Procedure

In this topic you will learn how to Find and Update a Saved Requisition.

i Menu + | Searchin Menu [ETINRN s PAT A
|
My Financials Home ~ 10f3 >

System Notifications
PS9FSPAT This system has been
configured for eProcurement testing
(LSUNO and LSUSH). Contact the
support tea ith questions
Tt t for LSL

Health PS refr
date: 2026-01-30

submitAction winO({documentwin0, HOMEPAGE_SELECTOR’);

Step Action

1. Navigation to Find a Requisition

Click the My Financials dropdown button to activate the menu.

-

2. Navigation to Find a Requisition (continued)

Click the LSU Health Financials menu.
LS Health Financials

3. Navigation to Find a Requisition (continued)

Click the eProcurement tile.
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¢ LSU Health Financials eProcurement s FiNAncials PAT & Q A

Create Requisition My Requisitions Change Requests
= a= “F
5o =

Step Action

4. Navigation to Find a Requisition - My Requisitions

The user will select the My Requisitions tile to find his/her existing requisition.

Click the My Requisitions tile.
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¢ Save Confirmation My Requisitions i Financials PAT @ Q
Requisition Search H Keyword Search
1 row
Action Requisition Name ¢ Business Unit/Requisition ID Requisition Date o Request State Eudgel Total Amount &
< < o o < tatus <
©  Gen dept supplies LSUNO/0070934 06/01/2026 KOCON2 Pending Not Chik'd 20.21 USD |Z|
Step Action
5. My Requisitions (continued)
By default, the My Requisitions page will display requisitions created by you on
the current date (today). To filter for more or fewer requisitions, select the Filter
button directly below the Requisition Search tab.
Click the Filter button.
6. Filters

The Filters page is displayed.
Delete the date in the From Date field to view all your requisitions. Or enfer a
time span in the From Date and To Date to view requisitions from a specific date

range.

NOTE: If you have access to edit requisitions for other people, delete the value
in the Requester field.

Highlight the From Date and press [Delete] on your keyboard.

Page 50




Training Guide

LSUNO Only
Step Action
7. Filters (continued)
Click the Done button.
8. My Requisitions (continued)

Any requisition(s) you have created on the date specified on the Filters page will
be displayed. If you leave the From Date blank, all requisitions will be displayed.

£ eProcurement My Requisitions waw FiNancials PAT

I Requisition Search

| Keyword Search

Action pequisition Name © s AL Requisition Date g oquester ¢ RequestState  Budget  oia) amount
® KENTWOOD BLANKET LSUNC/0071012 06/11/2026 KOCON2 Pending Not Chk'd 1,500.00 USD ‘ > ‘
[©] Gen dept supplies LSUNOC/0070942 06/02/2026 KOCON2 Open Not Chik'd 2021 USD ‘ > ‘

Step Action

9. My Requisitions (continued)

Requisition 0070942 is a Punchout requisition. A Punchout requisition can only
be edited if its Request State = Open. If the Request State is not "Open", then
the requisition cannot be edited.

Click the Related Actions button for requisition id 0070942.
O]
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10. My Requisitions (continued)

The Actions menu is displayed. Depending on the status the requisition is in,
depends on which of these options the user can access.

11. My Requisitions (continued)
To add items or complete checkout, select the Edit option from the Actions list.
Click the Edit link.

Edit

12. Edit Requisition (continued)
The Edit Shopping Cart page is displayed. The existing requisition items are
displayed at the bottom of the page.

13. Edit Requisition (continued)
On the Edit Shopping Cart page, a Delete button is displayed on each line item.
However, a requisition will never be Deleted. Individual line items can be
cancelled, or the entire requisition can be cancelled.

14. Edit Requisition (continued)
If additional items need to be added to the requisition, the user will select the
Continue Shopping button. Otherwise, the user will select the Checkout option.
In this example, the user will select Continue Shopping.
Click the Continue Shopping button.

Continue Shopping

15. Edit Requisition (continued)
Click the Open Cart button.
>

16. Edit Requisition (continued)
The cart displays the existing items already added to the requisition. Also notice,
the cart picture at the top of the page shows a "2”, depicting that there are two
items in the cart.

17. Edit Requisition (continued)

Click the Staples button.
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m S_taples
Business.

Delivery ZIP code

Please enter the ZIP Code of your delivery location
50 we can provide accurate product availability.
For international orders, please enter "00000".

ZIP code.

Enter 5 digit ZIP code

Please note the estimations provided are based off the
ZIP code entered, the SKU searched, and the day and
time. Our inventories are constantly changing so if any of
these variables change then the estimates may no longer
be accurate.

Solutions
Furniture

Print & Marketing
Technology
Facility

Step

Action

18.

Edit Requisition (continued)

Enter the desired information into the Zip Code field. Enter "70112".
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m S_taples
Business.

Delivery ZIP code

Please enter the ZIP Code of your delivery location
s0 we can provide accurate product availability.

For international orders, please enter "00000".

ZIP code

[70112|

Please note the estimations provided are based off the
ZIP code entered, the SKU searched, and the day and
time. Our inventories are constantly changing so if any of
these variables change then the estimates may no longer
be accurate.

Solutions
Furniture

Print & Marketing
Technology
Facility

Step

Action

19.

Edit Requisition (continued)

Click the Continue button.

20.

Edit Requisition (continued)

In this example, you will search Office Supplies option for Liner Stick
Highlighters.

Click the Office Supplies button.

&

;

Office Supplies

21.

Edit Requisition (continued)

Click the Scroll arrow.

>
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Step Action

22. Edit Requisition (continued)
Click the Highlighters button.

[ Highlighters

23. Edit Requisition (continued)
Scroll down until you find the following item:

BIC Brite Line Stick Highlighter, Chisel Tip, Yellow, 24/Pack (BL241YEL)

24. Edit Requisition (continued)
Click the Add button.

Add

25. Review and Checkout

A panel is displayed showing that I pack of Liner Stick Highlighters have been
added to the cart.

No more items will be added to this requisition. The user can proceed to
Checkout.

Click the Review & Checkout button.

Review & checkout

26. Review and Checkout (continued)
Verify that the correct item has been selected.

Click the Submit Order button.

Submit Order

217. Edit Requisition (continued)

The Edit Shopping Cart page is displayed. No additional items will be selected,
so the user will proceed to Checkout.

See the Checkout, Submit, and Print a Requisition for instructions regarding
the Checkout process.

28. The completes Find and Update a Requisition.
End of Procedure.
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Checkout,

Procedure

Submit, and Print a Requisition

In this topic you will learn how to Checkout, Submit, and Print a Requisition.

NOTE: Information related to this topic is relevant to both Punchout and Special Request

requisitions.

<y

Requisitions Edit Requisition wn FiNancials PAT @ Q

» Requisi

Edit Shopping Cart for Requisition ID 0070942

3 item(s) to buy now.

@I:D BIC Brite Liner Stick Highlighter, Chisel Tip, Yellow, 24/Pack (BL241YEL) Open 9|

Continue Shopping I I Update Cart ]

ition Summary
Item Description < S:t:ﬂtus P~
BIC Round Stic Xtra-Life Ballpoint Pen, Medium Point, 1.0mm, Black Ink, 60 Pack (GSMB09-BLK) Open 4

Staples Sticky Notes, 3 x 3, Assorted Colors, 3600 Sheets 8211 Standard Self 8209 Stick Notes for Messages, Reminders Planning Open 1

Total 29.36 USD

Step

Action

Edit Requisition (continued)
After selecting the Submit Order button, the Edit Shopping Cart page is
displayed. All three (3) of the line items are also shown at the bottom of the page.

The user will now initiate the Checkout process.

Click the Checkout button.
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Step Action

2. Checkout - Actions

After selecting the Checkout button, notice the Preview Approvals link. The
Preview Approvals produces a list of who needs to review and approve the
requisition.

NOTE: If the user is not his/her own approver, the Check Budget cannot be
performed until the requisition is approved.

If the user is his/her own approver, the system will auto-approve the requisition,
and the user can Check Budget before navigating away from the page.

3. Checkout - Actions (continued)

The Check Budget option is used to perform a budget check on the requisition.
However, this cannot be run until the requisition has been approved.

4. Checkout (continued)

The user can select the Schedule Details or the Line Details button to view and /
or confirm shipping, chartstring, and line-item information.

5. Schedule Details

On the Schedule Details tab, Schedule 1 section, the user can make changes to
the following fields: *Ship To, Attention To, Due Date, and / or ShipTo
Comments.

6. Schedule Details (continued)

In the Schedule 1, Distributions section, the *Distribute By, Quantity, and
chartstring information can be changed.

7. Schedule Details (continued)

Click the Line Details tab.

Line Details

8. Line Details

On the Line Details tab, Item Summary section, the user can change the
Physical Nature (e.g., Goods or Services), as well as the Buyer.

The user can also confirm line-item details such as Category, Price, Quantity and
Total Amount.

Page 57



Training Guide

LSUNO Only
Step Action
9. Line Details (continued)

In the Attributes section, the user can turn on RFQ Required in Item Additional
Information, and /or change Supplier data in the Supplier Information section.

Click the Submit button.

10.

*****NOTICE*****

Once the Submit button is selected and the requisition is Pending Approval, the
Punchout requisition line item(s) cannot be edited. No changes can be made to
remove an item, change the quantity, add a different item, etc. after submission.

11.

Edit Requisition (continued)

If all default, chartstring, and item information have been added to the
requisition, the user can Submit the requisition.

Click the Submit button.

12.

Checkout Confirmation

A confirmation page is displayed showing the requisition Status = Pending
Approval.

Select the View Approval Chain button to view who can approve the requisition.
This will open a new window.

Click the View Approval Chain button.

i= View Approval Chain

13.

Checkout Confirmation (continued)

The user can print the completed requisition by selecting the Print Preview
button.
Click the Multiple Approvers link.

Multiple Approvers
Req Department Approver
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Step

Action

14.

Checkout Confirmation (continued)

Click the Open Approver Information arrow.

r

15.

Checkout Confirmation (continued)
The Approver's email address is displayed.

Click the Close Approver Information button.

4

16.

Checkout Confirmation (continued)

Click the Close Approval Flow button.
X

17.

Checkout Confirmation (continued)

The user can print the completed requisition by selecting the Print Preview
button.

Click the Print Preview button.

i@ Print Preview

18.

Checkout Confirmation (continued)

The user can select whether s/he wishes to print the requisition distribution details
(e.g., due date, supplier id, chartstring information, etc.) by selecting the "Yes"
button.

Click the Yes button.

Yes

19.

Print Requisition (continued)

The user can select the Ellipses (3 dots) in the upper right corner of the
Requisition tab to print the requisition.

Click the Ellipses button.

a
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Fluid Requisitions X @ Requisition

c 25 rcbb.psfs.isuhsc.eduy 9 | g45nLkB8IKR...

[3 Other [ PeopleSoftinfo [ PeopleAdmin W HR End - o

Business Unit: LSUND Requester: KOCON2 Status: Pending Approvy New window Ctri+N
Requisition: 0070942 Requested By: O'Connor, Karen B Currency: USD

New Incognito window Ctrl+Shift+N

Requisition Name: Gen dept supplies Entered Date: 6/25/25 Requisition Total: 29.33
Vendor: 0000002106
B Your Chrome Not signed in
RESTOCK SUPPLIES FOR FY27
Line: 1 ttem Deseription: BIC Round Stic Xtra-Life Ballpoint Pen, Quantity. 1 UOM:PK  Price: 422 )
Medium Faint, 1.0mm, Black Ink, 50 Pack (GSME03-BLK) Passwords and autefill
ry
Ship Line: 1 Ship To: 1491500 Address: ipi Lroenin
Attention: KAREN Q'CONNOR Due Date: 71826 2021 Perdido 5t
o Freiaht Torms. DES 350 Bookmarks and lists
New Orleans LA 70112
Tab groups
Urited States ERREL
Extensions
Dist Status. Location oy PCT ‘Amount GLUnit
1 Open LSUNO 1 100.00 422 LSUNO Peailensiy da
Dept Fund Program Glass
1491500 1 00653 10105
Open QT Open Amt
Ctrl+P
10000 0000
, this tab with Google Lens
GLBase Amaunt Currency ‘Sequence Gapitalize

‘ 42 uso 0 N §  Translate...

Find and edit
Line: 2 ltem Description: Staples Sticky Notes, 3 x 3, Assoried Quantity: 1 UOM:PK  Price: 15.39

Colors, 3600 Sheets 8211 Standard Seif 8209 Stick Notes & Lerileras

for Messages, Remindars Planning

More tools

Ship Line: 1 Ship To: 1491500
Attention: KAREN O'CONNOR Due Date: 718128

Q Search

Step

Action

20.

Print Requisition (continued)

Click the Print button.

Page 60




@ Requisition

Print

Pages

Copies

Layout

Color

BB Q Search
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1sheet of paper

5 HP Officelet Pro 9120 5

Portrait

& ?d

Step

Action

21.

Print Requisition (continued)

The user will select his/her print parameters and select the Print button.

For training purposes only, click the Cancel button.

Cancel
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=1 +

@ Requisition

c 23 rcbb.psfs.suhsc.eduy dDItSpMQOk00evOraAoZemQ. 0g45nLkBSIKR.. & ¥r
[3 Other [J PeopleSoftinfo [ PeopleAdmin ¥ HR End PeopleSoft Web Lau.. [ T ons Wy PUM51 Training Plan
Business Unit: LSUNO Requester: KOCON2 Status: Pending Approval a
Requisition: 0070942 Requested By: O'Connor, Karen B Cumency: USD
Requisition Name: Gen dept supplies Entered Date: 6/25/25 Requisition Total: 29.35
Vendor: 0000002106 Accounting Date-07/01/2026
Header Comments:
RESTOCK SUPPLIES FOR FY27
Line: 1 ttem Deseription: BIC Round Stic Xtra-Life Ballpoint Pen, Quantity. 1 UOM:PK  Price: 422 Line Total: 422
Medium Faint, 1.0mm, Black Ink, 50 Pack (GSME03-BLK)
Line Status: Pending
Ship Line: 1 Ship To: 1491500 Address: Shipping Quantity: 1
Attention: KAREN C'CONNOR Due Date: /825 2021 Perdido St Shipping Total: 422
Ship Via: GRND Freight Terms:DES 4350
New Orleans LAT0112
United States
Dist Status. Location ay PCT ‘Amount GL Unit Account
1 Open SUNO 1 10000 [F) LSUNO 528700
Dept Fund Program Class
1481500 ] 00853 10105
Open QTY Open Amt
1.0000 0000
GL Base Amaunt Currency ‘Sequence Capitalize
422 uso 0 N
Line: 2 ltem Description: Staples Sticky Notes, 3 x 3, Assoried Quantity: 1 UOM:PK  Price: 1599 Line Total: 15.99
Calors, 3500 Sheets 8211 Standard Seff 8209 Stick Notes.
for Messages, Reminders Planning
Line Status: Pending
Ship Line: 1 Ship To: 1491500 Address: Shipping Quantity: 1
Attention- KAREN CYCONNOR 2021 Perdido St Shipping Total: 15,99
Er

Due Date: 7/825

='. Q Search [ .

s T

Step

Action

22.

Print Requisition (continued)

Click the Close Requisition tab.

[]

23.

Next Steps
The Next Steps section contains links to other actions available on this page.

* Edit this Requisition — make changes to the requisition

* My Requisitions — navigates you to the page where other existing requisitions
can be accessed

* Create Requisition — navigates you to the eProcurement Main Page for creating
a new requisition

24.

This completes Checkout, Submit, and Print a Requisition.
End of Procedure.
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Create a Special Request Requisition

Procedure

In this topic you will learn how to Create a Special Request Requisition.

Step Action

1. Create a Special Request Requisition

A Special Request Requisition is used to manually create requisitions for goods
and services (e.g., blanket requisitions) that are not available through Punchout
requisitions. It serves as a custom order form and allows users to define items by
entering their own descriptions, prices, and quantities. (Oracle Help Center)

T o = R

LSU Health Financials ~ < 20f3 >

System Notifications Purchasing Approvals
PS9FSPAT This system has been You are not authorized for this page.

configured for eProcurement testing

(LSUNO and LSUSH). Contact the
s for LSU
i P

Speedtype Lookup Create Requisition eProcurement

©
I R 4

oo
o O

Report Manager Process Monitor

LSU LSU

Step Action

2. Create a Special Request Requisition

From the LSU Health Financials homepage, click the Create a Requisition tile.
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Step Action

3. Header Defaults

The user will follow the same steps for entering Requisition Defaults for a
Special Request requisition as s/he did when entering Punchout Requisition
Defaults.

NOTE: In this exercise, only the steps will be demonstrated for Requisition
Defaults. Please refer to the Requisition Defaults topic for explanation
information.

< LSU Health Financials Requisition Defaults wmFiNancials PAT @ Q3
=
w Header Defaults
Business Unit |LSUNO Q ‘ Requisition Name
Requester [KOCON2 Q|

Q'Connor, Karen B
Priority | Medium v
secuoun fozzs )
Currency |M‘

} Line Defaults
» Shipping Defaults —
} Distribution Defaults {)

Step Action

4. Header Defaults (continued)

It is highly recommended that a Requisition Name be entered. If the Requisition
Name field is left blank, the system will auto-populate the requisition’s id number
when it saved / submitted.

Enter the desired information into the Requisition Name field. Enter
"KENTWOOD BLANKET".
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Step Action

5. Header Defaults (continued)
For this exercise, the user will enter 07/01/26 as the Acctg Date.

Enter the desired information into the Acctg Date field. Enter "070126".

< LSU Health Financials Requisition Defaults wan Financials PAT @ Q

3

5
3

Cancel m

w Header Defaults

Business Unit |LSUND Q ‘ Requisition Name |[KENTWOOD BLANKET
Requester [KOCON2 Q|
Q'Conneor, Karen B

Priority | Medium +|

Acctg Date (070126

Currency |U5D Q ‘

} Line Defaults
» Shipping Defaults
} Distribution Defaults {)

Step Action

6. Line Defaults

Click the Line Defaults arrow.

4

7. Line Defaults (continued)

Click the Lookup Supplier ID button.
Q

8. Lookup / Search

Click the Search Criteria arrow.
3
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Lookup

Search for. Supplier ID
w Search Criteria

SetlD SHARE

Search

~ Search Results

Supplier ID  Short Supplier
< N &

i o
- Supplier Name &

LADEFERRED
oaoooooo17 (APEFERRED compensaTion
LAN
LASTATE
0000000019 'E:‘fl;['(‘)TE EMPLOYEES'
RETIREMENT
STATEEMPL-  STATE EMPLOYEE
0000000035 5y GROUP BENEFITS
. TEACHERS'
oooooooo40 [EACHERS peTReMENT
SYSTEM OF
21ST JUDICIAL
0000000050 21ST JUDICIAL 21STIUDICIAL
JTHWARD  7THWARD COURT
0000000081 -y MARSHAL
AMERICAN
0000000086 HMERICAN  LrpiTace LiFE
INSURANCE

(begins with)
(begins with)

Show Operators

QOnly the first 300 results can be displayed.

300 rows

Our Old
Customer  Supplier
Number & ID ©

Additional Name <

LA DEFERRED COMP

LA STATE EMP
RETIREMENT
STATE EMPLOYEE
GROUP

TEACHERS'
RETIREMENT SYSTEM

Step

Action

Lookup / Search (continued)

Enter the desired information into the Supplier ID field. Enter "KENTWOOD".
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Lookup

Search for. Supplier ID
w Search Criteria

SetlD SHARE
(begins with)
begive oy |[KENTWOOD)

~ Search Results

[E] =

Supplier ID  Short Supplier
< Name &

Our

LADEFERRED
0000000017 '(-:%DEFERRED COMPENSATION LA DEFERRED COMP
LAN

LA STATE
LASTATE . LA STATE EMP
0000000013 EMPLO Eg‘ﬁlﬁ%ﬁENST RETIREMENT

STATEEMPL-  STATE EMPLOYEE STATE EMPLOYEE
0000000035 001 GROUP BENEFITS GROUP

TEACHERS' ~ JEACHERS'

TEACHERS'
0000000040 RETIREMENT
RETI RETIREMEN RETIREMENT SYSTEM
21ST JUDICIAL
0000000050 21STJUDICIAL  ZISTJUDICIAL
JTHWARD  7THWARD COURT
D00000ODET ¢y MARSHAL
AMERICAN

AMERICAN
0000000066 HERIT HERITAGE LIFE

INSURANCE

QOnly the first 300 results can be displayed.

Supplier Name ©  Additional Name © Customer  Supplier
Number & ID ©

Show Operators

300 rows

Old

Step

Action

10.

Lookup / Search (continued)

Click the Search button.

11.

Lookup / Search (continued)
Click the KENTWOOD SPRINGS button.

0000025211 KENTWOOQD-002 KENTWOOD
SPRINGS

DS WATERS OF
AMERICA INC

12.

Line Defaults (continued)

Click the Line Defaults arrow.

»
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U Health Financials Requisition Defaults e Financials PAT @ Q

Cancel m

« Header Defaults

Business Unit |LSUNU Q ‘ Requisition Name |Kentwood Blanket

Requester |KOCON2 Q \

O'Connor, Karen B
Priority | Medium v
Acctg Date ||
o 0@

w Line Defaults

Supplier ID |UDUU|]25211 Q‘ Category ‘UODUD Q‘ l")
Supplier Location 0000000001 Q| Unit of Measure ‘EA 0.‘ |
Buyer Q

» Shipping Defaults
} Distribution Defaults

Step Action

13. Line Defaults (continued)

Enter the desired information into the Buyer field. Enter "DHOLME2".
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Health Financials Requisition Defaults e Financials PAT @ Q

Cancel m

« Header Defaults
Business Unit |LSUNU Q ‘ Requisition Name |Kentwood Blanket
Requester |KOCON2 Q \
O'Connor, Karen B
Priority |m
Acetg Date [07/01/2026 i)
Currency |USD Q ‘

w Line Defaults

Supplier ID |UDUU|]25211 Q ‘ Category ‘UODUD Q‘ l")

Supplier Location 0000000001 Q| Unit of Measure ‘EA 0.‘ |

Buyer |DHOLMEZ Q

» Shipping Defaults
} Distribution Defaults

Step Action

14. Line Defaults (continued)

Click the Line Defaults arrow.

-

15. Shipping Defaults

Click the Shipping Defaults arrow.
»
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¢ LSU Health Financials Requisition Defaults e Financials PAT @ Q

g
:
Cancel m

« Header Defaults

Business Unit |LSUNU Q ‘ Requisition Name |Kentwood Blanket
Requester |KOCON2 Q \
O'Connor, Karen B
Priority |m
Acetg Date [07/01/2026 |
Currency |USD Q ‘

} Line Defaults
« Shipping Defaults

Ship To Q Attention l
Due Date |

¥ Distribution Defaults

Step Action

16. Shipping Defaults (continued)

Enter the desired information into the Ship To field. Enter "1491500".

17. Shipping Defaults (continued)

Enter the desired information into the Due Date field. Enter "063027".
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Warning - date out of range.

The date entered is either more than 30 days in the past or 30 days in the future. This is not normally true for this date. Either acknowledge that the date is OK, or correct
the entered date.

Step Action

18. Shipping Defaults (continued)

Click the OK button.

OK
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¢ LSU Health Financials Requisition Defaults e Financials PAT @ Q

Cancel m

« Header Defaults

Business Unit |LSUNU Q ‘ Requisition Name |Kentwood Blanket
Requester |KOCON2 Q \
O'Connor, Karen B
Priority |m
Acetg Date [07/01/2026 |

Currency |USD Q ‘

» Line Defaults
« Shipping Defaults

Ship To [ 1491500 Q| Attention {
Due Date |06/30/2027 &)

» Distribution Defaults

Step

Action

19.

Shipping Defaults (continued)

Enter the desired information into the Attention field. Enter "KAREN
O'CONNOR".
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¢ LSU Health Financials Requisition Defaults e Financials PAT @ Q

Cancel m

« Header Defaults

Business Unit |LSUNU Q ‘ Requisition Name |Kentwood Blanket

Requester |KOCON2 Q \

O'Connor, Karen B
Priority | Medium v
Acctg Date ||
w0 @

} Line Defaults
w Shipping Defaults

- (>
Ship To [ 1491500 Q| Attention [KAREN O'CONNOR i

Due Date |06/30/2027 &)

¥ Distribution Defaults

Step Action

20. Shipping Defaults (continued)

Click the Shipping Defaults arrow.

-

21. Distribution Default

Click the Distribution Defaults arrow.

4
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@ Q

Cancel

« Header Defaults

Business Unit |LSUNU Q ‘ Requisition Name |Kentwood Blanket

Requester |KOCON2 Q \

O'Connor, Karen B
Priority | Medium v
Acctg Date ||

} Line Defaults
» Shipping Defaults
w Distribution Defaults

(>
Accounting Tag Q
1rc
[ Chartfields1 H Chartfields2 H Chartfields3 ” Details | Asset Information [ Show All \
Distribution percent © Location GL Unit Account Alternate Acco
1o | |Lsuno Q| Lsuno al| a |
Step Action
22. Distribution Default (continued)
Enter the desired information into the Accounting Tag field. Enter
"0491500014".
23. Distribution Default (continued)

Press [ Tab] button on your keyboard.
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Health Financials Requisition Defaults e Financials PAT @ Q

Cancel m

« Header Defaults

Business Unit |LSUNU Q ‘ Requisition Name |Kentwood Blanket

Requester |KOCON2 Q \

O'Connor, Karen B
Priority | Medium v
Acctg Date ||
w0 @

} Line Defaults
» Shipping Defaults —
» Distribution Defaults {)

Step Action

24, Distribution Default (continued)

Click the Distribution Defaults arrow.

»
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e Financials PAT @ Q

Cancel

« Header Defaults

Business Unit |LSUNU Q ‘ Requisition Name |Kentwood Blanket
Requester |KOCON2 Q \
O'Connor, Karen B
Priority | Medium v
Acetg Date [07/01/2026 |
Currency |USD Q ‘
} Line Defaults
» Shipping Defaults —
f
w Distribution Defaults >
Accounting Tag | Q ‘
1 row
Chartfields1 \ Chartfields2 H Chartfields3 | Details | Asset Information [ Show All \
Distribution Line © Percent & Location & GL Unit © Account ©
1 [100 | [Lsuno a | [Lsuno Q Q ‘—‘
.
Step Action

25.

Distribution Default (continued)

Enter the desired information into the Account field. Enter "543700".
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¢ LSU Health Financials Requisition Defaults e Financials PAT @ Q

Cancel m

« Header Defaults

Business Unit |LSUNU Q ‘ Requisition Name |Kentwood Blanket
Requester |KOCON2 Q \

O'Connor, Karen B
Priority | Medium v
Acctg Date ||

} Line Defaults
» Shipping Defaults
w Distribution Defaults {)

Accounting Tag | Q ‘

Chartfields1

‘ Chartields? H Chartields3 ” Details ” Asset Information H Show All ‘

Distribution Line © Percent © Location & GL Unit & Account &

1 [100 | [Lsuno a [tsuno a | [s43m0 a ‘t‘

Step

Action

26.

Requisition Defaults

Click the Done button.

27.

Create a Special Request Requisition
Click the Special Requests menu.

é Special Requests

28.

Create a Special Request Requisition (continued)

Click the Close Menu button.

29.

Create a Special Request Requisition - PeopleSoft Required Fields

All fields that have an asterisk (*) before the field name are PeopleSoft required
fields. This means you must enter a value into the field; it cannot be left blank.
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Step Action

30. Create a Special Request Requisition - LSUNO Required Fields

LSUNO has designated specific fields as required as well. These fields do not
have an asterisk before the field name. However, you are required to enter a
value into the fields listed below for LSUNO purposes:

1. Due Date - this value will default over from Requisition Defaults

2. Supplier ID - this value will default over from Requisition Defaults

3. Supplier Location - this value will default over from Requisition Defaults

4. Comment Text - used to communicate additional information such as quotes,
urgency, contact information, etc. to the Purchasing team

31. Item Information

The Item Information section allows the user to include specific details
regarding the requested item to ensure the exact goods or services are being
ordered. Some field information is automatically displayed based on information
entered by the user in the Requisition Defaults page.

32. *Item Description

The Item Description field is a required PeopleSoft field, so a description must
be entered in ALL CAPS for each line item. The field is a free-text edit field. This
means any type of character can be entered into the field (e.g., letters, numbers,
special characters, etc.).

The box is limited to 254 characters, which includes spaces. The system will
allow you to enter more than 254 characters, but the system will truncate the
number of characters entered down to 254.
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< eProHome Create Requisition was FiNaNcials PAT @ Q

| All vHSearch Q| {3} \El C

Special Requests
Item Information

*Item Description

4
254 characters remaining

“Price ‘7| *Currency Code ‘ﬁ|
“Quantity \7| “Uniit of Measure \ﬁ|
“Caegory (00000 Q]

Due Date (0630207  fH| RequestNewltem () No ) @

D Supplier Information l.>

Supplier ID ‘UUOUUZSZH Q | Supplier Location 0000000001 Q

KENTWOOD SPRINGS

Supplier Item 1D ‘ |

Manufacturer Information

Manufacturer ID ‘ Q | Manufacturer's Item ID Q

Comment

Comment Text

Step Action

33. *Item Description (continued)
NOTE: Please ensure the description provides Purchasing with the needed
detail without being overly verbose.
Enter the desired information into the *Item Description field. Enter "WATER
SERVICE FY27".

34. *Price
The Price will be the unit price, contracted price, and / or yearly cost of the item
or service being requested. When entering the cost of an item into the Price field,
users must enter the decimal point to indicate cents (e.g., 12.95).
Enter the desired information into the *Price field. Enter "1500".

35. *Quantity

The Quantity must be entered in whole numbers (e.g., 10 or 11 rather than 10.5).
This is the physical number of items being requested. When entering a fiscal year
blanket requisition, the Quantity will be "1".

Enter the desired information into the *Quantity field. Enter "1".
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Step Action
36. *Unit of Measure

The Unit of Measure (UOM) defaults to "EA" (Each). The UOM can be

changed as needed based on the item or service being requested. The user may

enter the UOM directly into the field, or search for it by clicking the Look up

UOM button to the right of the field.
37. Category

The Category is a value from the Inventory Tables of the State Commodity Code.
The Category code will vary by business unit.

LSUNO users will enter or search for the appropriate Category code. If the
appropriate code cannot be found, contact Purchasing for assistance.

Enter the desired information into the *Category field. Enter "39091".
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¢ ePro Home Create Requisition e Financials PAT @ Q
0
|A\I vHSearch Q| {3} \El C
‘ 4 =
236 characters remaining
“Price | 150000 | “Currency Code |USD a|
*Quantity |1 | *Unit of Measure |EA a
“Category | 39091 Q]
Due Date \nsnmznzr | RequestNewltem () No ) @
Supplier Information
Supplier ID ‘UUOUUZSZH Q | Supplier Location 0000000001 Q
KENTWQOD SPRINGS
D Supplier Item 1D ‘ | l\')
Manufacturer Information
Manufacturer ID ‘ Q | Manufacturer’s Item ID Q
Comment
Comment Text 2

4

O Send Comment to Supplier

O Show Comment on Receipt

O Show Comment on Voucher

W Add to cart
A\

»

Step

Action

38.

Comment Text

Use the Comment Text field to enter any additional information Purchasing
may need regarding the item / service being requested.

Enter the desired information into the Comment Text field. Enter "WATER
SERVICE FY27 BLANKET".

39.

Cart

Click the Add to cart button.

W Add to cart

40.

Cart (continued)

The user can view the items in his / her cart, by selecting the blue Open Cart
button on the right side of the page.

Click the Open Cart button.
[>

bt
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Step Action

41. Checkout
The item(s) in the cart are displayed in the Cart column.
If all items have been added to the cart, select the Checkout button.

Click the Checkout button.

' Checkout

42. Checkout (continued)

On the Checkout page, the user can enter Header, Justification, and Line
Comments, adjust Quantity or UOM, and access the Schedule and Line Details

pages.

43, Header and Line Comments

The same method is used for entering Header and Line Comments. Comments
can be added in Header Comments, or in Line Comments located in the
Requisition Lines Overview section. The method used is the same for entering
both Header and Line Comments.

Comments that will apply to a// lines of the requisition will be entered into
Header Comments, such as specific shipping instructions, supplier information if
the supplier is not listed in the database, etc. Comments pertaining to a specific
line item will be entered at the Line Comments.

File attachments can also be added in Header and Line Comments.

44. Header and Line Comments

NOTE: Entering Header and Line Comments will not be demonstrated in this
example.

See the Checkout Page: Header, Justification, and Line Comments, and
Attachments topic for instructions on entering Header and Line Comments.

45. Justification Comments

Justification Comments are used to explain why a specific purchase is needed -
the purpose of the request - and the urgency of the request.

NOTE: Entering Justification Comments will not be demonstrated in this
example.

See the Checkout Page: Header, Justification, and Line Comments, and
Attachments topic for instructions on entering Header and Line Comments.
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46. Schedule Details

Click the Schedule Details button.

[2 SchedulzDetails

47.

Schedule and Line Details

NOTE: Reviewing, adding, or adjusting Ship To, Due Date, Quantity,
chartstrings, Buyer and / or Supplier will not be demonstrated in this example.

See the Checkout Page: Distributions, Schedule and Line Details, and Save
topic for instructions on using Schedule and Line Details.

48.

Checkout (continued)

After all comments, attachments, and adjustments have been made, you can
Submit the requisition for approval.

Click the Submit button.

49.

Checkout Confirmation

The Checkout Confirmation page is displayed, and the Requisition ID number
is assigned. Budget Check cannot be completed until the requisition is approved.

Select the View Approval Chain to view the approval sequence. Select the Print
Preview to print the requisition.

Notice the Next Steps section where you can Edit the Requisition, find existing
requisitions, and begin a new requisition.

50.

This completes Create a Special Request Requisition.
End of Procedure.
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Change a Chartstring using the Accounting Tag Link

Procedure

In this topic you will learn how to Change a Chartstring using the Accounting Tag Link.

Step Action

1. NOTE: The steps discussed in this topic may be used to change a chartstring on
Punchout and / or Special Request requisitions.

Edit Requisition wan Financials PAT @@ Q

Edit Requisition Continue Shopping l [ Save l

a

Checkout for Requisition ID 0071076
Order Total 2,500.00 USD

w Requisition Summary

Business Unit LSUNO LSUHSC New Orleans Priority | Medium v‘

Requisition Name | KENTWOOD WATER | Budgst Check Status 4 Not Checked

Requester KOCON2 O'Connor, Karen B
Currency USD 4 Check Budget Pre-Check Budget

‘ [ Header Comments ‘
@ Preview Approvals

« Justification Comments

WATER SERVICE FOR FY27

« Requisition Lines Overview

[ Select All  Actions @

Line 1 Special Request
WATER SERVICE FY27

Supplier Item ID Status  Quantity  Unit of Measure  py; c Total i
B g Supplier KENTWOOD SPRINGS Open |‘ | ‘EA Q 22‘8300 Uggency 250000 ysp | [2 Senetuenetals |;|
‘ @ Line Comments ‘ ‘ & Delete |
v
Step Action
2. Edit Requisition - Schedule Details

In this exercise, you will change the requisition chartstring using an Accounting
Tag. Select Schedule Details to access the accounting tag link.

Click the Schedule Details button.

[Z ScheduleDetails
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Step Action

3. Edit Requisition - Schedule Details (continued)

Click the Close Navigation Control Panel button.

4. Edit Requisition - Schedule Details (continued)

Click the Down button of the scrollbar.

5. Distributions

You can review the current chartstring information by selecting the Chartfields2
tab.

Click the Chartfields2 tab.

Chartfields2

6. Distributions (continued)

Review the Fund Code, Program Code, and Class Field information.

7. Distributions (continued)

Click the Chartfields3 tab.

Chartfields3

8. Distributions (continued)

The PC Business Unit (e.g., LSUNO) must be entered if the Project ID needs to
be added. A Project ID cannot be entered if the PC Business Unit field is
unpopulated.

In this example, the PC Busines Unit and Project ID will remain blank.

Click the Chartfields1 tab.

Chartfields1
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9. Change Chartstring using Accounting Tag

The Accounting Tag link is located either directly under or to the right of the
*Distribute By field (depends on whether left-side menu is open or closed). A
new pop-up window will be displayed after opening the link.

Click the Accounting Tag link.

Accounting Tag

10. Change Chartstring using Accounting Tag (continued)
Two (2) interacting elements - Manage Favorites and Add button - are displayed
on the Accounting Tag panel.
For this exercise, only the Add button will be utilized to change the chartstring on
the requisition.
Click the Add button.
Add
11. Change Chartstring using Accounting Tag (continued)
A listing of all accounting tags is displayed. Select the Filter button to search for
the new accounting tag.
Click the Filter button.
12. Change Chartstring using Accounting Tag (continued)

To begin your search, sef the List field to ""AIl" if it does not default.

The user can enter the accounting tag number directly into the Accounting Tag
field if it is known. If it is not known, select the Look up Accounting Tag
(magnifying glass) to search for it. Users can also search by entering text into the
Description field.

In this example, the text "FAMILY" will be entered in the Description field to
search for an accounting tag.

Enter the desired information into the Description field. Enter "FAMILY".
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Step

Action

13.

Change Chartstring using Accounting Tag (continued)

Click the Done button.

14.

Change Chartstring using Accounting Tag (continued)

A list of accounting tags containing the word "FAMILY" in the Description
appears. Select the checkbox to the /eft of the appropriate accounting tag.

Click the Select Checkbox option.

15.

Change Chartstring using Accounting Tag (continued)

Make sure the appropriate accounting tag is checked before selecting the Done
button.

Click the Done button.
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Requisition Line Details
Order Total 2,500.00 USD s >
Accounting Tag [ Done | ry
Att Total Quantity 1.0000
fu Remaining Quantity 1.0000
N Undistributed Quantity 0.00
(- Manage Favorites
Accounting Tag List 1row
[+)=]
Accounting Tag Description Quantity
0491500001 FAMILY MEDICINE 0.0000

TOpen—[LSUNG CRREL i 000 TSNS

Step Action

16. Change Chartstring using Accounting Tag (continued)

This panel allows the user to set the Quantity or Percentage to be allocated to the
accounting tag. For single-distribution accounting tags, allocate the entire
quantity or percentage (100%).

NOTE: The number entered in the Quantity field must match the Total
Quantity. In this example the Total Quantity is "'1", so the user will enter "'1"
in the Quantity field.

Enter the desired information into the Quantity field. Enter "1".

17. Change Chartstring using Accounting Tag (continued)

Click the Done button.
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Step Action

18. Change Chartstring using Accounting Tag (continued)

The system will automatically copy the new chartstring into the Chartfield tabs
on the Schedule Details panel. Select Chartfields2 tab to view updated
chartstring information.

Click the Chartfields2 tab.

Chartfields2

19. Change Chartstring using Accounting Tag (continued)

After reviewing the new chartstring information, select the Done button to return
to the Checkout page.

Click the Done button.

20. this complete Change a Chartstring using the Accounting Tag Link.
End of Procedure.

Page 91



Training Guide
LSUNO Only

Change a Chartstring by Adding Accounting Tag to Favorites

Procedure

In this topic, you will learn how to Change Chartstring by Adding Accounting Tag to

Favorites.

Step

Action

NOTE: The steps discussed in this topic may be used to change a chartstring in
Punchout and / or Special Request requisitions.

Requisition Name | KENTWOOD WATER |

Edit Requisition s Financials PAT @ Q

Edit Requisition Continue Shopping I [ Save I m

Checkout for Requisition ID 0071076

Order Total 2,500.00 USD

w Requisition Summary

Business Unit LSUNO LSUHSC New Orleans Priority | Medium v‘

Budget Check Status . Not Checked
Requester KOCON2 O'Connor, Karen B

Currency USD 4 Check Budget Pre-Check Budget

[T Header Comments ‘

@ Preview Approvals

« Justification Comments

WATER SERVICE FOR FY27

o g Supplier ltem ID Status  Quantity - Unitof Measure  price  Currency Total

« Requisition Lines Overview

[ Select All  Actions @

Line 1 Special Request
WATER SERVICE FY27

Open [F4 ScheduleDetails | > |

Supplier KENTWOOD SPRINGS |1 | ‘EA Q 2,500.00 USD 2,500.00 USD

‘ @ Line Comments ‘ ‘ 1@ Delete |

Step

Action

Edit Requisition - Schedule Details

You can change the chartstring on a requisition using the Accounting Tag link on
the line-item Schedule Details page.

Click the Schedule Details button.

[Z ScheduleDetails
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Step Action

3. Edit Requisition - Schedule Details
Scroll down to the Schedule 1 Distributions section.

Click the Down button of the scrollbar.

4. Edit Requisition - Schedule Details

Click the Close Navigation Control Panel button.

5. Distributions

You can review the current chartstring information by selecting the Chartfields2
tab.

Click the Chartfields2 tab.

Chartfields?2

6. Distributions (continued)

Review the Fund Code, Program Code, and Class Field information.

7. Distributions (continued)

Click the Chartfields3 tab.

Chartfields3

8. Distributions (continued)

The PC Business Unit (e.g., LSUNO) must be entered if the Project ID needs to
be added. A Project ID cannot be entered if the PC Business Unit field is
unpopulated.

In this example, the PC Busines Unit and Project ID will remain blank.

Click the Chartfields]1 tab.
Chartfields1

Page 93



Training Guide

LSUNO Only
Step Action
9. Add Accounting Tag to Favorites

The Accounting Tag link is located either directly under or to the right of the
*Distribute By field (depends on whether left-side menu is open or closed). A
new pop-up window will be displayed after opening the link.

Click the Accounting Tag link.

Accounting Tag

10.

Add Accounting Tag to Favorites (continued)

Two (2) interacting elements - Manage Favorites and Add button - will be
shown. You will select the Manage Favorites link first to find and add favorite
accounting tags.

Click the Manage Favorites link.

Manage Favorites

11.

Add Accounting Tag to Favorites (continued)

The Filter icon must be selected to find an accounting tag. Selecting the Filter
icon will open a new window.

Click the Filter button.
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Manage Favorites

Accounting Tag

Description l

Tag Group I

Step

Action

12.

Add Accounting Tag to Favorites (continued)

You can enter the accounting tag number directly into the Accounting Tag field,
or you can search for it using the Look up Accounting Tag (magnifying glass)
feature.

In this example, you will enter accounting tag "0491500001" directly into the
field.

Enter the desired information into the Accounting Tag field. Enter
"0491500001".
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Manage Favorites

Accounting Tag l 0491500001

Description l

Tag Group I

Step Action

13. Add Accounting Tag to Favorites (continued)

Use the Look up Accounting Tag feature to verify the number you entered is
correct.

Click the Look up Accounting Tag button.
qQ

14. Add Accounting Tag to Favorites (continued)

Click anywhere on the Accounting Tag line to select it.

15. Add Accounting Tag to Favorites (continued)

Selecting the Done button will add the accounting tag as a Favorite. However,
adding it as a Favorite does not select it for use in the requisition as yet.

Click the Done button.

Done
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Step Action

16. Add Accounting Tag to Favorites (continued)

You must select the checkbox to the left of the Accounting Tag number to Save
the accounting tag as a Favorite.

NOTE: The Accounting Tag will not Save if the checkbox is not checked.

Click the Favorites Checkbox option.
C

17. Add Accounting Tag to Favorites (continued)

Click the Save button.

Save

18. Add Accounting Tag to Favorites (continued)
To add the Accounting Tag to the requisition, select the Add button.

Click the Add button.
Add
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Accounting Tag

Accounting Tag List

Select Accounting Tag Description

0491500001 FAMILY MEDICINE

Step Action

19. Add Accounting Tag to Favorites (continued)

Click the Filter button.
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Accounting Tag

List [[Al

Accounting Tag l

Description l

Tag Group I

Step

Action

20.

Add Accounting Tag to Favorites (continued)

An Accounting Tag can be searched individually, or a Favorite Accounting Tag
can be selected by choosing the ""Favorite' option from the drop-down list.

Click the button to the right of the List field.

W
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Accounting Tag

List [ Al -

Accounting Tag
Description | Favorites

Tag Group I Q I

Step Action

21. Add Accounting Tag to Favorites (continued)

Click the Favorites list item.

Favorites
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List [ Favorites

Accounting Tag l

Description l

Tag Group I

Step

Action

22.

Add Accounting Tag to Favorites (continued)

Click the Done button.

Done

23.

Add Accounting Tag to Favorites (continued)

A list of all saved favorite accounting tags is displayed.

Click the Select Checkbox option.
O

24.

Add Accounting Tag to Favorites (continued)

Click the Done button.

Done
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Accounting Tag

Total Quantity 1.0000
Remaining Quantity 1.0000

Undistributed Quantity 1.00

Manage Favorites

Accounting Tag List

- Do ]

Accounting Tag Description

0491500001 FAMILY MEDICINE

Step

Action

25.

Add Accounting Tag to Favorites (continued)

This panel allows the user to set the Quantity or Percentage to be allocated to the
accounting tag. For single-distribution accounting tags, allocate the entire
quantity or percentage (100%).

NOTE: The number entered in the Quantity field must match the Total
Quantity. In this example the Total Quantity is "'1", so the user will enter "'1"
in the Quantity field.

Enter the desired information into the Quantity field. Enter "1".
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Requisition Line Details
Order Total 2,500.00 USD - n .>
4‘ Accounting Tag 3 ry
Total Quantity 1.0000
A Remaining Quantity 1.0000
Undistributed Quantity 1.00
N Manage Favorites
-
| Accounting Tag List 1row
(+] = [away ] e
Accounting Tag Description Quantity
0491500001 FAMILY MEDICINE
R aTT O
< [

Step Action

26. Add Accounting Tag to Favorites (continued)
Click the Done button.
27. Schedule Details (continued)

The system will automatically copy the new chartstring into the Chartfield tabs
on the Schedule Details panel. Select Chartfields2 tab to view updated
chartstring information.

Click the Chartfields2 tab.
Chartfields2

28. Schedule Details (continued)
Review new chartstring information. Select Done to return to the Checkout page.

Click the Done button.

20. This completes Change Chartstring by Adding Accounting Tag to Favorites.
End of Procedure.
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Update Requisition Lines using Mass Change Action

Procedure

In this topic you will learn how to Update Requisition Lines using Mass Change Action.

Step Action

1. Using Mass Change Action

Requisition lines can be updated individually using all the pages and features
previously discussed in this manual. However, to make changes to multiple
requisition lines and their distributions (i.c., account, department, fund, program,
class, and project id) at one time, the Mass Change action is required.

NOTE: Changes to the entire requisition must be made with either the Mass
Change action or done on individual requisition lines.
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Requisition Line Details =3
Order Total 31.18 USD < 3 | > ‘
3 rows Total 46 57 usn .
. Amount
B
— Attributes
Line 1 4 External ltem
Staples Heavyweig|
@‘ Sheet Protectors, 8.5 x
b 11 821 Clear3Hole ~ Schedule 1
Punched Page Protectors,
Archival Safe, 200-Pack Schedule 1 Quantity 1
External ltem i
. *Ship To |1491500 Q ‘ Price 16.57 USD
Line 2 S
Staples Desktop Dispenser, ; Total 1657 USD
@ opes Do BT Attention To |KAREN O'CONNOR \
(N 2] 10566) _
External ttem Due Date [07/08/2026 =
Line 3 2021 Perdido St 4350 New
Address
Staples Binder Clips, Orleans, LA 70112
@\ Medium Size, 0.63
Da Capacity, Black, 24 Pack -
8211; Strong Held Clips for I [3 Ship To Comments ] I % Price Adjustments
Paper Bundles Office Use
External liem + Distributions
Please enter GL Business Unit before selecting chartfield values
*Distribute By | Quantity vl
Accounting Tag
[ Chartfields1 H Chartfields2 I Chartfields3 ” Details H Budget Information I Asset Inform:z
Account & Operating Unit Fund Code © Depa
[ 545200 all al|m Q| [1491
4 > >

Step

Action

Using Mass Change Action - Scenario

Click the Done button.

In this example, the left-side menu shows the items selected for this requisition.
Upon reviewing the Line 1 Schedule Details, it is discovered the Account
number used is incorrect. The current Account number, 546200, is for Non-
Automotive Equip Supplies. The cart shows office supply items, so the Account
number 546700 should be used.
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Create Requisition s Financials PAT @ Q

Create Requisition Continue Shopping I [ Save I m

Checkout

Order Total 31.18 USD

w Requisition Summary
Business Unit LSUNO LSUHSC New Orleans Priority | Medium v|
Requisition Name | OFFICE SUPPLIES |
Requester KOCON2 O'Connor, Karen B
Currency USD

‘ [3 Header Comments ‘

 Justification Comments

GENERAL SUPPLES FOR THE DEPT

« Requisition Lines Overview

[|Select All  Actions (&)

Line 1 External ltem
Staples Heavyweight Sheet Protectors, 8.5 x 11 8211
Clear 3-Hole Punched Page Protectors, Archival Safe.

200-Pack ) Unit of . Total — ]
@ \ Quantit nit o Price  Currenc . i
U N[l suppliertemin 612997 p v Mewsure 1657 ySD ¥ les7 B S:nedu\eDe!ans‘ | > ‘

Supplier STAPLES CONTRACT & COMMERCIALLLC

‘ [3 Line Comments H @ Delete ‘

Step Action

3. Using Mass Change Action (continued)

In this example, you will use the Mass Change Action to change the Account on
all line items at once from 546200 to 546700.

Click the Select All option.
O
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Create Requisition s Financials PAT @ Q

Create Requisition Continue Shopping I [ Save I m

Checkout

Order Total 31.18 USD
w Requisition Summary
Business Unit LSUNO LSUHSC New Orleans Priority | Medium v|
Requisition Name | OFFICE SUPPLIES |
Requester KOCON2 O'Connor, Karen B
Currency USD

‘ [3 Header Comments ‘

 Justification Comments

GENERAL SUPPLES FOR THE DEPT

« Requisition Lines Overview

Select All Actions (&)

Line 1 External ltem
Staples Heavyweight Sheet Protectors, 8.5 x 11 8211
Clear 3-Hole Punched Page Protectors, Archival Safe.
@\ 2DG-P?Ck Quantity ~ Unit of Price  Currency Igl;}
L:b Supplier ltem ID 612997 1 g!;nsure 16,57 USD LISID
Supplier STAPLES CONTRACT & COMMERCIAL LLC

‘ [3 Line Comments H @ Delete ‘

@ S:nedu\eDe!ai\s‘ | > ‘

Action

Using Mass Change Action (continued)
Open the Actions menu to access the Mass Change link.

Click the button to the right of the Actions field.

@
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 Justification Commen|

GENERAL SUPPLES FOR

« Requisition Lines Ove

Select All  Actions @\ Mass Change

200-Pack ) Unit of . Total — ]
[vupal Quantit nit o Price  Currenc + i ‘ | ‘
@ [ SupplieritemID 612997 1 v g!;nsure Y 1657 | [3 ScheduleDetais | | >

Create Requisition s Financials PAT @ Q

Create Requisition Continue Shopping I [ Save I m

Checkout

Order Total 31.18 USD

w Requisition Summary

Business Unit LSUNO LSUHSC New Orleans Priority | Medium v

Requisition Name | OFFICE SUPPLIES |

Requester KOCON2 O'Connor, Karen B
Currency USD

‘ [J Header Comments

Actions %

Add to Favorites

Add to Template(s)

Delete

Line 1 External ltem
Staples Heavyweight Sheet Protectors, 8.5 x 11 8211
Clear 3-Hole Punched Page Protectors, Archival Safe.

16.57  USD UsD
Supplier STAPLES CONTRACT & COMMERCIAL LLC

‘ [3 Line Comments H @ Delete ‘

Action

Using Mass Change Action (continued)

Click the Mass Change link.
Mass Change

Using Mass Change Action (continued)

No chartfield values will be displayed at first on the Mass Change page. The
Load Values From Defaults button must be selected to view chartfield
information.

Click the Load Values From Defaults button.

Load Values From Defaults

Using Mass Change Action (continued)

Chartfield information, including Account number, is displayed. The Account
field is not grayed out, so you are able to adjust it.

Enter the desired information into the Account field. Enter "546700".
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Step Action

8. Apply Distribution Changes for Mass Change Action

After entering updated chartfield value(s), select which #ype of distribution change
is required in the *Apply Distribution Changes menu. There are three (3) types
of Distribution changes. Each will be discussed individually.

Click the button to the right of the * Apply Distribution Changes field.

b

9. Apply Distribution Changes for Mass Change Action (continued)

1. All Distribution Lines is the default for this scenario. Use this option if only
one (1) distribution should be applied to all line distributions. This includes if a
requisition line contains multiple distributions. In this option, only the
chartfield(s) that have been updated will be changed in the existing distributions.

For example, if only the department is changed, only the department on the
requisition line distributions will be changed. All other existing values in the
requisition line distributions will remain the same.

10. Apply Distribution Changes for Mass Change Action (continued)

2. Matching Distribution Lines - Use this option if you want to update existing
line distributions with a new one and delete unwanted lines.

For example, if a req line distribution contains two (2) lines and the mass change
updates only one (1) line, ""req line 1/ distribution 1" will be updated and "req
line 1/ distribution 2" will be deleted.

NOTE: LSUNO will not use this option.

11. Apply Distribution Changes for Mass Change Action (continued)

3. Replace Distribution Lines - Use this option if a new distribution split has
been applied to existing lines. This is the default choice when using an
accounting tag.

* Existing distributions will be completely replaced, regardless of the number of
distribution lines for the line item.

* If requisition line 1 has only one (1) distribution line and the mass change
contains two distribution lines, requisition line 1’s distribution will then have two
distribution lines after mass change.

* If only one (1) chartfield was entered (i.e., department) and all other chartfields
were left blank, then the requisition line distribution will be changed to have only
the department chartfield value, and all others will be empty.
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12. Using Mass Change Action (continued)

Click the All Distribution Lines list item.

All Distribution Lines

13.

Using Mass Change Action (continued)

Click the Done button.

14.

Using Mass Change Action (continued)

A message is displayed stating the system will modify field changes to existing
requisition line items / schedules. Select OK.

Scroll the OK button with the mouse wheel.

15.

Using Mass Change Action (continued)

Verify that the Account change has been made to all lines. You can view the
Account on the Schedule Details page. Select the Line 1 Schedule Details
button.

Click the Schedule Details button.

[ ScheduleDetails

16.

Using Mass Change Action (continued)

Scroll the Down scrollbar with the mouse wheel.

17.

Using Mass Change Action (continued)

Click the Chartfields2 tab.

Chartfields?2

18.

Using Mass Change Action (continued)

The Account was successfully changed on Line 1.

Click the Line 2 button.
Line 2
@Jh Staples Desktop Dispenser,
@9 1 Core, Black (ST10566
10566)

External ltem
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Step Action

19. Using Mass Change Action (continued)
The Account was successfully changed on Line 2.

Click the Line 3 button.

20. Using Mass Change Action (continued)
The Account was successfully changed on Line 3.

Click the Done button.

21. This completes Update Requisition Lines using Mass Change Action.
End of Procedure.
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Update Requisition Lines using Mass Change Action and Accounting
Tag

Procedure

In this topic, you will learn how to Update Requisition Lines using Mass Change Action and
Accounting Tag.

Step Action

1. Using an Accounting Tag in Mass Change

An Accounting Tag can be used to update requisition line distributions in Mass
Change.

**WARNING** - The values of the Accounting Tag will replace whatever is on
the requisition line distribution. If the selected Accounting Tag has only one (1)
distribution but your existing requisition line has two (2) distribution lines, then
the two (2) distributions will be replaced by the one (1) distribution found in the
accounting tag.

Only an accounting tag with multiple distributions can update requisition lines
with multiple distributions. In general, it is not recommended to use an
accounting tag when updating requisition lines with multiple distributions.

Edit Requisition wan Financials PAT @ Q

GENERAL SUPPLES FOR THE DEPT

w Requisition Lines Overview

[ Select Al Actions ()
3rows

Line 1 Extemnal ltem

Staples Heavyweight Sheet Protectors, 8.5 x 11
8211; Clear 3-Hole Punched Page Protectors
Archival Safe, 200-Pack

Status . Unit of N Total — —
O @lvl-b Supplier Item 1D 612997 Open ?”“"“‘V M‘;L;{”e Price  Currency 4657 |y S:neuu\euelans‘ | > ‘
BX -

1657 USD USD
Supplier
STAPLES CONTRACT & COMMERCIALLLC

‘ [3 Line Comments H @ Delete ‘

Line 2 Extemal ltem

Staples Desktop Dispenser, 1 Core, Black
(ST10566 10566)
- @Eb Supplier item 1D 130674 Status Qo UNESf  price  Currency  1OW!
2

Open Measure 3.90 [3 ScheduleDetails ‘ | > ‘
Supplier P o 195 USD e s

STAPLES CONTRACT & COMMERCIALLLC
‘ [3 Line Comments ‘ | @ Delete ‘

Line 3 External ltem
Staples Binder Clips, Medium Size, 0.63
Capacity, Black, 24 Pack 8211; Strong Hold Clips
for Paper Bundles Office Use B
Status y Unit of . Total 1
D @Eb Supplier ltem ID 831602 open 3" Measure 5'5";“- 3;3"-"“ 1071 | [ ScheduleDetals ‘ | > ‘
N PK - usD —_—
Supplier
STAPLES CONTRACT & COMMERCIALLLC

‘ [A Line Comments H & Delete ‘

Order Total 31.18 USD

4
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Step Action

2. Using Mass Change Action (continued)

In this example, you will use the Mass Change Action to change the chartstring
for all line items at once using Accounting Tag: 0491500001.

Click the Select All option.

3. Using Mass Change Action (continued)
Open the Actions menu to access the Mass Change link.

Click the Actions button.

@

4. Click the Mass Change link.

|
Mass Change

5. Click the button to the right of the *Apply Distribution Changes field.
W
6. Apply Distribution Changes for Mass Change Action (continued)

1. All Distribution Lines is the default for this scenario. Use this option if only
one (1) distribution should be applied to all line distributions. This includes if a
requisition line contains multiple distributions. In this option, only the
chartfield(s) that have been updated will be changed in the existing distributions.

For example, if only the department is changed, only the department on the
requisition line distributions will be changed. All other existing values in the
requisition line distributions will remain the same.

7. Apply Distribution Changes for Mass Change Action (continued)

2. Matching Distribution Lines - Use this option if you want to update existing
line distributions with a new one and delete unwanted lines.

For example, if a req line distribution contains two (2) lines and the mass change
updates only one (1) line, "req line 1/ distribution 1" will be updated and "req
line 1/ distribution 2" will be deleted.

NOTE: LSUNO will not use this option.

Page 113



Training Guide

LSUNO Only
Step Action
8. Apply Distribution Changes for Mass Change Action (continued)

3. Replace Distribution Lines - Use this option if a new distribution split has
been applied to existing lines. This is the default choice when using an
accounting tag.

» Existing distributions will be completely replaced, regardless of the number of
distribution lines for the line item.

* If requisition line 1 has only one (1) distribution line and the mass change
contains two distribution lines, requisition line 1’s distribution will then have two
distribution lines after mass change.

* If only one (1) chartfield was entered (i.e., department) and all other chartfields
were left blank, then the requisition line distribution will be changed to have only
the department chartfield value, and all others will be empty.

Cancel

Mass Change [ Done |

w Line Information

Note: The information below does not reflect the data in the selected requisition lines. When the 'OK' button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are available for sourcing.

Supplier Location ‘:‘

w Shipping Information

~ Distribution Information

Accounting Tag ‘ Q ‘
*Apply Distribution

Please enter GL Business U patching Distribution Lines

Supplier ID ‘—Q‘ Buyer ‘:‘

Category ‘ Q |

shipTo | Q] Due Date | =

Attention ‘ |
Comments

All Distribution Lines -

All Distribution Lines

hanges

i values

Replace Distribution Lines

[W‘ Chartieids2 || Chartieidss [ Details || Assetimtormation | Showar |
Distribution Line < Percent ¢ Location & GL Unit & Account & AltAcct &
1| || al| a [+] [-]
l Load Values From Defaults I
Step Action
9. Apply Distribution Changes for Mass Change Action (continued)

Click the Replace Distribution Lines list item.

Replace Distribution Lines
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Step

Action

10.

Apply Distribution Changes for Mass Change Action (continued)

A message is displayed asking you to enter the percentage for 'Replace' option in

the distribution line.

Click the OK button.

OK
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Mass Change

~ Line Information

replace the data in the corresponding fields on the selected lines that are avaiiable for sourcing
Supplier ID ‘ Y ‘ Buyer ‘—q‘
Supplier Location ‘ Q ‘ Category ‘7Q|
w Shipping Information

Ship To ‘ Y ‘ Due Date ‘ |

Attention ‘ |
Comments

« Distribution Information
Accounting Tag ‘ Q ‘
“Apply Distribution (oo Distribution Lines v
Changes

Please enter GL Business Unit before selecting other chartfield values

Chartfields1 H Chartfields2 H Chartfields3 ” Details ” Asset Information H Show All ‘

Note: The information below does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will

Distribution Line & Percent & Location & GL Unit & Account & Alt Acct &

I Load Values From Defaults I

1 | al] a [+] [£]

Step Action

11. Apply Distribution Changes for Mass Change Action (continued)

Enter the desired information into the Percent field. Enter "100".
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Mass Change  Done |

~ Line Information

Note: The information below does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are avaiiable for sourcing

Supplier ID | Q| Buyer \—Q\
Supplier Location ‘—Q‘ Category ‘7 —Q|
w Shipping Information

Ship To ‘ Y ‘ Due Date ‘ |

Attention ‘ |

Comments

« Distribution Information

Accounting Tag ‘ Q

*Apply Distribution

Changes ‘ Replace Distribution Lines vl

Please enter GL Business Unit before selecting other chartfield values

1 row
Chartfields1 H Chartfields2 H Chartfields3 ” Details ” Asset Information H Show All ‘
Distribution Line & Percent & Location & GL Unit & Account & Alt Acct &
' o] | al] a [+] =]

I Load Values From Defaults I

Step Action

12. Add Accounting Tag

You will search for the Accounting Tag to use to default chartfield information
into the Distribution fields.

Click the Lookup Accounting Tag button.
Q

13. Add Accounting Tag (continued)

Click the Search Criteria arrow.
3
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Lookup

Search for: Accounting Tag
~ Search Criteria Show Operators

SetlD LSUNO
Accounting Tag
(begins with)

Only the first 300 results can be displayed.

[E] = soorom

~ Search Results

Accounting Tag & Description <

0050100001 A/H-BS-CLIN EDUC

0050100002 A/H-SPECIAL PRG

0050100003 INTERDISCIPLINARY HUMAN STUDIE
0050100004 AH-DEAN

0050100005 405010320 A/H-DEAN'S SEARCH
0050100006 A/H-DEAN-GRATIS

0050100300 A/H-Administration-ARRA Funds.
0050105001 A/H-DEAN-ADMISSIONS
0050115001 A/H-DEAN-ALUMNI AFF
0050140001 A/H-DEAN-MINORITY AF

Step

Action

14.

Add Accounting Tag (continued)

Enter the desired information into the Accounting Tag (beings with) field. Enter
"04915".
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Lookup

Search for: Accounting Tag
~ Search Criteria Show Operators

SetlD LSUNO
s i [YEIE

Only the first 300 results can be displayed.

[E] = soorom

~ Search Results

Accounting Tag & Description <
0050100001 A/H-BS-CLIN EDUC
0050100002 A/H-SPECIAL PRG
0050100003 INTERDISCIPLINARY HUMAN STUDIE
0050100004 AH-DEAN
0050100005 405010320 A/H-DEAN'S SEARCH
0050100006 A/H-DEAN-GRATIS
0050100300 A/H-Administration-ARRA Funds.
0050105001 A/H-DEAN-ADMISSIONS
0050115001 A/H-DEAN-ALUMNI AFF
0050140001 A/H-DEAN-MINORITY AF
Step Action
15. Add Accounting Tag (continued)

Click the Search button.

16. Add Accounting Tag (continued)

Click the 0491500001 - FAMILY MEDICINE button.

0451500001 FAMILY MEDICINE
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Cancel

Mass Change

~ Line Information

Note: The information below does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will

rep\ace the data in the CO’TESPOI’\U”’IQ fields on the selected lines that are available Tor SOU[Ciﬂg
Supplier ID ‘ Y ‘

Buyer ‘
Supplier Location ‘—Q‘ Category ‘

w Shipping Information
Ship To ‘ q‘ Due Date ‘

Comments

« Distribution Information

*Apply Distribution

Changes ‘ Replace Distribution Lines vl

Please enter GL Business Unit before selecting other chartfield values

Attention ‘

a

9

1 row
[ Chartfields1 H Chartfields2 H Chartfields3 ” Details ” Asset Information H Show All ‘
Dislribil;:iﬂg Percent ¢ Location & GL Unit & Account &
1] 100.0000| [LsUNO a | [suno Q| Q |+| ‘—‘
I Load Values From Defaults l
.
Step Action

17.

Add Accounting Tag (continued)

The Account is not included in the Accounting Tag chartstring information. In
this example, use the Office Supplies Account number.

Enter the desired information into the Account field. Enter "546700".
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Mass Change  Done |

~ Line Information

Note: The information below does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are avaiiable for sourcing

Supplier ID | Q| Buyer \—Q\
Supplier Location ‘—Q‘ Category ‘7 —Q|
w Shipping Information

Ship To ‘ Y ‘ Due Date ‘ |

Attention ‘ |

Comments

« Distribution Information

Accounting Tag ‘ Q ‘

*Apply Distribution

Changes ‘ Replace Distribution Lines vl

Please enter GL Business Unit before selecting other chartfield values

Chartfields2 I Charffields3 ” Details ” Asset Information H Show All ‘ i
Dis“ibi';:i“g Percent ¢ Location & GL Unit & Account &
1] 100.0000| [LsUNO a | [suno a | [s4s700 a] |E| ‘E‘
I Load Values From Defaults l
Step Action
18. Add Accounting Tag (continued)
Verify on the Chartfields2 tab that the correct chartstring information has
defaulted.
Click the Chartfields2 tab.
Chartfields?2
19. Add Accounting Tag (continued)
If chartfield information is correct, select the Done button.
Click the Done button.
20. Add Accounting Tag (continued)

A message is displayed asking if you want to retrofit (default) the field
changes (chartstring information) to all existing requisition lines.

Click the OK button.
QK
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Step Action

21. Verify Each Line Item Contains New Accounting Tag Information

You can verify that the Accounting Tag chartfield information has correctly
defaulted to each line item using Schedule Details.

Click the Schedule Details button.

[2 ScheduleDetails

22. Verify Each Line Item Contains New Accounting Tag Information
(continued)

New charstring information can be viewed on the Chartfields2 tab.

Click the Chartfields2 tab.

Chartfields?2

23. Verify Each Line Item Contains New Accounting Tag Information
(continued)

View Account and Fund for Line 1.

24. Verify Each Line Item Contains New Accounting Tag Information
(continued)

View Department, Program Code, and Class Field for Line 1.

Click the Line 2 button.
Line 2
@.‘ﬂ Staples Desktop
Da Dispenser, 1 Core, Black
(S5T10566 10566)

External ltem

25. Verify Each Line Item Contains New Accounting Tag Information
(continued)

View Account and Fund for Line 2.

26. Verify Each Line Item Contains New Accounting Tag Information
(continued)

View Department, Program Code, and Class Field for Line 2.

Click the Line 3 button.
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Step Action

27. Verify Each Line Item Contains New Accounting Tag Information
(continued)

View Account and Fund for Line 3.

28. Verify Each Line Item Contains New Accounting Tag Information
(continued)

View Department, Program Code, and Class Field for Line 3.

Click the Chartfields3 tab.

Chartfields3

29. Verify Each Line Item Contains New Accounting Tag Information
(continued)

The PC Business Unit (e.g., LSUNO) must be enfered if the Project ID needs to
be added. A Project ID cannot be entered if the PC Business Unit field is
unpopulated.

In this example, The PC Business Unit and Project fields will remain blank.

Click the Done button.

30. Save the Requisition

Click the Save button.

Save

31. This completes Update Requisition Lines using Mass Change Action and
Accounting Tag.
End of Procedure.
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Managing Requisitions

View Requisition Details and Lifeline

Procedure

In this topic you will learn how to View Requisition Details and Lifeline.

< eProcurement My Requisitions wn FiNancials PAT @ Q

[ Requisition Search H Keyword Search

=

A(E:tiun Requisition Name ¢ ﬁ)uiiness Unit/Requisition R‘::equisiliun Date Requester © R‘Cequesl State E‘l:ggzlo Total Amount &
©  KENTWOOD BLANKET LSUNO/0071012 06/11/2026 KOCON2 Approved Not Chk'd ~ 1,500.00 USD |Z|
@ Gen dept supplies LSUNO/0070942 06/02/2026 KOCON2 Pending Not Chk'd 2021USD |Z|
©@  Gen dept supplies LSUNO/0070834 06/01/2026 KOCON2 Pending Not Chkd 2021 USD |Z|
[©] Gen dept supplies LSUNO/0070920 05/28/2026 KOCON2 Pending Not Chk'd 20.21UsSD |Z|

Step Action

1. My Requisitions

The user can click anywhere on a requisition line to view the Details page for that
line.

Click the KENTWOOD BLANKET button.

2. Details Page

The Details page allows the user to view and confirm information relevant to the
requisition. The page is divided into three (3) sections: Requisition Summary,
Requisition Lifeline, and Lines.

3. Details Page (continued)

Directly above the Requisition Summary section is the Cancel Requisition button.
Selecting this button will cancel the entire requisition.

NOTE: A user must speak with Purchasing before canceling a requisition.
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4. Requisition Summary (continued)

The Requisition Summary section contains information specific to the
requisition such as Requisition Name, Requisition ID, Request State, Budget
Check Status, Total Amount and Approval Justification. Also included in this
section is the View Requisition Header Comments / Attachments button.

NOTE: If the requisition has a ""Valid" Budget Status, then the requisition's
Total Amount and the Remaining Pre-Encumbrance balance will be displayed
below the Budget Check Status.

Click the View Requisition Header Comments / Attachments arrow.

>

Requisition Header Comments and Attachments
View Comment 1.

Click the Close button.

()

Requisition Lifeline (continued)

The Requisition Lifeline is a visual tracking tool used to identify where a
purchasing request is in the procure-to-pay lifecycle. Active icons are colored and
the titles are a blue hyperlink. In this example, the Requisition has been created
and approved.

Requisition Lifeline (continued)

The user can select any colored icon to view relevant information. In this
example, the user will select the Approvals icon.

Click the Requisitions button.

Requisition
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Step Action

8. Requisition Lifeline (continued)

Header Comments have been previously discussed, so skip down to Line
Comments.

Click the Line Comments button.

& Line Comments

9. Requisition Line Comments and Attachments
View the Line Comments page.

Click the Close button.

O,

10. Requisition Lifeline (continued)

Click the View Details button.

b

11. Requisition Line Details
The Schedule and Line Details tabs are displayed.

See the Checkout Page: Distributions, Schedule and Line Details, and Save
topic for information regarding the Schedule and Line Details tabs.

Click the Close button.
X
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= Requisition Inquiry E +

(] 23 rcbb.psfs.suhsc.eduy spat_9/EMPLOY /<l B_MENU.PV_REQ_INQUIRY_FLGBL?Page=PV.. &

[0 Other [ PecpleSoftinfo [ PeopleAdmin ¥ HR End PeopleSoft Web Lau... ¥y PUMS1

Requisition Details wan FiNancials PAT @ Q

Requisition ID 0071012

w Requisition Summary

Business Unit LSUHSC New Orleans Priority Medium
Requisition Name KENTWOOD BLANKET Cardmember Number
Requester KOCON2 O'Connor, Karen B Expiration Date
Currency Code USD Use Procurement Card No
Request State Budget Check Status Mot Budget Checked

w Justification Comments

WATER SERVICE FOR FY27

w Requisition Lines Overview

Order Total 1,500.00 USD

? Header Comments

WATER SERVICE FY27

» " 1035 AM
A B T e
= 6/19/2026

;'. Q Search m :_" @g

[~
X
)
g
o

Step Action

12. Requisition Inquiry
Click the Requisition Inquiry Close tab.

13. Details (continued)
The third section of the Details page is the Lines section. This section provides
specific information about the line item(s) on the requisition.

14. Lines (continued)
The user can select the View Comments and Attachments button to view line
comments and attachments. Line comments are specific to the line item.

15. Cancel Line

The Cancel Line button can be used to cancel a specific line on the requisition.

NOTE: A user must speak with Purchasing before canceling a line on the
requisition.
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Details x
a
+ Requisition Summary

Requisition Name KENTWOOD BLANKET Requester O'Connor, Karen B
Business Unit LSUNO Entered By O'Connor, Karen B
Requisition ID 0071012 Budget Check Status Valid

Requisition Date 06/11/2026 Total Amount 1,500.00 USD

Request State Approved Pre Encumbrance Balance 1500.00 USD

View Requisition Header Comr nents >

Approval Justification

WATER SERVICE FOR FY27

« Requisition Lifeline

ER

Requisition Approvals
Lines
. 5 5 q = Total
Item Description Iltem Supplier ID  Supplier N - Line State Quantity UOM . .
Image © ¢ Ds < Name & CIpe g ) o Price O A;"“““‘
Line 1- o
WATER KENTWOOD 1,500.00 = -
SERVICE 0000025211 SPRINGS 1491500 Approved 1 EA  1500.00 UsD |i‘ ‘M| >
FY2T1

Step Action

16. Lines (continued)

Click the Schedule Details button.

17. Schedule Details (continued)

The Line Details and Shipping Details are displayed on the Schedule Details
page.

If the price has been adjusted, the user can select the Price Adjustment button to
view the price change.

18. Schedule Details (continued)

Click the Distributions button.
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19. Distribution Details

Chartfield and budget information can be viewed on the Distributions section
across several tabs. Below are the noteworthy fields and the tabs where they can
be found:

* Chartfields1 Tab — Location, Quantity, Percent, GL Business Unit

* Chartfields2 Tab — Account, Fund, Department, Program Code, Class
* Chartfields3 Tab — PC Business Unit, Project, Activity

* Budget Information Tab — Budget status, Pre-encumbrance Balance

Click the Distribution Details Close button.
»

20.

Schedule Details (continued)

Click the Schedule Details Close button.
x

21.

Details (continued)

Click the Details Close button.
b4

22.

This completes View Requisition Details and Lifeline.
End of Procedure.
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< eProcurement My Requisitions wean FINANcials PAT
[ Requisition Search H Keyword Search
4 rows
A(E:tiun Requisition Name ¢ ﬁ)uiiness Unit/Requisition R‘::equisiliun Date Requester © R‘Cequesl State E‘l:ggzlo Total Amount &
@ KENTWOOD BLANKET LSUNO/0071012 06/11/2026 KOCON2 Approved Not Chk'd 1,500.00 USD |T|
@  Gen dept supplies LSUNG/00T0942 06/02/2026 KOCON2 Pending Not Chkd 2021 USD |?|
® Gen dept supplies LSUNG/0070934 06/01/2026 KOCON2 Pending Not Chk'd 20.21 USD |T|
® Gen dept supplies LSUNOC/0070920 05/28/2026 KOCON2 Pending Not Chk'd 20.21USD |T|
Step Action
1. My Requisitions
Users can access the Actions menu on the My Requisitions page. Simply select
the Related Actions button to view the menu.
NOTE: For training purposes only, selecting the Related Actions button will
only be shown on this page. The user will need to select the Related Actions
button each time s/he wishes to access the Actions menu.
Click the Related Actions button.
2. Actions Menu
The Actions menu is displayed. Users can access other options on the menu
depending on the state of the requisition.
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3. Actions Menu

The Details, View Approvals, and Inquiry options are discussed in the "View
Requisition Details and Lifecycle" topic.

The Edit option is discussed in the "Find and Update a Saved Requisition"
topic.

The View Print option is discussed in the "Checkout, Submit, and Print a
Requisition" topic.

These five (5) options will not be discussed in this topic.

Actions Menu - Copy

Click the Copy link.
Copy

Actions Menu - Copy (continued)

Copying a requisition brings up the Edit Shopping Cart page where items can be
removed from the cart. Selecting the Checkout button brings up the Checkout
page, where comments and attachments can be added and line details / chartfields
can be edited.

Click the < My Requisitions button.

‘ £ My Requisitions

Actions Menu - Cancel

Click the Cancel link.

Cancel

Actions Menu - Cancel (continued)

Selecting Cancel will cancel the entire requisition. Depending on the filter
parameters, the canceled requisition will still display on the My
Requisitions page and there will be a new action to undo cancel.

NOTE: A user must speak with Purchasing before canceling a requisition.

Click the No button.
Mo
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Step

Action

Actions Menu - Pre-Budget Check

To see if the requisition will pass budget check without committing to do so, select
PreBudget Check.

Click the PreBudget Check link.
PreBudget Check

Actions Menu - Pre-Budget Check (continued)

A message is displayed informing you that the process will take a few minutes
and asking if you wish to continue.

Click the Yes button.

Yes

10.

Actions Menu - Pre-Budget Check (continued)

If successful, the budget status will update to Prov Valid, for provisionally valid,
in the Budget Status column.

11.

The completes Using the Requisition Actions Menu.
End of Procedure.
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Budget Check a ePro Requisition

Procedure

In this topic you will learn how to Budget Check an ePro Requisition.

Step Action

1. Budget Check an ePro Requisition

A requisition creates a pre-encumbrance in the PeopleSoft system. The Budget
Check process is run to verify that funds are available in the budget to purchase
the items on the requisition. A "Valid" budget check then creates a pre-
encumbrance hold on the funds so that the funds cannot be spent on something
else.

Prior to running the budget check, the requisition Status will be "Approved",
and the Budget Status will be "Not Chk'd".
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From: Bucalan, Richard F. <rbucal@lsuhsc.edu>

Sent: Wednesday, June 17, 2026 12:36 PM

To: O'Connor, Karen B. <koconn@Isuhsc.edu>

Subject: Requisition ID "0071012" Business Unit "LSUHSC New Orleans" Has Been "Approved"

[This is a test requisition sent from a test environment. No approval is needed. No user action is necessary unless you are participating in the testing. Thank you
for your patience.] The following requisition has been "Approved".

Requester: KOCON2

Business Unit: LSUHSC New Orleans
Requisition ID: 0071012

Requisition Name: KENTWOOD BLANKET
Date: 2026-06-11

You can navigate directly to the approval page for more information by clicking the link below.

https://rcbb.psfs.Isuhsc.edu/psp/fspat 8/EMPLOYEE/ERP/c/EOAWMA MAIN FLEOAWMA MAIN FL.GBL?
ProcessID=Requisition&Action=U&BUSINESS UNIT=LSUNO&REQ |D=0071012

Step

Action

Budget Check an ePro Requisition

Check process cannot be completed until the requisition is approved. The
that the requisition has been approved. The Requester can navigate to

eProcurement > My Requisitions > Related Actions to begin the Budget
Check process.

not the Budget Check page.
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< eProcurement My Requisitions wan FINANcials PAT
[ Requisition Search H Keyword Search
4rows
A(E:tiun Requisition Name ¢ Business Unit/Requisition R‘::equisiliun Date Requester © R‘Cequesl State 2:::3:10 Total Amount &
©  KENTWOOD BLANKET LSUNO/0071012 06/11/2026 KOCON2 Approved Prov Valid  1,500.00 USD | > |
@ Gen dept supplies LSUNO/0070942 06/02/2026 KOCON2 Pending Not Chk'd 2021USD | > |
©@  Gen dept supplies LSUNO/0070834 06/01/2026 KOCON2 Pending Not Chkd 2021 USD | > |
® Gen dept supplies LSUNOC/0070920 05/28/2026 KOCON2 Pending Not Chk'd 20.21USD | > |
Step Action
3. Budget Check an ePro Requisition (continued)

Click the Related Actions button for the appropriate requisition.

©

4. Budget Check an ePro Requisition (continued)
Selecting the Budget Check option will initiate the process.

Click the Budget Check link.
Budget Check

5. Budget Check an ePro Requisition (continued)

A message is displayed stating the Budget Check process may take several
minutes to complete.

Click the Yes button.

Yes
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My Requisitions was FiNaNcials PAT & Q
[ Requisition Search H Keyword Search

4rows

A(E:tiun Requisition Name ¢ Business Unit/Requisition R‘::equisiliun Date Requester © R‘Cequesl State E‘l:ggzlo Total Amount &
©  KENTWOOD BLANKET LSUNO/0071012 06/11/2026 KOCON2 Approved ProvValid  1,500.00 USD | > |
@ Gen dept supplies LSUNO/0070942 06/02/2026 KOCON2 Pending Not Chk'd 2021USD | > |
©®  Gen dept supplies LSUNG/0070934 Pending Not Chkd  20.21 USD | > |
® 4 —
.. . —
® Gen dept supplies LSUNOC/0070920 ® . Pending Not Chk'd 20.21USD | > |
o ° —

e, 0
Step Action
6. Budget Check an ePro Requisition (continued)

The dotted circle, shown here, indicates the budget check process is running.

7. Budget Check an ePro Requisition (continued)

When the budget check process completes, the new Budget Status will be
displayed on the appropriate line.

NOTE: If you get a Budget Status other than Valid (e.g., Error or Warning),
please contact your Buyer for assistance.

8. This completes Budget Check an ePro Requisition.
End of Procedure.
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Addendum
Split a Distribution Line

Split the Distribution for a Single Requisition Line

Procedure

In this topic, you will learn how to Split the Distribution for a Single Requisition Line.

Step Action

L. Split a Distribution Line

Users can split a distribution line on the Schedule Details page and / or using the
Mass Change option. If the requisition has three (3) or less line items, the
distribution will be split on the Schedule Details page. If the requisition has more
than three (3) line items, or the distribution is being split three (3) or more ways,
the distribution will be split using the Mass Change option.

In this exercise, the requisition has three (3) line items, but you will only be
splitting the distribution line two (2) ways. Thus, the user will split the
distribution line on the Schedule Details page.

NOTE: Accounting Tags will not be used with multiple distributions unless it is
known that the accounting tag itself contains multiple distributions.
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Create Requisition s Financials PAT @@ Q

Create Requisition Continue Shopping I [ Save I m

Checkout

Order Total 173.40 USD

w Requisition Summary
Business Unit LSUNO LSUHSC New Orleans Priority | Medium v|
Requisition Name | BINDERS FOR ePRO TRAIN |
Requester KOCON2 O'Connor, Karen B
Currency USD

‘ [3 Header Comments ‘

 Justification Comments

BINDERS FOR ePRO TRAINING PARTICIPANTS

« Requisition Lines Overview

[ Select All  Actions (&

Line 1 External ltem
Staples Standard 4-Inch D-Ring View Binder, Holds Up
to 775 Sheets, Black, Large Capacity Binder for Office &
School ) Unit of . Total —
@ Quantit nito Price  Currenc " i
U N[l  supplieriemin 976181 w5 Measure 4156 UsD YoTna | B scheoeDstals |L
Supplier STAPLES CONTRACT & COMMERCIAL LLC

‘ [3 Line Comments H @ Delete ‘

Step Action

2. Split the Distribution for a Single Requisition Line

Click the Schedule Details button.

[F2 ScheduleDetails

3. Split the Distribution for a Single Requisition Line (continued)

Click the Close Navigation Panel Control button.

4. Split the Distribution for a Single Requisition Line (continued)
You add a second line to split the distribution.

Click the Right button of the scrollbar.

[ ]
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Step Action

5. Split the Distribution for a Single Requisition Line (continued)

In the Distributions section of the Schedule Details page, select the add a new
row (+) button.

Click the Add a new row at row 1 button.

+

6. Split the Distribution for a Single Requisition Line (continued)

In this example, the *Distribute By is sef to Quantity because goods have been
ordered. Notice the Quantity field is active on both lines, thus allowing the user to
adjust the Quantity for each line.

Also notice that the Percent field is active for Line 2, but net for Line 1. Even if
the user were to change the *Distribute By to Amount, the Line 1 Percent field
will not activate. In this example, this precludes the user from being able to adjust
the distribution based on Percent.

7. Split the Distribution for a Single Requisition Line (continued)

In this example, the Quantity will be nine (9) and six (6), respectively, for Line 1
and 2.

Enter the desired information into the Line 2 - Quantity ficld. Enter "6".

8. Split the Distribution for a Single Requisition Line (continued)

Enter the desired information into the Line 1 - Quantity field. Enter "9".

9. Split the Distribution for a Single Requisition Line (continued)

The user must adjust one or more fields on Chartfields2 & 3 tabs to differentiate
line 2 from line 1.

Click the Chartfields2 tab.

Chartfields2

10. Split the Distribution for a Single Requisition Line (continued)

In this example, the user will change the Program Code for line 2 from 53000 to
53002.

Enter the desired information into the Program Code field. Enter "53002".
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Step Action
11. Split the Distribution for a Single Requisition Line (continued)

NOTE: If your chartstring contains a Project ID, make sure you select the
Chartfields3 tab to verify the PC Business Unit and Project fields are populated
correctly.

12.

Split the Distribution for a Single Requisition Line (continued)

After all adjustments have been made to the requisition, select the Done button at
the top right of the page.

Click the Done button.

13.

Split the Distribution for a Single Requisition Line (continued)
If the requisition is complete, select the Submit button.

Click the Submit button.

14.

This completes Split the Distribution for a Single Requisition Line.
End of Procedure.
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Split the Distribution Line for Multiple Distribution Lines

Procedure

In this topic you will learn how to Split the Distribution for Multiple Lines Using Mass
Change.

Step Action

L. Split a Distribution Line on Multiple Distribution Lines

Users can split a distribution line on the Schedule Details page and / or using the
Mass Change option. If the requisition has three (3) or less line items, the
distribution will be split on the Schedule Details page. If the requisition has more
than three (3) line items, or the distribution is being split three (3) or more ways,
the distribution will be split using the Mass Change option.

In this exercise, the requisition has four (4) line items but will only be splitting the
distribution line two (2) ways. Thus, the user will split the distribution line on the
Mass Change page.

NOTE: Accounting Tags will not be used with multiple distributions unless it is
known that the accounting tag itself contains multiple distributions.
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Requisition Name | ePRO TRAINING SUPPLIES |

Edit Requisition s Financials PAT @@ Q

Edit Requisition Continue Shopping I [ Save I

Checkout for Requisition ID 0071096

Order Total 198.21 USD

w Requisition Summary

Business Unit LSUNO LSUHSC New Orleans Priority | Medium v‘

Budget Check Status /. Not Checked
Requester KOCON2 O'Connor, Karen B

Currency USD & Check Budget Pre-Check Budget

‘ [ Header Comments ‘

@ Preview Approvals

« Justification Comments

w Requisition Lines Overview

[ Select All  Actions &

Status . . Total —
. P I .
0 @%—b Supplier tem ID 976181 Open  Santity Measure s uso | Mo | smeumenetans‘ | >

4rows

Line 1 External ltem
Staples Standard 4-Inch D-Ring View Binder,
Holds Up to 775 Sheets, Black, Large Capacity

Binder for Office & School B
Unit of

1156 USD
Supplier v

Action

Split a Distribution Line for Multiple Distribution Lines (continued)

Press the left mouse button over the scrollbar and drag the mouse to the desired
location.

Split a Distribution Line for Multiple Distribution Lines (continued)
All line items must be selected to split the distribution for multiple line items.

Click the Select All button.
[

Split a Distribution Line for Multiple Distribution Lines (continued)
The Mass Change option is located on the Actions menu.

Click the Actions dropdown button to activate the menu.

1@

Split a Distribution Line for Multiple Distribution Lines (continued)

Click the Mass Change link.
Mass Change

Page 144




Training Guide
LSUNO Only

Step Action

6. Split a Distribution Line for Multiple Distribution Lines (continued)

Select the Load Values From Defaults options so that the values initially entered
in Requisition Defaults page are displayed.

Click the Load Values From Defaults button.

Load Values From Defaults

7. Split a Distribution Line for Multiple Distribution Lines (continued)
Next, add the new distribution line.

Click the Add anew row at row 1 button.

<+

8. Split a Distribution Line for Multiple Distribution Lines (continued)

¥ MPORTANT***
After adding a new distribution line, set the * Apply Distribution Changes option
to Replace Distribution Lines.

Click the button to the right of the *Apply Distribution Changes field.

b
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Mass Change  Done |
-

Note: The information below does not reflect the data in the selected requisition lines. When the 'OK’ buiton is clicked, the dala entered on this page will
replace the data in the coresponding fields on the selecied lines that are available for sourcing.

SupplierID (0000002105 @] Buyer [BLAUZ! Q|

Supplier Location |M‘ Category | °\|

w Shipping Information

Ship To |1es3oou a ‘ Due Date |07f2712028 |

Attention |KAREN O'CONNOR - RM 3|

Comments —
Ship Via | GRND a

Freight Terms |DES q|
~ Distribution Information

Accounting Tag | Q ‘
*Apply Distribution

Changes Matching Distribution Lines  «

All Distribution Lines

Please enter GL Business Matching Distribution Lines d values

Replace Distribution Lines

Chartfields1 Chartfields2 H Chartfields3 ” Details

Dis"ill’i:ﬂﬂl‘ Percent ¢ Location ¢ GL Unit © Account Alt Acet ©

Asset Information

‘ Show All ‘

1 | 1nn,mmn| ‘LSUNO Q‘ ‘LSUNO q| \sasm Q‘

2 | | a| al| al|

I Load Values From Defaults ]

4

Step

Action

Split a Distribution Line for Multiple Distribution Lines (continued)

Click the Replace Distribution Lines list item.

. Replace Distribution Lines
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Please provide percentage at distribution lines for ‘Replace’ option.

Step Action

10. Split a Distribution Line for Multiple Distribution Lines (continued)

You are prompted to provide a percentage for the distribution lines. In this
example, Line 1's percentage will be 75 and Line 2's will be 25. The Percentage
distribution must equal 100%.

Click the OK button.

OK
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Mass Change  Done |

»

~ Line Information

Note: The information below does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are avaiiable for sourcing

Supplier ID |uoooooz1oe Q‘ Buyer |W—Q|
Supplier Location 0000000001 Q] cagoy [ Q
w Shipping Information
Ship To |1es3oou a ‘ Due Date |07i2712025 |

Attention |KAREN O'CONNOR - RM 9|
Comments

) Ship Via [GRND a
Freight Terms |DES q|
~ Distribution Information
Accounting Tag | Q‘
oy Ot
Please enter GL Business Unit before selecting other chartfield values
Chartfields1 H Chartfields2 H Chartfields3 ” Details ” Asset Information H Show Al ‘
Dis‘"'bi"“g“g Percent ¢ Location < GL Unit © Account ¢ Alt Acct <
1 100.0000 ‘LSUNO Q‘ ‘LSUNO q| ‘546700 Q‘
2 | a| al| al|
Step Action
11. Split a Distribution Line for Multiple Distribution Lines (continued)
Enter the desired information into the Line 1 Percent field. Enter "75".
12. Split a Distribution Line for Multiple Distribution Lines (continued)
Enter the desired information into the Line 2 Percent field. Enter "25".
13. Split a Distribution Line for Multiple Distribution Lines (continued)
NOTE: You must complete all requisition line information for Line 2 across
Chartfieldsl, 2, and 3 tabs.
Enter Chartfields1 tab information:
* Location = LSUNO
e GL Unit = LSUNO
* Account = 546700
NOTE: Accounting Tags cannot be used to populate fields.
14. Split a Distribution Line for Multiple Distribution Lines (continued)

NOTE: The values entered in the Location, GL Unit, and Account fields are
used for training purposes only. You will enter values appropriate for your
requisition in the Production database.

Enter the desired information into the Location field. Enter "LSUNO".
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Step

Action

15.

Split a Distribution Line for Multiple Distribution Lines (continued)

Enter the desired information into the GL Unit field. Enter "LSUNO".

Mass Change  Done |

a

w Line Information

Note: The information below does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are available for sourcing

Supplier ID |uoooooz1oe Q‘ Buyer |W—Q|
Supplier Location 0000000001 Q] Category |70‘|
w Shipping Information
Ship To |1es3oou a ‘ Due Date |07i2712026 |

Attention |KAREN O'CONNOR - RM 9|

Comments —
Ship Via |GRND q|
4 e @
Freight Terms |DE5 Q|
w Distribution Information
Accounting Tag | Q‘
“Apply Dis([jril;l:tgizg | Replace Distribution Lines V‘
Please enter GL Business Unit before selecting other chartfield values
[ Chartfields1 H Chartfields2 H Chartfields3 ” Details Asset Information ‘ Show All ‘
DiStibution Percent ¢ Location & GL Unit © Account ¢ AltAcct ©
1 | 75.uouo| ‘LSUNO Q‘ ‘LSUNO q| ‘545700 Q‘
2| 250000 [LSUNO a | [Lsunol a] al|
4 [ ”
Step Action
16. Split a Distribution Line for Multiple Distribution Lines (continued)
Enter the desired information into the Account field. Enter "546700".
17. Split a Distribution Line for Multiple Distribution Lines (continued)
Click the Chartfields2 tab.
Chartfields2
18. Split a Distribution Line for Multiple Distribution Lines (continued)

NOTE: Accounting Tags cannot be used to populate chartstring fields.

Enter Chartfields2 tab information:
* Fund Code =111

* Dept = 1663001

* Program = 53000

* Class = 10105
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Mass Change  Done |

> LITTE MTOTITTOTT

Note: The information below does not reflect the data in the selected requisition lines. When the "OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines thal are available for sourcing.

Supplier ID_[0000002106 a Buyer |W—Q|
Supplier Location 0000000001 Q| Category |7Q|
w Shipping Infermation
Ship To | 1663000 a Due Date [07127/2026 &)

Attention |KAREN O'CONNOR - RM 9¢

Comments —
Ship Via | GRND al

Freight Terms |DES a|
w Distribution Information

Accounting Tag | Q ‘

*Apply Distribution

Changes | Replace Distribution Lines v‘

Please enter GL Business Unit before selecting other chartfield values

[ Chartfields1 H Chartfields2 H Chartfields3 ” Details ” Asset Information H Show All ‘

Operating Unit & Fund Code © Dept & Program < Class ©

| al |11 o | 1663000 a | [s3000 al 10105

| a al| al al|

I Load Values From Defaults ]

4

4

Step Action

19. Split a Distribution Line for Multiple Distribution Lines (continued)

NOTE: The values entered in the Fund, Dept, Program, and Class fields are
used for training purposes only. You will enter values appropriate for your
requisition in the Production database.

Enter the desired information into the Fund Code field. Enter "111".

20. Split a Distribution Line for Multiple Distribution Lines (continued)

Enter the desired information into the Dept field. Enter "1663100".

21. Split a Distribution Line for Multiple Distribution Lines (continued)

Enter the desired information into the Program field. Enter "53000".

22. Split a Distribution Line for Multiple Distribution Lines (continued)

Enter the desired information into the Class field. Enter "10105".
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Mass Change

-
w Line Information
Note: The information below does not reflect the data in the selected requisition lines. When the 'OK' button is clicked, the data entered on this page will
rep\ace the data in the corresponding fields on the selected lines that are available Tor snurcing
Supplier ID |uouoooz1oe a ‘ Buyer [BLAVZI |
Supplier Location |0000000001 Q] category | Q|
w Shipping Information
Ship To |1es3oou a ‘ Due Date |07f2712028 |
Attention |KAREN O'CONNOR - RM 9|
Comments —
Ship Via [GRND a
A
Freight Terms |DES q|
w Distribution Information
Accounting Tag | Q ‘
“Apply Disg:":;gzg | Replace Distribution Lines V‘
Please enter GL Business Unit before selecting other chartfield values
[ Chartfields1 H Chartfields2 Chartfields3 I Details Asset Information ‘ Show All
Operating Unit < Fund Code © Dept & Program © Class ©
| al|m a| 1663000 a | [s3000 a| 10105
| al [m a | 1663100 a | |s3000 a| [tomws
[V nad Vahias From Nafanks | v
. >
q
Step Action

23.

Click the Chartfields3 tab.
Chartfields3

Split a Distribution Line for Multiple Distribution Lines (continued)

24.

Enter Chartfields3 tab information:
¢ PS Business Unit = LSUNO

Split a Distribution Line for Multiple Distribution Lines (continued)

NOTE: Accounting Tags cannot be used to populate chartstring fields.
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Mass Change  Done |

-~
w Line Information
Note: The information below does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are available for sourcing
Supplier ID |uouoooz1oe a ‘ Buyer [BLAVZI |
Supplier Location |0000000001 Q] category | Q|
w Shipping Information
Ship To |1es3oou a ‘ Due Date |07f2712028 |
Attention |KAREN O'CONNOR - RM 9|
Comments ]
Ship Via [GRND a
| S
Freight Terms |DES q|
 Distribution Information
Accounting Tag | Q ‘
“Apply Disg:":;gzg | Replace Distribution Lines V‘
Please enter GL Business Unit before selecting other chartfield values
[ Chartfields1 H Chartfields2 ” Chartfields3 ” Details Asset Information ‘ Show All ‘
PC Business Unit ¢ Project & Activity © Source Type © Category <
[ al | al [ al| al |
al | al| al| al|
[\ nad Vahias From Nafanks | v
] >
.
Step Action

25.

Split a Distribution Line for Multiple Distribution Lines (continued)

NOTE: The PC Business Unit must be populated if the chartstring includes a
Project ID. The Project ID cannot be entered isf the PC Business unit is blank.

Enter the desired information into the PC Business Unit field. Enter "LSUNO".
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Mass Change | Done |

a

~ Line Information

Note: The information below does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are avaiiable for sourcing

Supplier ID |uoooooz1oe Q‘ Buyer |W—Q|
Supplier Location 0000000001 Q] categoy [ Q
w Shipping Information
Ship To |1es3oou Q‘ Due Date |07f2712025 |

Attention |KAREN O'CONNOR - RM 9|

Comments ]
Ship Via [GRND a
4 - @0
Freight Terms |DES q|
 Distribution Information
Accounting Tag | Q ‘
“Apply Disg;l:lj‘gzg | Replace Distribution Lines V‘
Please enter GL Business Unit before selecting other chartfield values
[ Chartfields1 H Chartfields2 ” Chartfields3 ” Details Asset Information ‘ Show All ‘
PC Business Unit ¢ Project & Activity © Source Type © Category <
[ssomo al | a [ al | al |
(Lsuna a] | al| al| al|
[\ nad Vahias From Nafanks | v
. ] >
Step Action
26. Split a Distribution Line for Multiple Distribution Lines (continued)
Once all values have been entered, select the Done at the top-right corner of the
Mass Change page.
Click the Done button.
27. Split a Distribution Line for Multiple Distribution Lines (continued)

A message is displayed asking if you wish to retrofit (replace) field values on
existing lines with the new distribution.

Click the OK button.

OK

28. Split a Distribution Line for Multiple Distribution Lines (continued)

Click the Schedule Details button.

[[Z ScheduleDetails
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Step Action
29. Split a Distribution Line for Multiple Distribution Lines (continued)

The *Distribute By is set to Quantity. However, you used a percentage for your
distribution. Quantities must be entered in whole numbers, so Line 1 cannot have
11.25 binders. You will need to change your *Distribute By to Amount if using a
percentage for physical items. You will need to change the *Distribute By on
each line item.

Click the button to the right of the *Distribute By field.

'

30.

Split a Distribution Line for Multiple Distribution Lines (continued)

Click the Amount list item.

Amount

31.

Split a Distribution Line for Multiple Distribution Lines (continued)

The Quantity field has changed to Merchandise Amount and displays the cost
to be charged to each department for Line 1 items.

Click the Line 2 button.

32.

Split a Distribution Line for Multiple Distribution Lines (continued)

Click the button to the right of the *Distribute By field.

b

33.

Split a Distribution Line for Multiple Distribution Lines (continued)

Click the Amount list item.

Amount

34.

Split a Distribution Line for Multiple Distribution Lines (continued)

Click the Line 3 button.
Line 3
@.‘ﬁ Staples Hype Stick
@9 Highlighter, Chisel Tip,
Yellow, 24/Pack (ST62939)

External ltem

Page 154




Training Guide
LSUNO Only

Step Action

35. Split a Distribution Line for Multiple Distribution Lines (continued)
Click the button to the right of the *Distribute By field.

b

36. Split a Distribution Line for Multiple Distribution Lines (continued)

Click the Amount list item.

Amount

37. Split a Distribution Line for Multiple Distribution Lines (continued)

Click the Line 4 button.

38. Split a Distribution Line for Multiple Distribution Lines (continued)
Click the button to the right of the *Distribute By field.

T

39. Split a Distribution Line for Multiple Distribution Lines (continued)

Click the Amount list item.

Amount

40. Split a Distribution Line for Multiple Distribution Lines (continued)

Once all line items have been updated, select the Done button at the top-right
corner of the page.

Click the Done button.

41. Split the Distribution Line for Multiple Distribution Lines (continued)

You can either Save or Submit the requisition.

42. This completes Split the Distribution for Multiple Distribution Lines.
End of Procedure.
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Create a Requisition for Next Fiscal Year

Create a Requisition for Next Fiscal Year

Procedure

In this topic you will learn how to Create a Requisition for Next Fiscal Year.

Step Action

1. Create a Requisition for the Next Fiscal Year

When creating a requisition for the next fiscal year, it is required to set the
Accounting (Acctg) Date to July I to ensure that the requisition is charged in the
correct period.

i Menu ~ | Search in Menu [~ !O als PAT '@ ﬂ E @

LSU Health Financials ~ < 20f4 >

System Notifications Purchasing Approvals
PS9FSPAT This system has been You are not authorized for this page.
configured for eProcurement testing
(LSUNO and LSUSH). Contact the
support team with questions

si nee LSU

Speedtype Lookup Create Requisition eProcurement
o =k efb
o o
Report Manager | Process Monitor

LSU LSU

Step Action

2. Create a Requisition for the Next Fiscal Year (continued)

Click the Create Requisition tile.
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< LSU Health Financials

Cancel

w Header Defaults
Business Unit |LSUNO Q|
Requester |KOCON2 Q \
O'Connor, Karen B
Priority |m
Acetg Date |06/282026 i)
Currency |USD Q ‘

} Line Defaults
» Shipping Defaults
» Distribution Defaults

Requisition Defaults

weans FINANCIals PAT

@ Q

(>

Step Action

3. Create a Requisition for the Next Fiscal Year (continued)

SERVICE".

Enter the desired information into the Requisition Name field. Enter "COFFEE
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w Header Defaults
Business Unit |LSUNO Q|
Requester |KOCON2 Q \
O'Connor, Karen B
Priority |m
Acctg Date | 06/28/2026
Currency |USD Q ‘

} Line Defaults
» Shipping Defaults
» Distribution Defaults

Requisition Defaults s FINANcials PAT

Requisition Name |COFFEE SERVICE

@ Q

(>

Step

Action

Create a Requisition for the Next Fiscal Year (continued)

In the Requisition Defaults page, change the Acctg Date to 07/01 of the next
fiscal year. For example, for Fiscal Year 2027, the date 07/01/2026 is entered.

NOTE: Changing the Acctg Date to an older than today's date is not allowed.

Enter the desired information into the Acctg Date field. Enter "070126".

information.

b

Create a Requisition for the Next Fiscal Year (continued)

NOTE: You must enter Requisition Defaults before entering line-item

Click the Line Defaults arrow.

Q

Create a Requisition for the Next Fiscal Year (continued)

Click the Lookup Supplier ID button.
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Step Action

7. Create a Requisition for the Next Fiscal Year (continued)

Click the Search Criteria arrow.
3

Lookup

Search for: Supplier ID

w Search Criteria Show Operators
SetlD SHARE

(begins with)

Short Supplier Name
(begins with)

Only the first 300 results can be displayed.
(Bl =] soorows

. . Qur Old
s\;""’"""n 52;’;%“'""9’ SupplierName & Additional Name < Customer  Supplier

Number & ID ©

« Search Results

LADEFERRED
0000000017 'EADEFERRED COMPENSATION LA DEFERRED COMP

PLAN
0000000050 21ST JUDICIAL ZD}SS'IIilIlé?IgI(?LII_RT
0000000051 [ WARD - TRHWARD COURT
0000000065 MERICAN ERIAGE LIFE
INSURANCE
Step Action
8. Create a Requisition for the Next Fiscal Year (continued)

Enter the desired information into the Short Supplier Name field. Enter
"COMMUNITY".
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» Shipping Defaults |
» Distribution Defaulty

LTI Qi o
Search for. Supplier ID
.
~ Search Criteria Show Operators
w Header Defaults
1 SetlD SHARE B
Business Unit| Supplier ID ‘
(begins with)
Requestes Short Supplier N
pplier Name
begins with) COMMUNITY]|
Priority
~ Search Results
Acctg Date .
QOnly the first 300 results can be displayed.
Currency m = ‘ 300 rows
i = 3 Qur Old
v Line Defaults Supplier ID a""“ Supplier g, onliorName ¢ Additional Name < Customer Supplier | |
& ame & Number & 1D ©
Supplier ID§ G
LADEFERRED
Supplier Location| 0000000017 LADEFERRED COMPENSATION LA DEFERRED COMP 3
S oononnts LASTATE ENPLOVEES v
RETIREMENT

STATE EMPLOYEE STATE EMPLOYEE
GROUP BENEFITS GROUP -

. TEACHERS'
oooooooo40 [EACHERS peTReMENT

SYSTEM OF

0000000035 gon‘TE EMPL-

TEACHERS'
RETIREMENT SYSTEM

21ST JUDICIAL
0000000020 21ST JUDICIAL DISTRICT COURT

0000000061 ' TH WARD 7TH WARD COURT

COURT MARSHAL
AMERICAN

0000000086 HMERICAN  LrpiTace LiFE
INSURANCE

Step Action
9. Create a Requisition for the Next Fiscal Year (continued)
Click the Search button.
10. Create a Requisition for the Next Fiscal Year (continued)
Click the 0000002791 - COMMUNITY COFFEE LLC button.
11. Create a Requisition for the Next Fiscal Year (continued)
Click the Line Defaults arrow.
k
12. Create a Requisition for the Next Fiscal Year (continued)

Enter the desired information into the Buyer field. Enter "DHOLME?2".
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Step Action
13. Create a Requisition for the Next Fiscal Year (continued)

Click the Line Defaults arrow.

-

14. Create a Requisition for the Next Fiscal Year (continued)
Click the Shipping Defaults arrow.
4
15. Create a Requisition for the Next Fiscal Year (continued)

Enter the desired information into the Ship To field. Enter "1491500".

< LSU Health Financials Requisition Defaults wan Financials PAT @y Q

5

g
3

Cancel m

w Header Defaults

} Line Defaults

w Shipping Defaults

Business Unit |L5UNO Q ‘ Requisition Name |COFFEE SERVICE
Requester [KOCON2 Q|

Q'Connor, Karen B
Priority | Medium v
Acetg Date [07/01/2026 =)

Currency |USD Q ‘

(>

Ship To |1491500 Q ‘ Attention a
Due Date |
» Distribution Defaults
Step Action
16. Create a Requisition for the Next Fiscal Year (continued)

The Due Date will be the last day of the new fiscal year. For example, for Fiscal
Year 2027, the date will be 06/30/2027.

Enter the desired information into the Due Date field. Enter "063027".
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Requisition Defaults wan FiNancials PAT @ Q

Cancel

w Header Defaults
Business Unit |LSUNO Q|

Requester |KOCON2 Q \

O'Connor, Karen B
Priority | Medium v
Acetg Date [07/01/2026 |
Currency |USD Q ‘

} Line Defaults
« Shipping Defaults

Ship To [ 1491500 Q|

Due Date [063027

» Distribution Defaults

Requisition Name |COFFEE SERVICE

: 1>
Attention \

Step

Action

17.

O'CONNOR".

Create a Requisition for the Next Fiscal Year (continued)

NOTE: The name for the Attention field is used for training purposes only.
Enter your department person who will receive the items.

Enter the desired information into the Attention field. Enter "KAREN

18.

Click the OK button.
QK

Create a Requisition for the Next Fiscal Year (continued)

A message is displayed stating the Due Date is more than 30 days in the future.

19.

-

Create a Requisition for the Next Fiscal Year (continued)

Click the Shipping Defaults arrow.
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Step Action
20. Create a Requisition for the Next Fiscal Year (continued)

Click the Distribution Defaults arrow.

4

¢ LSU Health Financials Requisition Defaults wm Financials PAT @ Q

Cancel m

~ Header Defaults

} Line Defaults
» Shipping Defaults —
w Distribution Defaults (>

Accounting Tag Q

Business Unit |L5UND Q ‘ Requisition Name |COFFEE SERVICE

Requester [KOCON2 Q|

O'Connor, Karen B
Priority | Medium v
Acetg Date [07/01/2026 =)

Currency |USD Q ‘

[ Chartfields1 H Chartfields2 H Chartfields3 || Details || Asset Information H Show All ‘

Distribution
Lin

e - Percent & Location © GL Unit © Account © Alternate Acca

1o | [Lsuno Q| [Lsuno al| al |

Step

Action

21.

Create a Requisition for the Next Fiscal Year (continued)

NOTE: The Accounting Tag used in this example is for training purposes only.
When in Production, use an appropriate Accounting Tag for your department.

Enter the desired information into the Accounting Tag field. Enter
"0491500001".

22.

Create a Requisition for the Next Fiscal Year (continued)

Press [Tab] to populate chartstring information into the tabs.
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< LSU Health Financials

Cancel

w Header Defaults
Business Unit |LSUNO Q|

Requester |KOCON2 Q \

O'Connor, Karen B
Priority | Medium v
Acctg Date ||

} Line Defaults
» Shipping Defaults
w Distribution Defaults

Accounting Tag | Q ‘

Requisition Defaults

Requisition Name

weans FINANCIals PAT

COFFEE SERVICE

Chartfields1

‘ Chartields? H Chartields3 ” Details ” Asset Information H Show All ‘

@ Q

Distribution Line © Percent ©

Location <

GL Unit &

1 [100 | |suno

Q| [Lsuno

Account &

Step

Action

23.

Create a Requisition for the Next Fiscal Year (continued)

Enter the desired information into the Account field. Enter "543700".

24.

Click the Done button.

Create a Requisition for the Next Fiscal Year (continued)

25.

page.

Click the Gear button.

&

Create a Requisition for the Next Fiscal Year (continued)

If you are past the initial Requisitions Defaults page, the page can be accessed
again by selecting the Gear icon at the top-right corner of Create Requisition

26.

Click the Defaults link.

Defaults

Create a Requisition for the Next Fiscal Year (continued)
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Step Action
217. Create a Requisition for the Next Fiscal Year (continued)

You are returned to the Defaults page. Verify the Acctg Date is 07/01/XX, and the
Due Date, on the Shipping Defaults panel, is 06/30/XX.

Click the Done button.

28. Create a Requisition for the Next Fiscal Year (continued)
You can now continue with your requisition by selecting either Special Requests
or a Punchout supplier.

29. This completes Create a Requisition for Next Fiscal Year.

End of Procedure.
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Copy an Existing Requisition for Next Fiscal Year

Procedure

In this topic, you will learn how to Copy an Existing Requisition for Next Fiscal Year.

i Menu ~ | Search in Menu o !O als PAT Q & E @

LSU Health Financials ~ < 20f4 >
System Notifications | Purchasing Approvals
PS9FSPAT This system has been You are not authorized for this page

configured for eProcurement testing I su
his nce fi 'LS‘.‘
0

Speedtype Lookup | Create Requisition eProcurement
v 5o _ \@
o o
Report Manager Process Monitor

LSU LSU

Step Action

1. Copy a Requisition for Next Fiscal Year
eProcurement and non-ePro requisitions can be copied for the next fiscal year.

Click the eProcurement tile.

2. Copy a Requisition for Next Fiscal Year (continued)

Click the My Requisitions tile.
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¢ eProcurement My Requisitions wm Financials PAT @ Q

‘ Requisition Search H Keyword Search

No Requisitions match the filters applied. Update filters to find Requisitions.

Update Filters

Step Action

3. Copy a Requisition for Next Fiscal Year (continued)

The filter button acts as a search option to find requisitions using specific criteria
such as Business Unit, Requisition ID, From and To Date, and Requester. The
filter button will display differently on the page if My Requisitions displays
current date requisitions or not.

This example shows what the filter button looks like with no requisitions
displayed.
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¢ eProcurement My Requisitions e Financials PAT @ Q

‘ Requisition Search H Keyword Search

E

Action ffi A Business Unit/Requisition ID Requisition Date ~. Request State  Budget
o Requisition Name © S b & q Y o Status &

Total Amount &

® EBF;gJEglN‘NG LSUNO/0071096 07/22/2026 KOCON2  Open NotChkd  19821USD |

@ BIDERSFOREPRO | sunoioo7109s 0712212026 KOCON2  Pending NolChkd  17340USD |

Step Action

4. Copy a Requisition for Next Fiscal Year (continued)

This example shows what the filter button will look like when current date
requisitions are displayed on My Requisitions.

The filter options are the same regardless of which option is used.

5. Copy a Requisition for Next Fiscal Year (continued)
The Update Filters option will be used to search for a requisition.

Click the Update Filters button.

Update Filters
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¢ SEmErme My Requisitions s Financials PAT @ Q

{ Requisition Search H Keyword Search I

No Re

(3

(cancel) Filters  Done |
Business Unit |ﬁ| Requisition Name ‘7q‘
Requisition ID |7Q| PO Number ‘7q‘
FromDate (07292006 [ Tobae [ [
Requester |m| Entered by \79.\
Request State | Allbut Complete | v BudgetStas | |
supplier0 [ q SupplierName [ |
tem [ a Mom Description [ |
sipTolocation [ Q| suppliertemn ||

Step

Action

Copy a Requisition for Next Fiscal Year (continued)

You will use Business Unit and Requisition ID as your main filter options. You
can also use From and To Date, as well as Requester. /7 is not recommended to
use any of the other options.

In this example, you will select the blank option for Requester state, delete
Requester, and delete From Date. You will enter the Requisition ID as 0071095.

Click the button to the right of the Request State field.

W

Copy a Requisition for Next Fiscal Year (continued)

Click the Blank list item.

Copy a Requisition for Next Fiscal Year (continued)

Highlight the Requester ID and press [Delete].

Copy a Requisition for Next Fiscal Year (continued)

Highlight the From Date and press [Delete].
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Step

Action

10.

Copy a Requisition for Next Fiscal Year (continued)

Enter the desired information into the Requisition ID field. Enter "0071095".

Filters

Business Unit Requisition Name E
Requisition 1D PO Number S
From Date To Date
Requester Entered by E
Request State Budget Status

Supplier ID Supplier Name :
Ship To Location Supplier ltem 1D :

Clear

Step Action
11. Copy a Requisition for Next Fiscal Year (continued)
Click the Done button.
12. Copy a Requisition for Next Fiscal Year (continued)

The requisition information is displayed. Use the Actions menu to select the

Copy link.

Click the Actions button.

©
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13. Copy a Requisition for Next Fiscal Year (continued)

Selecting the Copy option will copy the requisition and bring up the Edit
Shopping Cart screen.

Click the Copy link.
Copy

14.

Copy a Requisition for Next Fiscal Year (continued)
To update the accounting date, select Continue Shopping.

Click the Continue Shopping button.

Continue Shopping

15.

Copy a Requisition for Next Fiscal Year (continued)
The main page for Create Requisition is displayed, along with the item from the
copied requisition in a cart on the right-hand side. Select the Gear icon and then

Defaults to bring up the Requisition Defaults page.

Click the Gear button.

&

16.

Copy a Requisition for Next Fiscal Year (continued)

Click the Defaults link.

Defaults
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Defaults  Done |
~ Header Defaults 5
Business Unit |LSUNO Q ‘ Requisition Name
Requester |KOCON2 Q ‘
O'Conner, Karen B
Priority | Medium ~
Acctg Date | 06/29/2026
Currency |USD Q ‘
w Line Defaults
Supplier ID[0000002106 a Catsgory [0 @]
Supplier Location |DUODOOOOO1 Q‘ Unit of Measure |EA—Q|
Buyer |BLAUZI Q|
w Shipping Defaults
Ship To | 1663000 a| Attention
Due Date | ‘
 Distribution Defaults
Accounting Tag | Q ‘
Chartfields Details Asset Information Show All I
iﬂ‘:,leio;r;l Percent & Location < GL Unit & Account & Operating Unit <
1 [100 | [Lsuno a | [Lsuno a | [s46700 al v

Step Action
17. Copy a Requisition for Next Fiscal Year (continued)
Change the Acctg Date to the new fiscal year. For example, for Fiscal Year 2027,
the date will be 07/01/2026.
Enter the desired information into the Acctg Date field. Enter "070126".
18. Copy a Requisition for Next Fiscal Year (continued)

Due Date is a required field, so you must enter the appropriate date. Requisition
Name and Attention are highly recommended fields, so consider entering
information into those fields as well. Verify the chartstring data.

Enter the desired information into the Due Date field. Enter "070826".
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Defaults [ Done |

~ Header Defaults

»

Business Unit |LSUNO Q ‘ Requisition Name

Requester |KOCON2 a]

O'Conner, Karen B
Priority | Medium ~
Acctg Date |07/01/2026 =)

Currency |USD Q ‘

w Line Defaults

Supplier ID |0000002106 Q ‘ Category |ungnn Q|
Supplier Location |DUUDODOOO1 Q ‘ Unit of Measure |EA Q|
Buyer |BLAUZI Q|

w Shipping Defaults

ship To [ 1663000 a| Attention

Due Date |070826

 Distribution Defaults

Accounting Tag | Q ‘
Chartfields [ Details [ Asset Information I Show All I
iﬂ',‘,:"g Percent & Location < GL Unit < Account & Operating Unit <&
1 [100 | [Lsuno a | [Lsuno a | [s46700 al v

Step

Action

19.

Copy a Requisition for Next Fiscal Year (continued)

Click the Done button.

20.

Copy a Requisition for Next Fiscal Year (continued)

Click the Checkout button.

‘2 Checkout

21.

Copy a Requisition for Next Fiscal Year (continued)

Review your requisition, make any necessary changes to the requisition, and then
select the Submit button when ready.

Click the Submit button.
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Step

Action

22.

Copy a Requisition for Next Fiscal Year (continued)
Your Checkout Confirmation page is displayed.

The Print Preview option is shown at the top-right of the page. Select the View
Approval Chain to view who needs to approve the requisition. If you are your
own Approver, you may select the Check Budget button to budget check your
requisition. On the lower left side, Next Steps are displayed. The user can select
any or all these options as needed.

23.

This completes Copy an Existing Requisition for Next Fiscal Year.
End of Procedure.
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