SAN MATEO COUNTY OFFICE OF EDUCATION
CECC Financial System

Entering Purchasing 2000 Requisitions

This documentation provides an overview of the steps to enter a Purchasing 2000 requisition. More
detailed information is available in the Financial 2000 Purchasing/Stores manual. This manual is posted
on the CECC Information page of the San Mateo County Office of Education website:

http://www.smcoe.k12.ca.us

To access the CECC Information page, call 650-802-5516 for the login information.

This document lists the steps to enter a new Purchasing 2000 requisition and should be used in
conjunction with the Financial 2000 Purchasing/Stores manual. To go directly to a complete
explanation of any of the steps, hold down the [CTRL] key and click on the desired step.
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1. Accessing Purchasing 2000

e Tolaunch Financial 2000, click on the Financial 2000 icon. - ﬁ
inancialz000

e To access Purchasing 2000, click on the Purchasing icon in Financial 2000.

%4 Financial 2000 =3

File User Preference  Help
i
= -
B = B B = B b B/B)B B B
A LF L EE

Accounts Budget Configuration  Credentials  EduRepaorts  Fixed Assets Personnel Position Feports 2000 System Admin “endors

Lookup Development Control
finsmecoe | District: 04 - Burlingame Elementary Schodl District il—‘f: 2007

2. Accessing the Requisition Wor kflow

e To access the Requisition workflow, click on the [REQ)] icon.

=~ Purchasing |:| |E| |X|
File Waorkflow Configuration  Utilities  Help

Purchasing
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3. Adding a New Requisition

e Click on the New Requisitions workflow.

=1 Requisition WorkF low

File Requisition Reports  Uklities  Send Message  Help

- O

Requizsition Workflow
=%} Requisition Inbox
Far Review
¥ Far approval
¥ Forlssue
¥ For P.0 Creation
¥ For Quote/BidAnfo
%} Requisition InProcess
o4 2wy Requisitions [1]
+- 2} Templates Ib

Current user: fingmcoe

Req # | Description | Type | Req Date | Entered By | Requestor | Location | Status |

000001 Copier Paper  “endor  06/30/2007 Fin SMCOE  Jing-ling Diiztrict Office Open

< | b
Fr/Di 2007/04 11/15/2008 - 250 PM
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Entering Purchasing 2000 Requisitions

e From the Requisition Menu, click the Add option.

=1 Reqguisition WorkFlow
File BELIENRGS Reports  Ukilities  Send Message Help

Edit Req # | Description

Type Req Date Entered By | Requestor | Location |5talus |

000001 Copier Paper

Send For Quokation/Info i
Send for Approval H
Delete

Print Requisition
Duplicate

Create Template

Create Systemn Template
Search

LELELE

Wendor  0B/30/2007 Fin SMCOE  Jing-Jing District Office Open

| b

Current user: finsmcoe

FréDi: 200704 11/15/2008 - 2:54 PM
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4, Completing the Requisition Tab

e All the fields with a green checkmark are required fields.

e Place acheckmark in the Annual Requisition checkbox if you order these items every year.
If you do this, you can roll this requisition into the next fiscal year and edit the information as
needed.

This saves you from having to enter all the information from scratch each year.

= New Requisition Entry - 000028 Check this box if this is

- — for something you order
Vendor |  Shipping | every year
Tope: Yendor - _\/.ﬁ.nnual Requizition: [ Status: |
MHumber: | Cause of Lazt Statuz Change:
Date: |
Enterad By
Dezcriphion; _ MEEa sy |
W Fequestar's Position: |finsmu:u:ue ﬂ \,/
Requestar's Mame: | \/
Building/ . \
i Type of Goods and ;
Department: | ﬂ \'/ Silrjvices: | ﬂ \v/
R oon; | Lacatiar: | ﬂ \/
Purchaze Order Mumber: | Purchaze Order Date: |
Item/Accounting | Aftachments Motes | Log | Approveal Trail |
ok Cancel | | Help
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5. Completing the Item/Accounting I nfor mation

e Click onthe[Item/Accounting] button

= New Requisition Entry - 000028

[rate:; |

Description: | Classraom Supplies

Requisition T Yendor T ]
Type: vendar Annual Requisiion: [ Status: |
MHumber: | Cause of Lazt Statuz Change:

Entered By:

Requestar's Pogition: |finsmu:u:ue ﬂ
Requestar's Mame: |Faith Kroeger
Building
Department: |Washingtnn Elementary ﬂ gi ':'E;;fmds e |431 DHristructional Supp ﬂ
Raam: | Location: |Washingtu:un Elementar_l,lﬂ
Purchaze Order Mumber: | Purchaze Order Date: |
Item/Accounting | Attachments Motes | Log | Approval Trail |
ok Cancel | Help
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51  EnteringtheltemLines

e Click the E | button to add aline for each item you are ordering.

e Fill inal theinformation for each item you are ordering on each line.

=1 Requisition ltemfAccounting Entry - 000028

Item Lines:

Cuantity) L0k Unit Price| Ext. Price Compl | Disc Rate) DizcAmt U

25000 25000 000 0.0000

i

Overall Digscount: | 0.00 % Q.00 Taotal ltens: IEI Total Requisition Amount: IU-UU

Accounting Lines: Accounting Method:  + Charge Tatal (" Charge per ltem Balance: ID.DD
'ﬂ;' Line#t| Fu-Rs-v-Goal-Func-0bj-5 ch-b gmt Percentage % Total &ccount Charges
Add
®
Delete

Search Accounts | Diztribute Evenly | Reszet Accounts | Tax/5H Breakdown | Check Balance |
- Percentage & Dollar %
Dverall Additional Charges: TaxRate: [5omn - Tax Amount. [0 000
Taxable 5 &H: | 0.00 | 0o
NonTakable S &H: | 0.00 [ 0o
» Description:
Additional Charges: | 0.00 | oo

Total SH & A: ID_DD

oK | LCancel Help
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5.2  Entering the Accounting Lines

e Click the ;E:'dd | button to add each accounting line to charge for this order.

e Click the [Search Accounts] button for alist of allowable accounts to charge.

=1 Requisition ltemfAccounting Entry - 000028

I-Func-0bj-S ch-k gmt Percentage % Total &ccount Charges

Delete

Item Lines: | ine #/ |tem #| Description | Quantity) UOM | Unit Price Ext. Price| Compl| Disc Rate| DiscAmt| Urit Cost| T
1 0025 #2 Pencilz 1200 b= 5.0000 E0.00 0.0000  5.0000
op 2 e —— 4
Add
- 3
Delete
< i | >
Overall Digscount: | 0.00 % Q.00 Taotal ltens: |2 Total Requisition Amount: |335-5?
Accounting Lines: Accounting Method:  + Charge Tatal (" Charge per ltem Balance: |335.5?

Sealch.f-\ccounts Diztribute Evenly | Reszet Accounts | Tax/5H Breakdown | Check Balance |
|
- Percentage & Dollar %
Dverall Addlllunalﬁges: Tax Rate: [gomn I Tandmount |00

Taxable 5 &H: | 0.00 | 0o

NorTaxable S & H: | 0.00 | ooo
» Description:

Additional Charges: I 0.0 I 0.0

Total SH & A: ID_DD

oK | LCancel Help
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e You can enter parts of the account number to narrow your search in the upper part of the

Account Search window.

e Click the [Search] button. A list of allowable account numbers will be displayed.

¢ Highlight the account number you want by clicking on the account.

e Once the account number is highlighted, click the [Select] button.

— Account Search

Fund

Goal Object

Resource Y'ear Function

School
900

Search far Acoount;, LT e s e Q00 Recards Matched: 241

b anagement

Fu-R =-v-Goal-Func-0bj-5 ch-t gt -
(01-0000-0-0000-7120-4300-300-810
(01-0000-0-0000-7500-4300-300-710 W

01-0000-0-1110-1000-4300-300-124
01-0000-0-1110-1000-4300-300-123
01-0000-0-1110-1000-4300-300-136
01-0000-0-1135-1000-4300-300-127
01-0000-0-1135-1000-4300-300-123

(%

e

=
>

Clear

Select

Cancel
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e Once al the account number have been entered, you can

0 Enter apercentage to charge to each account,
or

o0 Enter the dollar amount to charge to each account,
or

o Click the [Distribute Evenly] button to distribute the cost evenly to all the account lines.

=1 Requisition ltemfAccounting Entry - 000028

Click the [OK] button once all the costs have been allocated to the proper accounting lines.

Item Lines: | ine #/ |tem #| Description | Quantity) UOM | Unit Price Ext. Price| Compl| Disc Rate| DiscAmt| Urit Cost| T
1 00125 #2 Pencils 1200 b 5.0000 60,00 0.0000  5.0000
op 2 e ——
Add
b
Delete
< i | >
Dverall Discount: | 0.00 %] ooo

Taotal ltens: |2 Total Requisition Amount: |335-5?

Accounting Lines:

Accounting Method:

f* Charge Tatal (" Charge per ltem Balance: |335.5?
'ﬂ;' Linett| Fu-Rs-'-Goal-Func-Obj-Sch-Magmt |F'erc:entage °/o| Doallar $| Total Account Chargesl
Add 1 | 01-0000-0-1110-1000-4300-300-110
2 0000000000000 |
®
Delete

[ Gearch Accounts |

Distr_ibute Ewvenly | Reszet Accounts | Tax/5H Breakdown | Check Balance |

i 3
= =
Percentage %

- Dollar %
Dverall Additional Charges: Tax Rate: [gomn I Tandmount |00
Taxable 5 &H: | 0.00 | 0o :
Mon-Taxable S & H: I n.oo I n.oo
» Description:
Additional Charges: I 0.0 I 0.0
Total 5H & A: ID_DD

Help
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6. Completing the Vendor Tab

e Click ontheVendor tab.

e You can look up vendors by name by clicking on the [ Sear ch] button.

e You can automatically add special instructions by selecting the appropriate code (see below).

=1 Mew Requisition Entry - 000028

R equisition

Shipping ]

Mumber: |n|35549-n1

Eearcﬂ Suggested Yendor/Changes:

Mame:  |OFFICE DEFOT

3

Addreszz 1: |

Address 2 |

Confirmation Code;

Address 3 |

Faprment .
Terms: | Bid:

Ciky: |

State: |

Zip: Contract: |

Special Instructions:

Contact: |

Additional [nformation;

Phone: Pager:
Faw: E-bail:

Additional Instructions:

Code Dezcription

ok Cancel Save

= Lookup Table - SPECIAL INSTRUCTIONS TO ¥ENDOR

e

Add
Edit

Delete
Frint
Duplicate

Frint Farm

i

Special Instructions ta Yendor l

Code | Description
Back to School  Materialz/tems must be delivered a week before the 12t day of gchool
June 30 aterialz/tems must be delivered prior to June 30
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7. Completing the Shipping Tab

e Click on the Shipping tab.

e Select the appropriate Ship To code from the dropdown box. The corresponding ship to
information will automatically be displayed.

= New Requisition Entry - 000028

Requizition T Yendor
) Delivery Instructions:

Hip Ve IE‘I:":"ﬁ""“""'f""S x| Jwashing Elementary Sch Mo deliveries after 4P
Address 1: IBEI'I Howard Avenue <3 B
Address 2 I
Addresz 3 I

. . Receiving Instructions:
City: IBL""”E"E"-'-'E State: |D-‘-. 2 IEME”D Code Diezcription

Contact | Geraldine Ghiglier

Phare: |[55|:|] 2893280 Ship Via: I LI
Fax: E50 2533884 FOB: [Fop ]

Additional | nformation: Additional Instructions;

ok Cancel Save Help
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8. Saving the Requisition

e When you click the [Save] button, you will see a message that the requisition was saved.

= Mew Requisition Entry - 000028

R equisition T Yendaor T Shipping ]

) Delivery Instructions:
ship Ta: IEEIEI-W.-’-‘-.S LI I"v\-"as.hu'.g Elementary Sch M dalidiss farip

Address 1: IB[I'I Howard devenue

Address 2 I

Address 3 I

el Financial2000

City:

Burlingame

Contact | Geraldine Ghiglieri

Fhane: |[EEIZI] 259-3880 shi
Fax: |[I35IZI] 2593854 FO

Additional | nformation: Additional Instructions;

ok Cancel | Save gj:fa' Help
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9. Sending the Requisition for Approval

The newly saved requisition will appear in your New Requisitions workflow.
¢ Highlight the requisition by clicking on it.

e Oncetherequisition is highlighted, select the Send for Approval option from the
Requisition Menu.

e You can enter comments or leave the comments blank. Click the [OK] button to send the
requisition for approval.

=1 Requisition WorkF low

File BELIENRGS Reports  Ukiities  Send Message Help

Edit Req # | Description | Type | Reqg D ate | Entered By | Requestor | Location | Status |

add 000001 DierF’al Yendor DE(’S."T Fin SMCOE  Jing-ling Digtrict Qffice Open

m5... Wendor  0B/3 a7 Fin SMCOE  Faith ko “Waszhington Elementar . Open

Send For Quakation/Info

Send For Approval

Delete
Print Requisition

v
Duplicate E —
Create Template Q ==1 Enter Comments for the Approval: |__|®

Create Systemn Template
Search

LR LE

T User Templates

< | >
Current user: fingmcoe Fr/Di 2007404 11/15/2008 - 440 PM
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¢ |f theamount on this purchase requisition exceeds the available budget, you will see awarning
message notifying you about this situation.

e |f you proceed with the approval routing, a screen will be displayed showing you how the
requisition will be routed.

e Click the [Apply] button to proceed with routing the requisition for approval.

. Approval Path for, Requisition No - 28

Sequence | Position Pozition Type Encumbrance Buyer PO Creator
1 finsmooe Purchaging Mon-Buyer Mo Mo Mo
2 FPRIM-A azhington Principal ez Mo Mo
3 Contraller Contraller M Mo Mo
4 CeO CeO Mo Mo Mo
A PO Creator PO Creator Mo Mo Mo
G PO Creator PO Creator Mo Mo Yes

Apply ‘%% Yiew Rule

Rev. 11/17/08
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e You will see aconfirmation message letting you know where the requisition was sent for

approval.

—=4 Requisition WorkFlow

File Reqguisition Reports LUtilites  Send Message  Help
_' i Requisiion \WorkHow F!egﬂ_l Diescription I Tupe I Feq Date I Enterad By I Fequestar I Location I Statuz |
.:."5.1' Requisition Inbox 000001 Copier Paper  “endor  06/30/2007  Fin SMCOE  Jing-Jing Diiztrict Qffice Open
% ForReview 000028  Clasgroom 5., Vendor  06/30/2007 Fin SMCOE  Faith Kro...  Washington Elementar...  DOpen
¥ Far approyal
;---'5" For lesue
% ForP.O Creation
- % For Quote/Bid/rfo
%) Requisition |r-Process
ﬁ,.l' Mew Requisitions [2)
=%t Templates
& Sustem Templates
=3 Uger Templates
i Sent to Principal, Washington
Mew Status ; Requisition Sent Far Approval
< il | >
ICurrent user fingmecoe | |Fr/Di 2007/04 11/415/2008 - 453PM -

Rev. 11/17/08
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10. L ocating a Requisition Sent For Approval

After you have forwarded arequisition for approval, it will move from your New Requisitions workflow
to your Requisitionsin Process workflow.

e Highlight the requisition by clicking on the requisition number.

e Click onthe View Approval Path option on the Requisition Menu.

=1 Requisition WorkF low

File BELIENRGS Reports  Ukiities  Send Message Help

Feq#t | Description Type Fieq Date Entered By | Fequestor | Location Status

Clagsroom 5., Wendor  06/30/2007 Fin SMCOE  Faith Kro...  Wazhington Elementar...  Open

Print Requisition

Duplicate @ 1
Create Template 2

Create System Template
Search

M

=) New Requisitions (1]
=3} Templates

o Syztem Templates
T User Templates

< | >
Current user: fingmcoe Fr/Di 2007404 11/15/2008 - 500 PM

Rev. 11/17/08
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e You will seethe sequential approval path for the requisition.

e Thepositionwitha‘Yes inthe”Current” column identifies the position currently holding the

requisition.
=3 ¥iew Approval Path |._|E

Seq | Cuirrent | Fiosition | Buyer? | Last Site? | FO Claze
m =" finzmcoe [SMCOE Financialz support
02 ez PRIM-w azhington [Frincipal, ' azhington] ez Help
03 =—r Controller [Controller]
n4 CBO [CEO)
05 PO Creator [P0 Creator)
& PO Creator [PO Creator] ez
< >

G records lnaded.

11.  Questionsor Need Assistance?

Call 650-802-5678 or submit aHelp Desk Ticket to hel p@smcoe.k12.ca.us for questions or assistance
with this documentation.
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