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Overview
While the primary focus of this training is to provide guidance on the creation of Purchase Requisitions,
we felt that it was important to all provide a brief overview of the purchase requisition life cycle from
requisition to purchase order to invoice. This guide will also provide guidance on some of the other basic
tasks in CFS such as setting up homepage tiles for easier navigation of the system and printing
requisitions.

The Requisition Data Entry page provides a tool for identified CSU Stanislaus employees to enter
requisitions directly into CFS. It is designed to automate and standardize the requisition process across
the entire campus. Once the requisition has been created it must be reviewed and approved by the
appropriate authority. Once the requisition has been approved, Procurement & Contracts will convert
the requisition into a purchase order. Any funds associated with the purchase requisition are pre-
encumbered once the requisition is approved and budget checked in the system.

Purchase Requisition Lifecycle Step by Step

1) Purchase requisition is created in CFS by Requester and Requester generates a CFS notification
which is then sent directly to the Approver.

2) Approver reviews the purchase requisition. If not approved, Approver notifies Requester of
necessary changes. The Requester makes the changes to the purchase requisition and generates a
new CFS notification and sends it to the Approver.

3) The Approver approves the requisition in CFS.

4) Procurement & Contracts receives the purchase requisition and assigns a Buyer. If the purchase
requisition cannot be processed, the Requester is notified and the requisition is canceled. If it can be
processed, the Buyer reviews the requisition, confirms pricing, and obtains additional quotes from
other vendors. The Buyer generates the purchase order.

5) The Buyer sends the purchase order to vendor via email, mail, or fax.

6) If applicable, the goods are delivered to Shipping & Receiving; Shipping & Receiving delivers to
Requester (or specified delivery site).

7) Vendor submits invoice to Accounts Payable who will forward via intercampus mail to the
Requester. Requester reviews the invoice for accuracy, marks ok for payment and signs. The invoice
is then returned to Accounts Payable for entry into CFS.

8) Invoice is paid by Accounts Payable.
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Adding Navigation Tiles to your CFS Homepage
This identifies how faculty and staff with access to CFS can add navigation tiles to their CFS Homepage
which appears when they first log in to CFS. This will allow for quicker navigation through the system.

1. Click on the NavBar icon at the top right.

ORACLE

2. Click Classic Home.

NavBar ﬂ-

Navigator

Recent Places

My Favorites

=

My Preferences

Classic Homej
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3. Navigate to the menu you want to add as a tile.

Favorites * Main Menu

Search Menu:

ORACI Navigator = | Search

Accounts Payable

Accounts Receivable

General Ledger

rocopooro e

Purchasing i) ; 83 Reconcile Requisitions 4
Suppliers 8 Request for Quotes £3  Review Reguisition Information 4
Set Up Financials/Supp| 8 Purchase Orders 5 Reports ’
Reporting Tools 8 Receipts D Add/Update Reguisitions |

The example above is the navigation to the Add/Update Requisitions menu for creating, editing, and
approving requisitions. Once you click on Add/Update Requisitions, it will take you to the appropriate
screen.

4. Select Add To and then select Homepage.

Favorites Main Menu » AddfUpdate Requisitions #& Home |

Sign out

ORACLE [ e — T P
[ vorome '

Requisitions |5 NavBar

| 5] Favorites

Find an Existing Value Add a New Value

Business Unit STCMP |Q
Requisition IDNEXT

Add

Find an Existing Value | Add a New Value

1. Click on the Add to drop down menu at the top right.

2. Select Homepage.

5. Select CFS 9.2.

Add to Homepage X

Choose from available homepages

CF59.2
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6. Click OK.

Add To

Added 'AddiUpdate Requisitions’ to CFS 9.2 Homepage

7. You will now see the Add/Update Requisitions tile on your CFS Homepage.

ORACLE ¥ CFS9.2

Add/Update Requisitions

ORACLE

PEDFLESOFT

8. Repeat these steps to add any additional tiles you wish to have on your homepage.
Tiles you may want to add

You may want to add these tiles to your CFS homepage if you are someone who creates purchase
requisitions:

e Add/Update Requisitions: Main Menu > Purchasing > Requisitions > Add/Update Requisitions
e Print Requisition: Main Menu > Purchasing > Requisitions > Reports > Print Requisitions

e Document Status: Main Menu > Purchasing > Review Requisition Information > Document
Status

e Print PO: Main Menu > Purchasing > Purchase Orders > Review PO Information > Print POs

You may want to add these tiles to your CFS homepage if you are someone who approves purchase
requisitions:

e Add/Update Requisitions: Main Menu > Purchasing > Requisitions > Add/Update Requisitions

e Document Status: Main Menu > Purchasing > Review Requisition Information > Document
Status
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Creating a Purchase Requisition
This sections covers how authorized Requesters can create a new purchase requisition in CFS as well as
the information that should be attached.

1. Log in to CFS from the campus portal.

2. Click on the Add/Update Requisitions tile on your CFS homepage.

ORACLE

Add/Update Requisitions

ORACLE
PEQPLESOFT

1. Click on the Add/Update Requisitions navigation tile.

2. If you do not have the tile set up, you can navigate to NavBar > Navigator > Purchasing >
Requisitions > Add/Update Requisitions.

3. To create a new requisition, click the Add button.

Requisitions

Eind an Existing Value Add a New Value

Business UnitSTCMP |3
Requisition ID NEXT

Find an Existing Value | Add a New Value

Do not change the Requisition ID from NEXT.
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Changing your Business Unit

If you find that you do not have access to the necessary business unit, please contact your supervisor to
discuss having it added.

Requisitions

FEind an Existing Value Add a New Value

Business Unit[STCMP
Requisition IDNEXT

Add

Requisitions Look Up Business Unit %

Help

- — Business Unitf-ﬁeﬁins with v |
| Find an Existing Value || Add a New Value I —— .
Description| begins with - _

Business Unit/STCMP |@ Look Up Clear Cancel | Basic Lookup

Requisition IDNEXT

Search Results
View 100 First (4 1-50f5 (k) Last

T| Business Unit Description
STABS Auxilary & Business Services
STASI Associated Students Inc
STCMP CSU Stanislaus
STFDN CSU Stanislaus Foundation
Find an Existing Value | Add a New Value STUSU University Student Union

If you need to change to ASI or ABS, simply click the magnifying glass to open the sub-menu with the
additional business units. Once you find yours simply click on it and it will change accordingly.
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Requisition Header
The Requisition Header information will be automatically populated with your information.

Vaintain Requisitions

Requisition

Business Unit STCMP Status  Open ™

Requisition ID NEXT Budget Status Mot Chik'd
Requisition Name Laptop Purchase for D. Sawyer Copy From Hold From Further Processing

Header (%
*Requester 90003057392 R Merrifield Michelle
*Requisition Date [11/20/2019 B Requester Info
Origin (ONL QA online Eniry
*Currency Code usob Dollar
Accounting Date 11/20/2018 [z
NequisTion Detauls Add Comments Amount Summary (7

Requisition Activities
Total Amount 0.00 UsSD

Are we buying goods or services?
We will need to categorize if we are buying a service or a good. The system auto defaults to goods which
ensures that the appropriate taxes are triggered. Taxes should never be added as a second line to an
order unless it is being shipped to one of our off-campus groups (ESRP, etc.) Turlock and Stockton
campuses have their rates entered into the system and will calculate accordingly.

Changing from goods to services.

ltem Search Requester ltems
Line (7 Pe
Details Ship To/Due Date Status Supplier Information Item Information Adtributes Contract Sourcing Controls | [[F=5)

Line Item Description Cuantity =JOM Category Price

i @, |Apple MacBookPro | i 3 [1.0000 EA |oy [20400 @ [2.799 9900

View Printable Version *Go to ...More...

To change from goods to services, we will first click on the icon to the right of the item box.



This will bring up the sub-menu where

Buyer 90004001307

Line Details

Buyer Name Sawyer Jr,

Category Code 20400

Description
*Transaction Item Description

IT-COMPUTER HARDWARE & PERIFHE

CSU Stanislaus Purchase Requisition Training

we will make the change.

L

Q,

Amount Sun

Dawid Buyer Information

Wiew Hierarchy

Apple Mac Book Pro

236 characters remaining

Preferred Language ltem Description

Expand All
Supplier Information (%

Item Information (%

Attributes (7
Contract (2
Sourcing Controls (%

(o] Cancel Refresh

Collapse All

Now we will expand all and modify the attributes box from Goods to Services. Simply click on the box

and select services.

Supplier Information (7
Supplier ID

Supp Loc
" d

Item Information

Supplier's Catalog
Supplier Item 1D

Collapse All

Jeaye

Manufacturer ID o Dewi
Description
Manufacturer's Item ID L
GTIN
Conniguration [mfo
Attributes (7
Physical Nature| Goods v L Am
Zer
Ins
Contract (2

T rnmndrsed 15

10
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The box has now changed to services. Select Ok to return to the main screen.

Attributes (2

Physical Nature ; Services v ) Amount Only
Where Service perfnrmedl Ship To Location v | Zero Price Indicator
| Inspection Required Inspe
Expand All Collapse All
Supplier Information (7
Supplier ID Q, Supplier Lookup
Supp Loc ) Supplier Details
[tem Information (2
Attributes (7
Physical Nature | Services v L Amount Only
Where Service Performed | Ship To Location A | Zero Price Indicator
I Inspection Required Inspec

Contract (7

Sourcing Controls (7

OK Cancel Refresh

11
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Adding the details

Header Comments (Required)

| New Window | Help |

Maintain Requisitions

Requisition
Business Unit STCMP Status Open ™
Requisition ID NEXT Budget Status Mot Chk'd
Requisition Name Laptop Purchase for D. Sawyer Copy From Hold From Further Processing
Header (%
*Requester P0003057362 Q. merifield, Michelle
*Requisition Date 11/202019 B Requester Info
Origin ONL A online Entry
*Currency Code USD Dollar
Accounting Date 11/20/2019 EN
Requisition Defaults Add Comments Amount Summary (7
Reguisition Activities
Total Amount 0.00 USD

Add Items From (¢

The requisition Header Comments page is used to provide additional information to the Buyer or the
Supplier. This is also where you will enter the vendor information if you are unable to find their Supplier
ID or if they are a new vendor to CSU Stanislaus.

Header Comments

Business Unit STCMP Requisition Date 11/20/2019
Requisition ID NEXT Status Open

*Sort Method | Comment Time Stamp ME *Sort Sequence | Ascending v Sort

Find | View All First (4) 1of1 (») Last
Inactivate +]

Comments

Use Standard Comments Comment Status Active

B

Send to Supplier Show at Receipt
Show at Voucher

Associated Document

(]
7]
(5]

Attachment Attach Vie D Email

From -= REQ STCMP-NEXT

Types of information commonly provided include and where they should go:

Box One: Contact Information

e Name, contact phone number, and email address for person(s) requesting this purchase (if other
than Requester)

12
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e Specific location for the delivery of items in the order
e Special Instructions (i.e. Rush Order Information)

Box Two: Supplier Information

e New Supplier Information
e Supplier Name
e Supplier Street Address, City, State, Zip
e Phone Number
e Email Address

e Identify if Vendor 204 Form has been sent to supplier (add as attachment if you have
received completed documentation)

e Taxpayer ldentification Number (TIN) if known*
e Existing Supplier Information (if cannot locate supplier ID)

e Supplier Name

Supplier Street Address, City, State, Zip

Phone Number

Email Address

Taxpayer Identification Number (TIN) if known*

Additional Boxes (if necessary)

e Copy of arecent quote
e Copy of the Certificate of Insurance
e Freight, shipping, and handling amounts

e Additional details about one or more line items (i.e., if you need more space to describe your
purchase than is provided in the Description field, you can add a comment to provide the
additional details)

e Provide Procurement with additional required information

e Do not worry about clicking any of the boxes (Send to Supplier, etc.), Procurement during review
will add any if necessary

*Do not include if the TIN is a person's Social Security Number.

Add an Attachment (Required)

13
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The requisition Header Comments page is also where documents are attached for use as a reference or
for use by the Procurement Department.

Header Comments

Business Unit STCMP Requisition Date 11/20/2019
Requisition ID MEXT Status Open
*Sort Method | Comment Time Stamp v i *Sort Sequence | Ascending v Sort
Comments Find | WView Al First (4) 1of1 (k) Last
Use Standard Comments Comment Status Active (NEHLELE [+]
EIL
P
Send to Supplier Show at Receipt

Show at Voucher

Associated Document

Attachment Aftach Email

From -= REQ STCMP-MNEXT

Types of commonly provided information include:
e Supplier/Vendor quotes
e Order attachments
e Additional approval signatures
e Other required documentation
Note: You can only attach one file to each header comment box.

Requisition Line Details

Complete each requisition line (including line information, schedule information, and distribution
information) before adding another line. As long as the requisition status remains open, you can make
changes to any field you have entered.

1. Complete the following fields: Description, Quantity, UOM, Category, and Price.

Line (2 Personalize | Find | View All | (2 | L:_E’
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls

Merchandise

Amount platis

Line Item Description Quantity *UoM Category Price

s @, |Apple MacBook Pro- | @ €& [1.0000 EA |a [20400 Q [2,799.9900f 2,799.99 Open

The description box is limited to 254 characters for description and has a limited view on the home
screen. To review the information for verification, please click on the arrow box to the right of the
description.

14
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ITerm Searcn HeguesIer Iems
Line (7
Details Ship To'Due Date Status Supplier Information Item Information Afdtributes Contra
Lirve IHtem Drescription Cuantity =L
1 By (e Apple MacBook Pro - E2, [1.0000 EA (o1
View Printable WVersion =G

This will bring up a pop-up that allows you to review and modify the description as necessary. Please try
to be as descriptive as possible. Also, please do not put in a part number at the beginning of the
description. Any part number should be at the very end of the description.

Requisitions
= Help

1 |Apple MacBook Pro - 16" Display with Touch Bar - Intel Core i9 - 16GE Memory - AMD Radeon Pro 5500M - 1TE
298 |ssD - Space Gray

9_
n
./
g
ch
=l Wie
5_ 132 characters remaining
Return
5

—

Each Category is associated with an Account code. CFS may change the Account code to match the one
that goes with the Category you select. However, you can manually change the Account code on the
Distribution screen later.

Updating the Ship To /Due Date

Line (7 Personalize | Find | View All
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls
ine Item Description Due Date Ship To

1 By Q, |Apple Mac BookPro (2 Fl [STANMAIN |G

TS NS T N T e - i B Rdnra

1. To access the Ship To/Due Date to make changes, click on the tab labelled Ship to/ Due Date

Line (7 Personalize | Find | View All
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls

ine Item Description Due Date Ship To

D Q. |Apple Mac BookPro F BTANMAIN |Q

R b LY P,

2. To change the ship to date, please click on the calendar icon next to the due date box, this will open
a pop up box with a calendar.

15
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AT T

Add Items From (#

November v | | 2019 v

Purchasing Kit Catalog S WM T W T E s

Item Search Reguester [tems
Line (¢ Pgrson T2
3 4 5 68 7 8 9

Details Ship To/Due Date Status Supplier Information Item Information Affributes Contrgct
10 11 12 13 14 15 16

ine Item Description Due Date 17 18 19 20 21 22 23

_ 24 25 26 27 28 20 30
=S Q. |Apple Mac Book Pro 12

iew Printable Version *Go tol

4 Current Date ' »

3. Using the drop downs and days, you can change the date to reflect the actual expected date of
delivery.

Status Open 7
Budget Status Mot Chk'd

Message

se for D. Sawyer In Further Processing

Feguester

Q Merrifield My \\/arming — Schedule due date is out of range. (10200,233)
! |
Q

Cnline Entry

Dollar

El

If you receive the above error message, simply click ok to override and the correct date will appear.

_ine (7 Personalize | Find | View All |
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls

ne Item Description Due Date Ship To

1 & @, |Apple Mac Book Pro | 1) 12/25/2019 ] BTANMAIN |G

Modify the Chartfields for the Line Item

For each line item, you will need to view the Distribution screen to verify or modify the chartfields that
will be charged for the line item.

1. Click on the Schedule icon at the far right of the Requisition Line.

Line (2 Personalize | Find | View All | 7 | E First (4) 1of"*
Details || Ship To/Due Date || Status || Supplier Information || Item Information || Aftributes || Contract || Sourcing Controls

Merchandise

Line Item Description Quantity =UOM Category Price Arnount

Status

1R @ |Apple MacBook Pro- | 2 €5 [1.0000 EA |q 20400 @ 2,799.9900i 2,799.99 Open O ;| S

2. Click on the Distribution icon next to the left of the Status column,

16
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Line Find | View Al First (4
1 Item Apple Mac Book Pro Quantity 1.0000 Each Merchandise Amt 2,7
Schedule Personalize | Find | View All | (2] | L:_ﬁl First (4 14
Details
Sched *Ship To CQuantity Price Mem:ﬂéﬂﬁ Due Date Attention To Status
1B BTANMG, =] [1.0000 2,799.99000 2,799.99 12/25/2019 | |Merrifield,Miche S _;}, Pictive

3. Verify that the chartfields on this screen are correct for this purchase and modify the fields as
needed.

Jistributions
Chartfields || Details || AssetInformation || Budget Information

Merchandise

Distrib  Status Percent Quantity Amount GL Unit Account Oper Unit Fund Dept Program
1 Open 100.0000 1.0000 2,799.99 STCMRQ, 619804 Q Q, [60106|Q Q Q
oK Cancel Refresh

Chartfield rules that CFS enforces:
e Must be a valid Account, Fund, Dept, Program, Class, or Project code
e Fund/Dept combination (not all fund codes are available for each department)

e Account/Fund combination (some fund codes restrict which account codes can be used with
them).

e If there are any questions regarding which codes to use in the chart fields, please contact your
budget analyst, stakeholder, accounting, or grant department (if purchase involves grant
dollars).

Rules that CFS does NOT enforce, but CSU Stanislaus does:
e Delegation of Authority for Department ID

e CFS will only check that you have entered a valid department ID; it will not check
whether your approver has delegation of authority for the department ID.

e (CSU Stanislaus runs a process on all approved purchase requisitions to check that the
approver has delegation of authority for all department IDs used on the purchase
requisition. If not, the requisition will be put on hold and you and your approver will be
notified. The requisition will NOT be processed until the necessary corrections are
made.

Be sure you know the department ID(s) for which your approver(s) have delegation of authority.
If an approver approves a requisition for a department for which they do NOT have delegation
of authority, the only solution will be to cancel the requisition, re-create it, and then have the
correct approver approve it.

17
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4. Once you have verified that the information on the Distribution screen is correct, click OK.

ApETuLIaL S, IVTUILE SRS B I LD

Distributions
Chartfields || Details || AssetInformation || Budget Information

Merchandise

Distrib  Status Percent Quantity Amount GL Unit Account Oper Unit Fund Dept
1 Open 100.0000 1.00000 2,799.99 STCMEC, 619804 aQ Q, |G0106|Cy Q,
Ok Cancel Refresh

5. Click Return to Main Page to go back to the main Requisition Entry screen.

Business Unit STCMP Requisition Date 11/20/2019
Requisition 1D NEXT Status Cpen

Return fo Main Fage

L =
e

1 Item Apple Mac Book Pro CQuantity 1.0000 Eac

Schedule Personalize
Details [F==¥

sched =Ship To Quantity Price M&rcﬂ:,:gl‘ﬁet Due Date
1 % ISTANM,Q =1 [1.0000 2,799.99000 2,799.99 12/252019 |[5)
Lid Shin Tn Cammantc
6. Saving the requisition
Tote
Add ltems From (=
Purchasing Kit Catalog
Item Search Requester ltems
Line (%
Details Ship To/Due Date Status Supplier Information Item Information Afttributes Comr
Line Item Description Quantity =M
I <), |Apple Mac Book Pro LA EE [1.0000 EA |3y

View Printable Version !

[F] save ||[=] Motify i Refresh

You can click the Save button to save your requisition on this screen. In order to save a requisition, you
must have filled out all of the line details.

18
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7. Upon successfully saving, you will notice a Requisition ID has been assigned.
Requisition

Business Unit STCMP

Requisition ID 0000006359

Dranicitinn Mama | antnn Boarchaca for M0 Qounrar

At this point in time, you can still modify any part of the requisition including adding additional lines,
changing quantities, etc.

Adding additional lines
1. Click the plus sign icon at the end of the Line Details to add additional line items.

e (2 Persunalize'Fiﬂd"u’\e‘:f,-\\i\@lE First 4) 1of1 (b L
fails || Ship To/Due Date || Status || Supplier Information | Item Information || Affributes || Centract || Sourcing Controls

i : = Merchandise
ltem Description Quantity *UOM Category Price i Status

1R Q. |Appie MacBookPro | 71 [1.0000 EA |@ 20400 @ 2799.9900i 2,799.99 Open Cw E| A

2. Enter the number of line item rows you want to add and click ok.

SEURAFELY EWMIF LY EEF ERE S CF KELIUIST UM _TTEMS. KEUIUIST TIUIN S L BL

cfs.calstate.edu says

lavigat{ Enter number of rows to add:

Status Open 4 X
Budget Status Mot Chk'd ﬁﬁ

Remember that you can't save your requisition until ALL blank rows are populated. It's recommended
that you add just one row at a time: add one row, fill out the line item information, click Save, and then
add another row.

This way, if you are interrupted while filling out the requisition, you will only lose the one line item row
you were working on if you are timed out after 20 minutes of inactivity.

19
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3. You can now proceed with filling in the line item information.

Remember you still need to go to the Distribution screen to verify the chartfields for this line item!

Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls
_ine Item Description Quantity *UoMm Category Price xl;r;t’.:ﬁrdise Status
1Ry @, [Apple Mac Book Pro | 7 B [1.0000 EA @ [20400 @ [.799.9300i 2,799.99 Open O g
i Q B 00000 a a [ 0.00 Open Om B

e e Malntn Dnmin#inm £ bm Rmen -

4. Once you have completed all line item rows and added any comments/attachments, click Save to
make sure all of your changes are saved.

Tote
Add Items From (¢
Furchasing Kit Catalog
Item Search FReguesier ltems
Line (¢
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Con
Lire Hem Description Ciuantity =DM
RS, <1 |Apple Mac Book Pro P Ead E3, [1.0000 EA |3
View Printable Version
[F] save =] Motify o= Refresh

Next Steps
Are you ready to send this requisition for approval?

Not ready to send for approval yet? You can simply sign out of CFS if you are done. You can return
and find your requisition to continue working on it later.

Now that you have saved the requisition, let’'s move it on for approvals.

20
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Sending a Requisition for Approval

This section covers how purchase requisition Requesters can send the requisition to the appropriate
Approver.

Business Unit STCMP Status Open = |X

Requisition ID 0000006859 Budget Status - Not Chid =
Requisition Name [Laptop Purchase for D. Sawyer Hold From Further Processing
w2

“Requester 90003057392 Q Merrifiela. Michelle
*Requisition Date 11/20/2019 ] Reguester Info
Origin ONL Q. oniine Entry
*Currency Code USD Dollar

— . laamnmnan =

1. To begin the approval process, you will need to click on the green check mark. The status will then
change to approved.

Business Unit STCMP Status x

Requisition ID 0000006859 Budget Status  Not Chkd =

Requisition Name |Laptop Purchase for D. Sawyer Hold From Further Processing
Header (7
*Requester 90003057392 Q Merrifiela, Michelle
*Requisition Date |11/20/2019 [ Requester Info
Origin ONL Q' oniine Entry

*Currency Code usb Dallar

Accounting Date 112012018 [

2. Next you have to budget check the requisition. To do so, you will click on the icon to the right of the
budget status.
Requisition

Business Unit STCMP Status  Approved )(

Requisition ID 0000006859 Budget Status Not Chicd

Requisition Name Laptop Purchase for D. Sawyer Hold From Further Processing
Header (7

“Requester 90003057392 Q' Merrifield Michelle
*Requisition Date [11/20/2019 el Requester Info
Origin [ONL Q& Aniine Entr

3. Once completed you will have an “Approved” status and a “Valid” budget check

Status Approved X
Budget Status Valid

Hold From Further Processinn

21
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4. To send to the appropriate approver, you will need to select “Notify” at the bottom of the page

[ine (7 Person:
Details || Ship To/Due Date || Status || Supplier Information || Item Information || Aftributes || Contract || Sourcing Controls |

ne Item Description Quantity *UOM Category Price :‘fnr('
1 Fél Q| Apple Mac Book Pro 4@ EEJ, 1.0000 EA |G 20400 Q 2,799.99001
sw Printable Version | Delete Requisition | *Go to . More._..

Isave ||[@" RetumtoSearch | 45 PreviousinList  |J5 NextinList [|[=] Motiiy || Refresh |

5. This will bring up a pop-up screen where you will select the first level approver.
Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUF RECIFIENT to search for a name. Click DELIVERY OPTIOMNS to view or change the method of it

Notification Details Lockup Recipient

To: || Delivery Options
y: [ RichText
CC:
-
BCC:
-
Priority:
Subject: | Requisition #0000006859 - Please see Item (1) below %
-
Template: | Requisition Motification for STCMP #0000006859. Detail -

messages are listed below.

1 - This is a request to approve the Requisition -
2 - This is a general inquiry

Message:

e

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

OK || cancel || Apply |

6. You will need to look up the recipient’s details in order to select the appropriate person.

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

Lookup Recipient

To: || Delivery Options

P [ RirhTaxt
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7. A pop-up will open and you can search for the approver. This process is done by last name.

Lookup Address

Recipient Search

Mame: |

| Search |
Search Results Personalize | Find | View Al | (2| [ First (4
To cC boo Recipient Email Address User ID

. Addin Becipientlist |

Recipient List

To:

o
cC:

-
BCC:

o
. 0K || Cancel |

8. How the screen should look when you find your approver. To select the approver and add to the
recipient list, you will click on the “to” box and hit add to recipient.

Lookup Address

Recipient Search

Mame: Linderman

Search Results Personalize | Find | View All | (3 | @ First (4) 10of1 (. Last
— cC bcc Recipient Email Address User ID

(| (| I ﬁ Linderman, Regan rindermang@csustan.edu 90002302303

Add to Recipient List ||

[ T
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9. The approver should have populated in the “to” box. All you have to do now is hit “ok” and the
requisition is routed for approvals.

Lookup Address

Recipient Search

Name: Linderman
Search
Search Results Personalize | Find | View All | (20| E Firs
To cC bec Recipient Email Address User |
r.gn Linderman,Regan rlinderman@csustan_edu a000;

Add to Recipient List

Recipient List

To: Linderman, Regan/90002302398
A
cc:
S
BCC:
o
0K Cancel

10. The approver will receive an email similar to this with instructions on how to access the requisition.

From: tdonovanl@csustan.edu

Sent: Wednesday, November 20, 2019 11:40:56 AM (UTC-08:00) Pacific Time (US & Canada)
To: Debra Da Rosa

Subject: Requisition #0000006856 - Please see ltem (1) below

Requisition Notification for STCMP #0000006856. 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 Storer Coachways

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

https://ds.calstate.edu/?sve=cfs

***(Click the below link to view the Requisition page®™**
https://cfs.calstate.edu/psp/FCFSPRD/EMPLOYEE/ERP/c/REQUISITION ITEMS.REQUISITIONS.GBL?Page=PT WF NOTIFY&Action=U&BUSINESS UNIT=STCMP&REQ 1D=0000006856
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11. You have now created, filled out, and routed a requisition for approval!

(WO0HOO
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