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Processing Steps / Field

Screenshot / Description
Name

Click on either the Purchasing
or CFS End User navigation
tile and navigate to
Add/Update Requisition.

Purchasing

CFS End User

1. Click on Add.

¢ CFS92 CFS Purchasing < CFs92 CFS End User
2% Process Monitor " £% Process Monitor
: Requisitions Requisitions
v
%4 Report Manager R epon Maneoe! Add a New Valuo
£nd a0 Existng Vaue | Adda New Value
73 Query v 24 Query v
UnkLACHP 3
1 Requisitions A R NEXT A ChartFields v
|Awu»¢au Requisitions | -~ | - | ¥ Procard v g
Requisiion Document Status m 1 g"::‘:’“"’" & Purchase A m
o Sl vk | A v ki Find an Existing Value | Add a New Value
Dot Chec Requisition Inquiry
W Review Requision ifo 4 Requisition Accounting Entries
I Purchase Orders v Add/Update Requisitions
Maintain Requisitions
Requisition
2. Click on Add Comments
Business Unit LACMP Status Open
Requisition ID NEXT Budget Status Not Chk'd
Requisition Name Copy From [IHold From Further Processing

Header (7

*Requester

Cortez.Susan
*Requisition Date 04/29/2019 [ Requester Info
Origin [ONL Q' online Entry
*Currency Code USD Dollar
Accounting Date 04/29/2019 5
q Defaults ~ AddC 2 Amount Summary @
Requisition Activities
Total Amount 0.00 USD
Add Items From (7
Purchasing Kit Catalog
Item Search Requester ltems
Line (2 Personalize | Find | ViewAl | 1| B First (4 101 & Last
Details || Ship To/Due Date || Status | SupplierInformation || ltem Information | Aftributes || Contract | Sourcing Controls
L [ Descript Quant ‘UOM  Cat P Morchmadkes | | vsta
ine em escription uantity ! ategory rice Pk atus
1B Q @ & [0.0000 Q Q 0 0.00 Open Om B HE
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ONLINE REQUISITION GUIDE
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Processing Steps / Field Screenshot / Description
Name
Add Comments Page
Header Comments
Add the following comments: Business Unit LACHP Requisition Date 04/20/2019
Requisition ID MEXT Status Open
UNIVERSITY USE ONLY:
*Sort Method [ Comment Time Stamp - *Sort Sequence Sort
Department Name, Requestor
. Comments Find | View All First ‘4 1of1 ‘B Last
Name’ and Extension Use Standard Comments Comment Status Active Inactivate [+
BUILDING, ROOM NUMBER
. UNIVERSITY USE ONLY: Ex3
Char‘tﬂeld (eX. 6XXXXX-SF001- Department Name, Requester Name, and Extension
‘Chartfield (BX00K - Fund - Deptid - Prog/Proj (optional)
5XXXXX)
[ send to Supplier [ show at Receipt
. . . [ show at Voucher
When finished, click on the e
ok | button. Attachment Attach Email
From= REQ LACIP-NEKT
Note: Attach the approved Gancel | [ Refresh
completed IC form on this
page. Click on the Attach -
Associated Document
button to upload your
. Attachment Email
document, then click on the
ok button to return to
the Maintain Requisitions
page.
Maintain Requisition Page
Maintain Requisitions
Requisition
3. Description: Enter the _ "
Business Unit | ACHP Status
line item starting with the Requsiion 0 0000045630 Budget Sots 5
DeSCrIptIOn Of Service' “ R::msiton Hame. | Cankackr 0 Hold From Further Processing
~ Header @
and Independent Reaster SO
Contractor “Requisition Date 042672022 :
. Origin ONL Q
4. Quantity: Enter a i e Enty
. s Currency Code USD Dol Amout Summary @
quantity of ‘1’ and UOM e - -
6 Total Amount . E'.}E' [_br usD
Lot. Pre-Encumbrance us0
Balance
5. Price: Enter the price
Add ttems From @ Select Lines To Display (@
(total). N
. el Q Q Retreve
6. Click on Requisition b K
Defaults (located to the Line
left of the Add Comments i
I‘ k) Details Ship To/Due Date Status Suppler Inforpak 1 Information 4 Centract Sourcing Conirg 5
INK).
Line hem Description 3 Quantity “uom Category Price m::;‘di“ Status
1B Qe 8 & om0 LT Q %00 Q50000000 50000 Approved C®m B & -
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Processing Steps / Field Screenshot / Description
Name
Requisition Defaults Page
Business Unit LACMP Requisition Date  04/26/2022
. . . Requisition ID 0000045680 Status  Approved
7. Override: Click on the radio Default Options @ "
button O Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used

8. Supplier: Enter if you have a

@ Override 7

If you select this option, all default values entered on this page override the default values found in the default hierarchy,

preferred Vendor_ Cl|ck on only non-blank values are assigned.
Line
10
Q to look up the supplier Buyer & Unit of Measure |-O7 Q
id. 8 Supplier 0000083769 Q. EAGLETOOLS Supplier Location LOC1 Q
98200 Q Supplier Lookup
. Category 9

9. Category: Click on Q to Schedu

view a list of choices (EX. 11 ShipTo | NOTAX Q.| C8U, Los Angeles 12 N— Amount -

96219-Catering, 96200-Misc Due Date “Liquidate By | A1 -

Serv, 92403-Spec Lec or Utdmate Use Code & stip Via [LPSAR 9

. Attention T FOB
92401-Guest Artist). Make e Freight Terms
. Distribution
sure the Buyer section SpeedChart Q
remains blank.
. Distributions

10. LOT = Service or open _—

o rd ers Details Asset Information | Il

: . ica = 13

11' Shlp To' Open and Ser\”ce - Dist Percent GL Unit Account Oper Unit Fund Dept Program Class

NOTAX

. . . . 1 14 LACMP Q Q Q SF001 Q 500120 Q Q Q
12. *Distribute by/*Liquidate
OK ‘ Cancel Refresh

by: Service = Amount

13. Financial Chartfield: Enter
your Dept ID and Fund.
Program is an optional field.
Leave the Account field
blank, it will auto-populate
based on the Category code
chosen.

14. When finished, click on the

ok | putton. The

following page will display:
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Processing Steps / Field
Name

Screenshot / Description

15. Click on Mark All to check
all the boxesand | % ' to
return to the main page.

Retrofit field changes to "all” existing requisition lines/schedules/distributions.....

Business Unit LACMP Requisition Date  04/26/2022
. Requisition ID Stat
NOTE. You can return to equisition 0000045680 atus  Approved
.. . For 1edule defaults, Select 'Apply’ to apply changes to all lines and schedules
ReqU|5|t|on Defaults at any time For{ 15 efaults, Select 'Apply’ to apply changes to the Distrib Line
E: u select 'Apply’ for Distrib Line 3, the change is applied to each Distrib Line 3 on the requisition
if you add additional lines later "Apply to All Distribs' to apply changes to all distribution lines on the requisition.
Mark All Unmark All
or need to change one of these
| Retrofit Field Selection
values.
F Q 1-7Tof 7 ~ | Wiew Al
Apply= Distrib Line  Field Name Field Value Apply to All Distribs
Ship To NOTAX
I Supplier Location LOC1
1 Fund SFo01 ()
1 GL Unit LACMP (]}
Category 96200
Supplier 0000083769
Unit of Measure LOT
Refresh
i ) . Maintain Requisitions
Maintain Requisition Page Requisition
Click on Notify on the main Business Unit | ACMP Status  Approved x
Requisition ID 0000045680 Budget Status  Not Chkd g

page.

Requisition Name |IC Contractor

~ Header (@

O Heold From Further Processing

*Ri t 45203270294 Q
equester Diaz,Pedro
“Requisition Date | 04/26/2022
Requester Info
igin | ONL
Origin e Online Entry
Currency Code USD Dollar Amount Summary (D
Accounting Date | 04/26/2022
Total Amount 500.00 usb
Requisition Defaults Edit Comments Pre-Encumbrance 2,500.00 UsD
Requisition Activities Balance
Document Status
Add Items From @ Select Lines To Display @
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line Q o Q Retrieve
Line @
5 Q
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls 1>
Line Item Description Quantity *UomM Category Price
1B Q independent | 2 £ |1.0000 LOT Q| 96200 Q | 5000
View Printable Version “Gote --More.

Next in List

Previous in List

‘ Save Return to Search
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Processing Steps / Field Screenshot / Description

Name

16. To: Enter
BFSTaxCompliance@calstat
ela.edu email address

CC: Optional field

BCC: Optional field
17. Priority: Default; do not edit
18. Subject: Include

Send Notification

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

Lookup Recipient
Notification Details

16 To: BFSTaxCompliance@ecalstatela.edu

~
“Independent Contractor
” CC: Delivery Options

and Name P O RichText
19. Template: Default; do not .

edit #
20. Message: Add special 17 Priority: | 2-Med v

instructions 18 Subject:  Requisition #0000045680 - Independent Contractor “"/'
21. Clickon % [tosend the &

ema” notiﬁcation to the 19 femplate: |Requisition Notification for LACMP #0000045680. Detail

messages are listed below.
ONE-Stop and to return to » o v
. 1 - This is a request to approve the Requisition
the main page. 2 _ This is & neneral inauine 4
. . &

NOTE: The ONE-STOP reviews IC 20 [Vlessage:

form packages that have been
received for accuracy and

completeness. If clarification is l¢ send this notification and exit this page. Click Cancel to exit this page without sending a notification
. . 21 SR, )

reqwred, the departments will g o send this notification and remain on this page

be contacted via the requisition OK Cancel Apply

notification process.

NOTE: The ONE-STOP reviews IC form packages that have been received for accuracy and completeness. If clarification is
required, the departments will be contacted via the requisition notification process.

Email Notification Sample

Requisition #0000045094 - Independent Contractor Name

pdiaz@cslanet.calstatela.edu
T Diaz, Pedro

Requisition Notification for LACMP #0000045094. Detail messages are listed below.

1 - This is a request to approve the Requisition
2 - This is a general inquiry
3 - The Requisition has been approved and ordered from vendor ROTH STAFFING COMPANIES, L.P.

If you are not already signed in to CFS PeopleSoft, login using this link

https://nam10.safelinks.protection.outlock.com/?url=https%3A%2F%2Fds.calstate.edu%2F%3Fsvc%3D¢
FCTWFpbGZsb3d8eylWijoiMCAwLjAwMDAILCIQIjoiV2IuMzIiLCIBTil61k1haWwil CIXVCIEMn0%3D%7C200

*#*Click the below link to view the Requisition page***
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcfs.calstate.edu%2Fpsp%2FFCF!
7C6ebaeedebd75485eff5108da20185930%7Cce8a2002448f4f5882b1d86f73e3afdd%7C0%7C0%TCE378

NOTE: Please see Appendix A at the end of the
document for a complete guide to the following:
Requestor Notifies Approver to Approver Req,
Approver Notifies Requestor Req has been Approved,
Requisition to Check Notification Process


mailto:BFSTaxCompliance@calstatela.edu
mailto:BFSTaxCompliance@calstatela.edu
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Processing Steps / Field Screenshot / Description
Name
NOTE: If you have items
: Maintain Requisitions
that are a dlffe_rent category, Requisition
UOM or chartfield, change
e Business Unit | ACMP 22 status  Approved x
the row after you finish your Requisiton 1D 0000045550 Budget Status  Not Gk r
TGQUiSition defaults. quisition Name |IC Contractor 01 Hold From Further Processing
~ Header (@
22. Budget check and approve "Requester |45203270254 Q| Diaz,pedro
“Requisition Date |04/26/2022
Requester Info
23. Click on the ;JJ Save Origin |ONL a Online Entry
Currency Code USD Dollar A t S| @
button at the bottom of Accounting Date | 042672022 mrodnt Summany
. Total Amount 500.00 usb
the page. Once the save IS Requisition Defaults Edit Comments Pre-Encumbrance 2,500.00 usD
. el Requisition Activities Balance
complete, the Requisition Document Status
ID field will change from Add Items From ® Select Lines To Display @
Purchasing Kit Catalog Search for Lines
IN EX-I-I to the assigned Item Search Requester ltems Line Q To Q Retrieve
requisition number. Make e &
note of this number. 5 Qq
Contact your approver to Details Ship To/Due Date Status Supplier Information | | ltem Information Attributes | | Contract Sourcing Gontrols | Iy
approve the rEqUiSition' Line Item Description Quantity “UoM Category Price
1 B Q independent % & 1.0000 LOT @ |96200 Q| | 50004
23 |e Version “Go to More
| Save ‘ Return to Search Previous in List Next in List Notify Refresh
NOTE: If any required fields are missing, you will receive a warning message. All required fields
will need to be filled out before the page can be saved.
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