Creating a Requisition in SFS

New York State Office of General Services
Business Services Center
Empire State Plaza
Albany, NY 12242
(Phone) 518-457-4272
(Fax) 518-486-9166

In this module,
you will learn
how to create a
requisition in
SFS.

To begin, click

SFS Applications.

File Edit View Faverites Tools Help

O/l & hitps://nysis.<fs.ny.gov/psp/SFS/EMPLOVEE/EMPL/h/ab=

DEFAULT

{‘? Favorites | {:3

| (& Employee-facing registry content

STATEWIDE
FINANCIAL
SYSTEM

Enterprise Menu

+ SFS Applications

# My Content

# Reporting Tools

= My Instant Messaging
= Change My Passwaord
- My Personalizations

- My System Profile

-
SFS Communications = [ My Reports

Welcome to the Report Folder
Statewide Financial System (SFS) |Me&= M
Agency User Portal! NYGRO033  Gener

MNYGLO363 NY_BC

First time logging in? See the "BEFORE using the SFS"
section below for important steps and information regarding
your password.

NY CSHBAL AE Gener

201301~
See the 1/11 issue of Enterprise Connection for information ES BP Gener:
on: SAVE THE DATE: Fiscal Year End Kickoff Workshop on - e
1/24/13; Review Cost Centers Mapped to Invalid Values by 2/1/13;
Fiscal Year-End Impact: Status of Agency KK; Reports for i
Quarterly ARRA Federal Grant Reporting Posted: New Phase 2 Repart Mz
ASA Self-Senice Functionality Launched; new items posted to
SES website
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Click SFS
Financials (either
location).

e

File Edit View Favorites

Tools  Help

i} Favorites | {5

| @ Base Mavigation Page

Welcome

2 5FS Applications
- SFS Financials
- SFS Reports

# My Content

* Reporting Tools

STATEWIDE
FINANCIAL
SYSTEM

Mooy |
ﬁ SFS Applications

SFS Applications /
= My Instant Messagin E SFS Financials
- Change My Password SFS Financials
= My Personalizations

= My System Profile

SFS Reports
SFS OBIEE Reports.

0 Internet | Protected Mode: On #

Click
eProcurement.

| @ Employee-facing registry content
L

[

52 | €] https://nyfin.sfs.ny.gov/psp/fsem/EMPLOYEE/ERP/h/?

File Edit
i} Favorites | {5

View Favorites  Tools Help

s’s

Menu B B

Search:

®

[> My Favorites

[ Employee Self-Semvice
[ Manager Self-Service
[ Supplier Contracts

[» Customers

[ Promations

[> Order Management

[ Vendors

[* Purchasing /

[» eProcurement

[- Benvices Procurement

[ Lease Administration

[- Travel and Expenses

[» Billing

[» Accounts Receivable

[ Accounts Payable

[> Banking

[ Commitment Control

[» General Ledger

[» Statutory Reports

[ Set Up Financials/Supply Chain
[ Worklist

[ Tree Manager

[ Reporting Tools L5
[ PeopleTools

~ Tax Center

= My Personalizations
= My System Profile i

0 Internet | Protected Mode: On 3 ov H100% v

m

Done
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Click Create a
Requisition
(either location).

[E=SEEN
p -

S —
Navigation Page - Microsoft Internet Explorer provided by New York State OGS =y ™ -

' €| https://nyfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE Fielc + g Ry 2 | X Eﬁ'ing

File Edit View
[ ﬁFavorltes |{;§

|U ? Base Mavigation Page | |

Menu

[> Supplier Contracts

[ Customers

[ Promotions

[- Order Management

[ Vendors

[ Purchasing

~ eProcurement
[» Buyer Center
= Create Requisitio
= Manage Requisitions
= Approve Requisitions
= Procurement Card Center

Favorites  Tools  Help

ﬁ A > =3 @ v Page~ GSafety~ Tools~ @v >

=] eProcurement
Set up eProcurement; manage Ar approve eProcurement requisitions or POs.

Create Requisition Manage Requisitions
Create a new requisttion by browsing or Review requisitions, edit or view status,
searching company or external catalogs. cancel, receive, and return to vendor.

Approve Requisitions
Take actions on requisitions that require
your approval.

My Profile

ﬁ Buyer Center
Modify personal information and

= Procurement Card Center
Create/edit’approve purchase order; source @

Request procurement card; view

~ Wy Profile requisition; process change request. transactions; maintain merchant cross- preferences.
> Senvices Procurement £ vendors reference.
[ Receipts

[- Lease Administration

[ Travel and Expenses

[> Billing

[- Accounts Receivable

[> Accounts Payable

[- Banking

[ Commitment Control

[» General Ledger

[- Statutory Reports

[- Set Up Financials/Supply
Chain

[+ Worklist

[> Tree Manager

[- Reporting Tools

[> PeopleTools

= Tax Center

~ My Personalizations

= My Systemn Profile

3 Return to Vendors

m

¢l

Done 0 Internet | Protected Mode: On

NOTE: Items with
* are required.

The Business Unit
field
automatically
populates with
your agency.

———
€ Create Requisition - Microsoft Internet Explorer provided by New York State OGS

€] https://nyfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/c/PV_MAIN MENU.PV REQ ENTRY.G ~ &

File Edit View
[ ﬁFavorltes |{;§

|U ? Create Requisition

Favorites  Tools  Help

= eProcurement
[ Buyer Center

= Create Requisition
= Manage Requisitions @
= Approve Requisitions

= Procurement Card Center
= Iy Profile

[+ Services Procurement

Create Requisition

Specify Business Unit and Requester

*Business Unit: 0GSs01 (s} Office of General Services

Requisition Summary

*Requester: Q
There are no lines on this request. ed

oK

Please add new line in order to
save this reguisition

Total Lines:
Total Amount (). ]

Done & Internet | Protected Mode: On da v BI0% v
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To fill in the
Requester field
with the User ID,
click on the
magnifying glass.

Q

e [6¢ Yow fnontes lods iy
W feoites | 55

{8 Create Requisition

Create Requisition

E

ke | gpecify Business Unit and Requester

*Business Unit  OG6sor O y‘dmnnmnnmcns
— "Hequester [+}

(S|

Thert are he ines of tha request

Piease odd rew ine in oeder lo

aave tha requaben

Tetal Lirts:
Total deourd (J.

@ Internet | Protected Mode: On G Rms v

Select your _ :
name, or if you e BEWBLOEE/ERP/ /P, Y.GBLIPORTALPAR

i Ble ek View Favoites Tock Help
are acting as a .
proxy, select the 8 CrmteRequstion ] .
person you for
whom the
requisition is
being requested.

~ Look Up Requester

2 Requester: beginswih =

Looklp | Ctear | cancel | pasicianmp

== Search Results

Requision Sumanasy | i’
T o ot 8 3 P, m
smith34 SMITH, JOE M

.
Peast o2 sew ine in order 0

save thy requsiion

Tetal Lmas
Total Amount (1.

@ Internet | Protected Mode On o R0 v
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Click OK.

OPPSCHodez ERPEEDPP.SCPa

Fle Edit View Fooites Took Help
i Favorites | 55

8 Create Requisition

Create Requisition

- Specify Business Unit and Requester

ocsn Q Ofice of General Sences

“Requester; smith34 7, SMITH, JOE M
oK

There are no Ines an this request

Please add cew Ine in order fo
ave this nequidien

Tekal Lines: o

Total Amcunt ().

Done & Intemet | Protectsd Mode On - Ky -

The Create
Requisition page
is used to create
and define
requisitions.

Click the
Requisition

Name field and
enter a name
that is simple, yet
descriptive.

This is for your
reference only. If
it is not filled in it
will default to the
Requisition ID.

] Mtps./ptinst LRy AV EF PV SCNodez ERPEEORP S0P e |4 | SR 118
Fle Edt View Fpoites Took Help
i Favorites | 55
8 Create Requisition Biv B - e v Pagew Sy Tk @
- ePranurement . Help
i Buyer Gesler

Create Requisition
o m= = =
ar DK 1. Define Hequisition _;}; 2. Bdd Hems and Services —% 3. Review and Submit

 reguesler. and olher nfamation thal apelies ko the entire requisition.

C SenicasF
[ Lease Administrabion
[ Travel and Expenses - Business Unit Ofice of General Sendces
Requester: smith34 SMITH, JOE M “Curresicy:

Requisiton Nama: Priarity: Medium =

There are no Ines an this request

Please add cew Ine in order fo
ave this nequidien

Tobal L inex ]
Total Amcunt (USD).

& Intemet | Protected Modes On g RI0% -
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Click the arrow
(expand section)
next to Line
Defaults to open
the requisition
defaults fields.

| Mitpsii gt s s gowprg eV EMPLOYEE LR /P M WENLLP L ENTRY.GULTPORTALPARAM PTCHA=EP BV FEC ENTRY

Fle Edit View Fooites Took Help
i Favorites | g

8 Create Requisition

ePraturament Help
Buyes Center

Create Requisition

= =
[T 1. vetne Requisition Sk 2.Addiemsand Services 3. Review and Submit
pecily g, requester. and other information thal applies to the enting requisition.
- Business Unic Officit of General Serdces
" Requester: smith34 SMITH, JOE M “Curremcr.
iitiom Mame:  Pringss for BSC Finance Priarity: Medium =

There are no Ines an this request

Please add cew Ine in order fo
3ave this nequidien

Total Lines ]
Teeal Ameuns (USD).

& Intemet | Protected Modes On g v RW0% -

Leave Vendor
Location, Buyer,
Category, and
Unit of Measure
blank.

fle fdt Mwew Fportes ook fielp

o Favorites | 3

Bir B -0 o v Pagev Soteye Tacke @ "

&8 Creste Requisition

Create Requisition
& e B e E < o
3 1. Defi ti L Add ltems and Sevices 5 3. Review and Submit

4 |l neﬂzaqm!! on = : %

ey i requester, and glher informaion hal applies lo the enlre requisiion

Business Unit: OMice of Genera Seraces
v Requesir smith34 SMITH, JOE M LHrency:
—

Requisition Mame:  Printer for B&C Finance Pricuity: Medum =

There are no Ines on this request. 1 ™ o
Note: The detsults speciiad bielow will B2 applied 10 requisition knes ‘Where are no predanined values for thase felds

Pease bad sew Ine in ceder o0 r o
v it focaialion Vendor: 4 Vendor Location; Q

Buyer: aQ Category: Q Unix of Measure: a
Tokal Lines n
Tetal Ameunt (US0]. _
ShipTo:  OASO1 QU [ Mhodile Shipping Ackkess .
Dus Date: W Miation:
[ Chiartfiekdsi | Detads ' Assetbloemsion | ™
Locaion  GLUnit  Dept Program Fund  Accouni Profuct  BudRel :E:“ Progect Actiity m“ Category Subcategory OperUsit ChartField1  Chartfisid
QAS01 O OsS01 O eman O L& § q q Q q Q L | Q Q Q s § Q q
Cantinue
i . ;
Dene I Internet | Protected Mode On G s v
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If all items will be
purchased from
the same vendor,
select the
magnifying glass

O\ at Vendor.

2| it fpifin T my.pone pap oo EMPLOVEE/ERPY c/PV_MATN MENU PV REQ ENTRY GBLTRORTALPARAM TCNAN-EP PN REQ ENTRY GBLAEORR 5CNode- ERPREORR SCPoda-EMPLD" » ﬁ s
& =]
Ele [t Yiew Fguortes Jock Help

o Favorites | 3

B Create Requisition Bios B - o v pages ey Tocke @-

eFroourement |
b Bujer Cenner

Create Requisition
1 B e = 7 o
3 1. Defi i L Add Items and Services = 1. Beview and Submit
3 ’._* neﬂzequls!on = %
ey i requester, and glher informaion hal applies lo the enlre requisiion
Business Unit: OMice of Genera Seraces
T Requosier: I TOOP, DIANME L "Carrency:
—
Requisition Masme:  Prinker fr BEC Finance Priaity. Medium =

There are no Ines on this request. I -
Note: The detsults spfembad helow will B2 applied 10 requisition Ines when Where are no predefined valies for thase Balds
Peass bad saw Ine 0 oroer o

v it cocaiaBon Vendar: a Vendar Location: Q
Buyer: a Category: a Unix of Measure: aQ
Tekal Lines: o
Total Ameunt [US0] X =
04501 O [ ity Shipping Sgdieys E
Due Date: W Mielion:
| Chartfiekdst 3 Detais | Asvel blormation | :’_v - 7
Locaion  GLUnit  Dept Program Fund  Accouni Profuct  BudRel :E“M Progect Actiity m“ Category  Subcategory DperUsit  Chartfisld1 Chartfield
04501 0L Oaso1 L 3g702M O a a Q Q a a Q (¢} q q q a q
Cantinue
‘ 0 ,
Dene I Internet | Protected Mode On G s v

Type in vendor
information into
any field.

Select |,

B | Wttpsiprthn. ot s mygowpepscm EMPLOYEEEHF/c/PN_MAIN_ MENLLPY_RED ENTICEGEUIFORTALPAIAN P1ONAY: EP_PY_RED ENTHY, GILSTORPSCNode cERPEOPP SCPodalEMPLOT + 5
.

File Edn View Favorites Tocls Help
& Favontes |

& Create Requisiticn Bv B v v By Saleyr ook §-

eProaaement 1 '

I Buyer Canfer
Vendor Search
Vendor i Find

Hame: Cusiom Camputes Resot |
Shesrt Vendor

Hame:

City:

Country: 8 s :

Postal Code:

Pleass add cew Ine in ceder b

3ave s requaten @ Enler search oiterka bo find a verdor.

Sy 1o D¢

Total Lives.

Total Ameunt ([U50).

@ Intemet | Protected Mode: On i
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Select the correct
Vendor ID.

Ele [fdt View Fgvortes Tock Help
o Favontes |

Vendor Search

Vendor it Fing_ |
Mame: Cuslom Compuber Reset
Shor Viendor

- Mame:

Thee are ng ines oo ths requesl Postal Code:

Fleaps 52 raw Ing n ooder 10
save ths requstion

TetalLres
Total decunt (USDH

70 SUFFOLK COURT

C
2 1000005602  COMPUTER 70 SUFFOLK COURT HAUPPAUGE  NY B

Done @ Internet | Protected Mode: On G hans -

Shipping
Defaults

Check your Ship
To address. An
agency may have
multiple
addresses in SFS.

If it is correct,
proceed to the
next step. If itis
not correct, click
A to look up the
Ship to
information.

el i s vy g oy EMPLOYEE /ER /P _MAIN_MENL.PY_FEQ ENTRY GELIPORTALPARAM, PTCNAY=EP PY_FEQ ENTRY GALAZOPP SCNode~ EPREDRP SCPortal-EMPLO » 5 |
—

File fAn View Fpeortes ook Help
o Favorites | 3

{# Creste Requisiticn Bov B -0 mm o Pager Saferyr Toekv @ »

i eProcaterment . Haly
b Buyer Cester
Create Requisition
=] = 7 e =) : :
Lk 1. Define Requisition ._.,-:,t & fdd Items and Services -3% 3 Review and Submit
| Genaees Pronusment peciy Tequester, and omer pplies to ine endre requision
I Lease Adminisiraton
 Teawml = Ofice of Genersl Seraces
Requesier: smith34 SMITH, JOE M Currency:
Requisition Name:  Printae for BSG Finance Priorty:  Medium v
There are v ines on tha redutsl ’p .
Please 8dd sew Ine in ooder b I~ — - —
“:‘*Mm‘"l e Vendor; 1000005682 O vendrlocaton:  ANCHECK (1
Q, Category: q Unit of Measure: Q
TotalLrts. o
Totsl Amcurt (USD), ] ;- /
ShpTee  OaSo1 O [ Mooity Shipping Addmss
Due Date; [ mestion
Charificidat | Deials | Assetinfometien | 1)
locaion GLUMi  Dept Program Fund  Accouni Profuct  Bud Rel mﬂrtm Progect Acmiy ﬁm Calegory  Subcatogory OperUsil Charifed| Charfield 2
0rS01 O oms0r @ 3670214 O Q Q Q Q aQ Q Q Q Q Q Q Q Q Q
Confinun
‘ m '
@ Internet | Protected Mode On o Rs v

Page 8 of 27



Type in Ship To
Location and
click Look Up.

7 Favorites

There are ne Ines on tha request.

Please pdd rew Ine in ceder b
save tha requaden.

File fAn View Fpeortes ook Help

Look Up Ship To
Setil: SK\RI:/
Ship To Location: begins with = OGS

mwf negina wim -

— LookUp | Clew | Conesl | st onnup

Search Results

Cnly e frst 300 results can be csplayed. Enler more information a2ove and Search 3930 10 recucs e rumber of search resus.
View &8 «| tit0cian 3] Lagt

Total Lt
Tabal Amcurt (USD). (]

il
ABCO100101

EHCUI00E0
ABCOMOOINY

[easien o indusin- Clinlon
Dovision of Inshustry- Ayt

Dtaicn of indystr- Elrirg
Diigicn of Industr- Fighkll
wigion of o - Albion
Defaion ot gyt A
Jsion ol Industh-Corsacke
Dbdsion of Ingusinets

Jision of industry £astan
Disicn of Indugtre- Yy allil
Dedsisn of ndusin- Greens
Dtgien of Indusin - Bocvete
Db of Nicohot Beverage Ot
80 Soum Swan 51

217 Lenon S
535 Washinglun S
Dol ot ancylure & Markets

@ Internet | Protested Mode On

Select correct
location.

Eile [fdr View Fyvortes Tools Help
e Favoites | s

€8 Creste Requisttion
#q

Look Up Ship To

Selil: SHARE
Ship To Location: begins with = OGS
Description: begins wih =

= LookUp | Clear | Cancel |gacict oobup

Search Results

View &1

Please pdd rew ine nceder bo
Save Iha nequaben.

Toal Lies
Tekal Ancuct (150)

DGEII00401

QCE0100501
0GE0100501
0CE0100701

]
QGSQ100901
OCE0101001
0630101101
CCE0101201

frck ki
DGEI01401
QCENI0IS01
DG004601

QG001
OGSINB0T
0GE0101901
QGS010E001

1) ta0oetant [ Last

@ Intenet | Protected Mode On

iy

0% -
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If the address is
not specific
enough in the
Ship To you can
adjust by clicking
Modify Shipping
Address.

Fill in the
Attention field, if
known.

B Witps et of myagowt s EMPLOYER /ERP//PN_MAIN MENLLPY_REC) ENTILY.GELTPORTALPAIAN P1CHAYEP_PV_REQ ENTRY G| AEUPPSCNodeERRREOPP SCPodalEMRLET v 0] | ¢
—

File Edt View Favoiites Tock Help

o Favontes |

8 Create Requisition

eProaaement '
¥ Buyés Caniler

Create Requisition
(| [k oefine Requision [Er  2adiemsond Senices 58 3 Review and Submit
1 Survices Progutement Specily i . requester, and ofher i fhat applies fothe i
. Business Unit: Ofica of General Surices
= Requester smitha4 SMITH, JOE M "Currency:
tequisiion Sumamary Fequisiton Name:  Printer o BSC Finance Prioty:  Medum v
000005682 Q vendorLocaton:  UYNCHECK O
Q, Calegory: Q Uit of Measure: Q
ShipTee  OGSO1001T, [ wlzsfl;uulu-\oﬂrusg
Oue Dati: W Atteation o Smith
Chartfseddst Detaln | Asselmiematan | Ty
Location GLURK  Depe Program fund  Accowni Proguct  Bwd el ﬁ‘“ Project Aty %ﬂ“ Category  Subcategory OperUsit  Chanfiek1 Chartieid 2
ors01 X oms0r Q3670214 O Q Q a Q Q Q Q Q Q Q Q Q Q a
Confinuy
i = v
G Internes | Protected Mode: On G R v
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In the

Accounting £

Defaults — e ———

Chartfieldsl the | | &ceu s

Location, GL

Unit, and |

Department . |

auto-populate. Create Requisition

{0k 1. Define Requisiien [Er  2adiemsond Senices 58 3 Review and Submit
. P Specily requester, and ofer i st applies o the i
ChartFields are b Lease Aamistaion
d d :‘-TI?MQMEW!ES » Business Unit: Office of Generadl Senices
codes used to = | SMITH, JOE M
categorize e ] Requisition Name:  Printer fr BSC Finance Prioky:  Medum =

There are 2 ines on tha raquest

financial and et s & TR e
bUdgEt P Bayer: q Calegory: Q Unit of Measure: Q
transactions. Tt Ameunt (VS0 Shipping Defaulls

ShipTo:  OGEOHOMT, [ Aoty Stipping Sddvess

Oue Dati: W Atestion:  Joe Smith
Fill in the

Chartfseddst Dietain | Assel mfermatan | _) ya L,

Program, Fund, Lesion  GLUM  Dopt fara sccoun promer msrery/ BB proger  pony SOE Cosguy subcaugory Operiat Charrien 1 Chanies2
Budget OGS0 T, 0GSo1 Q 3670214 O 26287 O 10050 O Q Q @iz13 @ Q Q Q Q Q 4 Q Q 4

Reference, and *
Confinuy

other fields as
required. If you
are unsure of
your coding, : - —
contact your L2 @ It Prvested Mo On G+ hamn -
budget office.
Click Continue to
add items and
services.

NOTE: Budget
Reference must
be filled in or
requisition will
kick out.
Budget Offices
sometimes do
not include the
year in their
coding string.
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You are now in
the second step
of the Create
Requisition
process, where
you will add
items and
services.

Click Special
Iltem.

Y MAIN_MENULPY_REQENTEY GEIPORTALPARAM FTCHAY=EP_PY_REQ ENTRY. GBLESOPP.SCNodes ERPEEDPPSCPomsl=EMPLD" » 8§ | 13141 %
—

= Bing

i Favorites |

8 Create Requisthon

Manu $

eProcurernent
o Blger Canter

Travel and Expenses

Requisiion Summary

‘Thars are nz ines on this request

Pleapt 53 rew Ing o ooder

aave th e

File [dt View Fpeortes Jock Help

'

Create Requisition

e =i
L_;( 1. Deefin it 2. Add Mems and Services !i% 3. Review and Submit |
A limes 1o Te requisibion, forrialion necessary o p ch e o Senvce.
) Search

Seanch:

Fams Y Tengios P Ve -t ey D

Reovest an llem Bl is nol sted in I

alalug

Regquest 3 orve-time senice for 3 Ralles,

Request a service for which the fee is based on the lime worked

Total Lives.
Total Ameunt [UIS0);

Fill in the Item
Description. The
Item Description
field is used to
enter a complete
description of
the item
including:

Mfg. Item
Number
Item Details
(color, style,
etc.)

Region
Number
Hourly Rate
Etc.

wged

Request a servioe for which the fee is baved on lh

E

File  Edit

View  Favorites

Tools Help

e Favorites | 5

& Manage Requisitions

2R v [ @ v Pagev Safetyw Tooksv @+

sfs

Worklist Add to Favorites Sign out

Search: Help il
by Favortes Edit Requisition
> Employee Self- —
[> Manager Self-Senvice |E‘ 1. Define Requisition 2. Add Items and Services \g 3. Review and Submit ‘
[» Supplier Contracts
[> Customers Add lines to the requisition, specifying the necessary to procure each item or service
[> Promotions . Search
(> Order Management Search: ‘ O\—I
[» Vendors Catalog | Favorites | Templates
I Purchasing Special ltem
~ eProcurement

[» Buyer Center

= Create Requisition “Item Description: \Lexmavk E460dn Printer, Part Number: 3430700, Monochrome Laser Printer

porove Requisifions TES ~EIEEE —

= Procurement Card Center *Quantity: *Unit of Measure: Q L

- Wy Profile . . O i
> Services Procurement Category: O‘ Due Date: B
[ Lease Administration Vendor ID: 1000005692 Q, CUSTOM COMPUTER Suggest New Vendor
(> Travel and Expenses SPECIALISTS INC
[ Billing
> Accounts Receivable Vendor Item ID:
[» Accounts Payable 5 Q

Mfg ID:
(> Banking S
[ Commitment Control Mfg Item ID:
Additional Information Request New ltem

> Set Up Financials/Supply - "I Request New ltem

Chain
[+ 5FS Processes L

[ Send to Vendor [") Show at Receipt (| Show at Voucher
oK | Cancel | Add or Start New Type |
= My Personalizations
|~ My System Profile
@ Intemet | Protected Mode: On v ®10% v
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Fill in Price and
Quantity fields.

If this is blanket
requisition to
cover multiple
purchase orders,
the price and
guantity need to
be reversed. If
you need advice,
please call the
BSC at 457-4272,
option 1, option
1.

Eile Edit View Favorites Tools Help
7 Favorites ‘{:‘5

{@ Manage Requisitions Bv B - O ® v Pagev Sofetyv Tools+ @+

Worklist Add to Favorites Sign out

Help

®

- My Favorites Edit Requisition

(- Employee Self-Senvice =

[> Manager Self-Service | E‘

[> Supplier Contracts

[» Customers

[ Promotions

(> Order Management

[> Vendors Catalog | Favorites | Templates | Forms | Web | Special Request

[> Purchasing Special ltem

 eProcurement
[» Buyer Center
- Craats Reguisition “ltem Description:  L&Xmark E450dn Pri

L “Price: 566.22000

2. Add Items and Services \& 3. Review and Submit ‘

Q Search

1. Define Requisition &

Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: ‘

’,
Part Number 3450700, Monochrome Laser Printer

“Currency: -
= Approve Reguisitions
= Procurement Card Center *Quantity: 2.0000 *Unit of Measure: Q =
= My Profile N ’7 1
> Senvices Procurement Category: a Dueliaes &
[» Lease Administration Vendor ID: 1000005692 @ CUSTOM COMPUTER Suaggest New Vendor

(> Travel and Expenses

[ Billing

> Accounts Receivable Vendor Item ID:

(> Accounts Payable .

[ Banking Coles

[» Commitment Control

[» General Ledger

(- Statutory Reports

[+ Set Up Financials/Supply -
Chain

SPECIALISTS INC

Mfg Item ID:

Additional Information

Request New [tem
[T Request New Item

[» SFS Processes L
[7] send to Vendor [”] show at Receipt [7] show at Voucher B
oK | Cancel | Add or Start New Type |

= My Personalizations
= My System Profile

€ Internet | Protected Mode: On

Fill in Category
number. If you
do not know the
number, click <
to open a lookup
window for the
category.

Ele Edit View Favorites Tools Help
e Favorites | 5

{& Manage Requisitions

v Pagew Sofetyv Teols~ @+

i

Worklist Add to Favorites Sign out

Help «

®

I+ My Favorites Edit Requisition
[ Employee Self-Senvice —
[> Manager Self-Senvice | E‘
(> Supplier Contracts
[ Customers
[ Promations
(> Order Management
[ Vendors
(> Purchasing
-~ eProcurement
[ Buyer Center
- Create Requisition
= Manage Requisition:
= Approve Requisitions
= Procurement Card Center
= My Profile
[ Senvices Procurement
[ Lease Administration
[» Travel and Expenses
[> Billing
I Accounts Receivable Vendor Item ID:
[» Accounts Payable .
[ Banking Cols
[> Commitment Control
(> General Ledger
[» Statutory Reports
(> Set Up Financials/Supply -
Chain
[» SFS Processes 1N
[ Worklist
(> Tree Manager
[> Reporting Tools
> PeopleTools
- Tax Center OK |
- My Personalizations

1. Define Requisition & 2. Add Items and Services \g

Add lines to the requisition, specifying the information necessary to procure each item or service.

3. Review and Submit ‘

Q, Search

Search: ‘

mplates | Forms | Web | Sps Req

“Item Description: \Lexmark E460dn Printer, Part Number: 3430700, Monochrome Laser Printer
“Price: ’m *Currency: USD

“Quantity: ’W ,—Q
“Category: Q Due Date: B

1000005692 Q. CUSTOM COMPUTER Suggest New Vendar
SPECIALISTS INC

*Unit of Measure:

m

Vendor ID:

=
—

Mfg Item ID:

Additional Information

Request New ltem
["] Request New ltem

[”] Send to Vendor [")Show at Receipt (| Show at Voucher

Cancel | Add or Start New Type |

|~ My System Profile

& Intemet | Protected Mode: On fy v H100% v
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Typeina
description of

the item and click

Find |

AT MENULPY REG ENTRY GBLIPORTALPARAM TCHAN=ER Y REQ BNTRY GRLAECPP.SCNode= BRPBEOPRSCPoratsEMPLY = § |,
—

2

Eile [dt View Favortes ook Help
74 Favorites

eProcurement
I Buyer Center

Create Requisition

* Look Up Category

Pote, You may either Search or Browse o ook up e apgroprizte cabegory for your specil requesl
= b3

Desoripton = poter Find

Find in
Tree

[ Senaces Pracuremant
[ Lease Aaminisirabon
Travel and Expanses

There are no ines on this request.

Peast néd new Ine n oeder 0 1 &

save ths requisten

Total Lines:

Tkl Amaust (UE0)

@ Intemet | Protected Mode: On

3 M v Beger ieyr Tgokv @

Click on the

Description head
to sort the items

alphabetically.

Select the correct
item. Once you
have selected it,
you will return to

the main
window.

File Edn View Favorites Tock Help
W Favorites | i

8 Create Requisition

eProcurement Mot You may sihar Seanch o Browse 1 a0k 5 e APpeoprate calegony 1or your Specsal request

B fies
7 | Searchmy Desciphon = prter Find
Find
Cataloa Caugory Destripnen in
Trew
111 PO AL (TEMS 42210109 Eagtag printer ]
2HY PO ALL TEMS 43100 Eang printis &
INY PO AL TEMS AR Blar codu grinkey é
4MNY_BO AL TTEUS 82210 Compuler giners &
st 3 raw e n ooder R . ”
save this requaiion. SHY PO ALL ITEHS 4121715 Contast printar L
GHY PO AL TENS LEA04545 e printar @
Total Lo o i i3 1 3
Tetsl Amurt (JS0]; TR
B HY FD AL ITENS Prarant] Digfalimage panlers &
9NY PO ALL LTENS PRrarainy [0l mdeie pintars &
10 MY PO AL TEUS 4212 ¥ Sy w8
11 NY_PO_ALL_ITENS et Endostopicomniers of @
e o 00a3sy
12 NY POLALL TTEMS 4H0810 Fisoaraphic prnter &
13HY PO ALL ITEWS 45104501 Helivqraphic printar &
WY PO AL UTEMS s 101 StAmp pnntst é
15 Y PO ALL ITEMS 10151 it oo ecial &
16 Y PO ALL TENS 4104 &
17 MY PO AL TEUS 44103118 &
TBHY PO ALL MEMS 432120 é
19 HY PO ALL ITEMS 43212108 Ling i il &
M o (RBAET e o
20 N1 PO ENS 45112004 &
om
TANY P AL ITRUS A5 Mirtnlirha feasar prslars *- . ~
Done & Internet | Protested Mode: On

T
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Note that Vendor
ID came over
from the default
page.

Requisitions
must include a
vendor.

If the vendor
needs to change,
the BSC will
contact you for
approval first.

File  Edit

View Favorites

Tools Help

e Favorites | 5

& Manage Requisitions

o~ v [ e v Pagev Safetyw Tools~ @

Workist Add to Favorites Sign out
Help »
- My Favorites Edit Requisition
(- Employee Self-Service —
[ Manager Self-Service |E‘ 1. Define Requisition & 2. Add Items and Services \g 3. Review and Submit ‘
[» Supplier Contracts -
Add lines to the requisition, specifying the information necessary to procure each item or service.
search: | Q) Search
Catalog | Favorites mplates | Forms | Web | Special Request
Special ltem
- eProcurement
[» Buyer Center
= Create Requisition “ltem Description: \Lexmark E460dn Printer, Part Number: 3450700, Monochrome Laser Printer
= Manage Requisitions . 3D
— *Price: 566.22000 *Currency: S
= Approve Requisitions
= Procuremant Card Center *Quantity: 2.0000 *Unit of Measure: Q L
= My Profile N ’7 1
> Services Procurement Category: 43212105 Due Date:
[ Lease Administration Vendor ID: 1000005892 Q. CUSTOM COMPUTER Sugqgest New Vendor
[ T(a}tel and Expenses SPECIALISTS INC
[ Billing
I Accounts Receivable Vendor Item ID:
[» Accounts Payable Wifg ID: Q
[ Banking 910
(> Commitment Control Mfg Item ID:
[> General Ledger Additional Information
(> Statutory Reports
> Set Up Financials/Supply - Request New Item
Chain
[» SFS Processes L
(> Warklist
[ Tree Manager @
> Reporting Tools [7] send to Vendor [7] show at Receipt [7] show at Voucher
> PeopleTools W
e Addtem | cancel | Addor StartNewType |
- My Personalizations
|~ My System Profile
€ Internet | Protected Mode: On v H100% -

Fill in Unit of
Measure.

Click Q . If you
do not know the
unit of measure,
use EA.

File Edit View Favorites

Tools Help

e Favorites | 5

{& Manage Requisitions

[T - [ g v Pagew Safetyv Teokv @+

Workist Add to Favorites Sign out
Help »
- My Favorites Edit Requisition
[ Employee Self-Senvice —
[ Manager Sel-Service |E‘ 1. Define Requisition & 2. Add Items and Services \g 3. Review and Submit ‘
[» Supplier Contracts -
Add lines 1o the requisition, specifying the information necessary to procure each item or service.
Search: | Q Search
Catalog | Favorites mplates | Forms | Web | Special Request
Special ltem
- eProcurement
[» Buyer Center
- Create Requisition “Item Description: \Lexmark E460dn Printer, Part Number: 3430700, Monechrome Laser Printer
= Manage Req “Price: 566.22000 b 2 -
= Approve Requisitions HEES TR
= Procurement Card Center “Quantity: 20000 *Unit of Measure: Q L
= My Profile . ’7 1
I Services Procurement Category: 43212109 a Due Date:
[» Lease Administration Vendor ID: 1000005692 @ CUSTOM COMPUTER Suagest New Vendor
[> Travel and Expenses SPECIALISTS INC
[ Billing
» Accounts Receivable Vendor ltem ID:
[» Accounts Payable Wifg ID: Q
(> Banking L
(> Commitment Control Mig Item ID:
[ General Ledger Additional Information Request New ltem
(> Statutory Reports
> Set Up Financials/Supply - "] Request New tem
Chain
[» SFS Processes L
[”] Send to Vendor [”] show at Receipt ["] Show at Voucher
Addttem | Cancel | Addor StatNewType |
= My Personalizations
[~ My System Profile
€D Interet | Protected Mode: On v Bl0% v
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Select the correct
unit.

NOTE: BSC
cannot change
this selection.

If you need
advice, please
call the BSC at
457-4272, option
1, option 1.

Ele [fdnt View Fgvortes Tock Help
o Favontes |

{8 Create Requisition

eProcarement LN Lhain Lhain -
¥ Buyer Gemiler o Centibars Canlilfer |
@ Gontmatig Cantimetor
e | Cuibic Nlmeters S Millimy
GRT CRATE GRATE
LT Carlon Carton
LUF LubicFent CuFog
Cu Cubi Inches Culneh
o Coubic Melers Cu Mgt
L Lunic Vargs G Yarg
o Five Hundred =0
Thes are ng bes on tha requesl L&y Cavg D
5 Legrams Deciorm
Plamce ait sau e e oL Deilters Dagliter
egabiodie oot o Dedmetors Dogimstys
Log 260 GZ80
et Lt S o pea Cram - Avirdupsts Diam-Av &
Total deourd (USDI. " DRUL DRUM
3 Eareahil
FOR Fluig Dearn - Apeecaries’  Fluid Oram
EZ . By
13 Eest Eeel
& Grams Gram
G aalion - US LigwaMeasure  GAL USIEE
GLA Gafion - Apchecaries’ Gallon
Gl Gl - Liguld Mogsure Gl
GRP Graing - Apulhecaries’ Gran
G685 Lenss Gross
GRT ing - Trgg Graing
=i} Hunredg Hundrids
n Inches Inches
IH inh- Infalirs Intralrs
SR il J315
.1 Kiograms Elogeam =
G Internet | Protested Mode On G Rw0s ~

Leave Due Date
blank.

If an item is
needed by a
certain date, add
to Additional
Information.

Fle Edit View Favorites Tools Help
e Favorites | 5
& Manage Requisitions | |

sfs

v Pagew Sofetyv Teols~ @+

Home Worklist Add to Favorites Sign out

Search; Help =

®

I+ My Favorites Edit Requisition
[ Employee Self-Senvice

[ Manager Sel-Service | E‘ 1. Define Requisition Iy
(> Supplier Contracts

(> Customers Add lines to the requisition, specifying the information necessary to procure each item or service.
[> Promotions . Search
(> Order Management Search: ‘ Q—I
(> Vendors Catalog | Favorites | Templates | Forms | Web | Special Req

[» Purchasing Special ltem

-~ eProcurement
[» Buyer Center
~ Create Requisition “Item Description: \Lexmavk E460dn Printer, Part Number: 3430700, Monochrome Laser Printer

S *Price: 566.22000 “Currency: USD

= Approve Requisitions
- Procurement Card Center *Quantity: 2.0000 *Unit of Measure:

= My Profile
. “Category: 43212105 Q Due Date:

[ Senvices Procurement

[ Lease Administration Vendor ID: 1000005692 Q. CUSTOM COMPUTER Buggest New Vendor
[ Travel and Expenses SPECIALISTS INC
[> Billing
I Accounts Receivable Vendor Item ID:

[» Accounts Payable Wifg ID: Q
[ Banking 9 1b:
(> Commitment Control Mfg Item ID:

I General Ledger Additional Information Reguest New ltem
[» Statutory Reports R ——
[» Set Up Financials/Supply - lequest New ltem

Chain
[ SFS Processes a8
[ Worklist

(> Tree Manager
[> Reporting Tools
> PeopleTools

- Tax Center Additem | Cancel | Addor StarthewType |

- My Personalizations

2. Add Items and Services \g 3. Review and Submit ‘

m

[”] Send to Vendor [")Show at Receipt (| Show at Voucher

|~ My System Profile

& Intemet | Protected Mode: On fy v H100% v
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In Additional
Information, add
applicable
information
including:

Contract
Number
Quote
Number
B-1184
Number

PTP Number
Buy Desk
Discount Rate
for paying
early

Due Date

Click Add Item.

oMl © . https./prffin.sfs.ny.govi psp/fscm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PY_REQ STATUS.GBLFolderPath-PORTAL ROOT_OBJECTEPCO_EPROCURE! ~ i | [ +1 | x Bing
File

le  Edit View Favorites

Tools Help

I Favorites | 55

| & Mansge Requisitions

[ My Favorites
- I

Edit Requisition

-0 -=&

Home Worklist

[ Manager Self-Senice

[> Supplier Contracts

[> Customers

> Promotions

[» Order Management

[ Vendors

(> Purchasing

= eProcurement
[ Buyer Center
= Create Requisition

pprove Requisitions

= Procurement Card Center
= My Profile

[ Senvices Pracurement

[ Lease Administration

[> Travel and Expenses

[ Billing

[» Accounts Receivable

[+ Accounts Payable

> Banking

[- Commitment Control

> General Ledger

[> Statutory Repons

[ Set Up Financials/Supply
Chain

[» SFS Processes

= My Personalizations
|- My System Profile

‘E‘ 1. Define Requisition

e

2. Add ltems and Services =

3. Review and Submit ‘

Add lines to the requisition, specifying the information necessary to procure each item or senice.

Search: |

S al ltem

Catalog | Favorites | Templates

Forms | Web

Special Request

“ltem Description:

Additional Information

0GS Contract PT58730
Quote number 1649
B1184 No. 0GS01001-

[l send to yéndor

[] show at Receipt

|Lsxmark E460dn Printer, Part Number. 3450700, Monechrome Laser Printer

*Price: [ s86.22000 *Currency: USD
*Quantity: 20000 *Unit of Measure: EA Q
“Category: 43212105 Q Due Date: &
Vendor ID: 1000005692 @ cUSTOM COMPUTER Suggest New Vendor
SPECIALISTS INC

Viendor ltem ID:

Mg 1D: Q

Mfg Item ID:

Request New item
[] Request New Item

Q Search

[ Show at Voucher

addtiem [* cancel |

Add or StartNew Type |

Add to Favorites

Safety = Tools~ @~ =

m

@ Internet | Protected Mode: On

v ®0% -

In the same
manner, add all
other items to be
purchased.

Located on the
left side bar,
Requisition
Summary will
give you a
summary of the
requisition as it is
completed.

{ MAIN_MENLLPY_FEQ ENTRY GBS IPORTALPARAM FTCHAYV=EP Py REC FNTRY GBI SE0PP SCNode=TRPREOPR SCROAM=EMALD » &

i Favorites | 73

18 Crente Requisthon

Learnark E40dn
Printer

Tocal Linas: 1
Total Aswcurd (USD) S

Eile Edt Yiew Faeoites Tock Help

Create Requisition

2 Add hems and Services

Vendor I 1000005672

Vendar Bem ik
Mg ik
Wig e ID:

Aaiions| niormatoa

&

*Currency:
“Unit of Measure:
Dwe Dale:

CUSTOM COMPUTER
SPECIALISTS INC

20

el

| Shew at Vioucher

3 Swarch

Q
N
Suogest New Vondor

| .| Request New tem

AgdMem | Cancel | Add or Statiew Type

Done

@ Internet | Protectsd Mode On

i HI0u -
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When you are
finished adding
items and
services to your
requisition, click
Review and
Submit.

PPV MAIN_MENLLPY R0 ENTIEY, GBLTPORTALPAIANL P TCHAY= EP. P RECLENTIY GALATUPP S Node < RPREOPP SCPoduizERLT = B | @[3 ] w50

Eile Edt Yiew Faeoites Tock Help

i Favorites | i3

8 Create Requistion Bis B -0 mm e pager Gafeyr Toche @ "

I cProcurament
uyes Cemter

Create Requisition

1 [ = = : = % 1
o % 2 v B immemisem |
| E 3 1. Define Requisition _h 2. Add hems and Services % 3. Rewiew and Submi
[ Sivices Procaemn Add1ngs 19 e requisiion, speciting e INTOrmatien RECESaary 15 BrOCURe 83Ch AEM or Serice.
[ Lease Administraion Search: 0, Seareh

[ Travel and Expanses o .
A Catalog | Favontes | Templates | Forms | Wee | Special Request
Special tem

Description ity LM

LemarcEdsomn 1 EA| | T Deccripton:
Printzr *Price: “Camency:
: “Und of Measure: Q
TetalLvex I . ) - o
TowlAmeur(usD)  S8632) | "Category: A e Date: 5
‘Vendar Kk HOmES: O, CUSTOU COMPUTER Suggest New Vandor

SPECIALISTS INC

Judditivnal nfurmalics

Reques New lem
| Hequest New item |

&
‘Send w0 Vendor

ASd tem Cancel

Show at Receipt Show at Voucher

A se Stahew Type |

The Review and
Submit page
contains a
summary of the
requisition. This
page is used to
review the items
entered.
Individual lines
can be modified
(see bottom of
page 20) or
select all to
modify all lines at
once. Make any
necessary
changes to
produce an
accurate
requisition.

Click the arrow
(expand section).

File Edn View Favoiites Tock Help

o Favontes |

8 Create Requisition

§- eProcatrment
uyer Canfler

Create Requisition /
a =l B = »
1. Define Bt zaddhemsond Senices 5

¢ | I_1!= 3. Review and Submit

Reeview the details of your requisition, maie any necessary changes, and swbmit & for approval

~  Business Unit: (fhee of Ganeral Seraces

— Hequester smith34 SMITH, JOE M “Curreacy

Requisiion Hame:  Prtertar BSC Finance Priority: Medum v
Lesmmark E401n B 4
Printer Prica oial

14 P CUSTOM COMPUTER 10000 Each 544 22000 sea22 B0
e ) SPECIALISTSING
Tocal Amourt (VS0
Selogi A { Deseiod Al Total Amount: Ea822USD
Ly | 54 radto | i oaity Line  Snipping g | ff Dvtetn|
| Send 1o Vendar | Show a1 Receipt Sherw at Voucher
0 Check Buget
B 3ave & submit | i Bave B preview app(m'alsl X Cancel requisBion Find maep gpms
Done @ Internet | Frotected Mode: On v Raon -
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If you wish to
make the same
change to all of
the lines, check
Select
All/Deselect All
and click Modify

i Favontes | g

8 Create Requisition

eProaaement
- Buyer Canler

File Fdn View Favorites Tocks Help

Workdat

Help =

Line/Shipping/ Create Requisition
i = SR e B B i i
Accounting. ’|§ 1. Define [Er  2Addiemsond Sences 5H 3 Review and Subenit
Reeview the details of your requisition, maie any necessary changes, and swbmit & for approval
(s of Genersl Serces
— Hequester smith34 SMITH, JOE M *Currency:
Requisition Hame: Preter Tor BSC Finance Priority: Medum v
Lexmark E480dn 8
Printer A
pE] 4 C4flon F CUSTOMCOMPUTER | 10000 Each 53622000 RO
Tetal Lngs = 54822 B4
Teeal Amgurs (USD).
"] Select AN { Despicat A1 Total Amount: £45.22USD
Ly |74 addta | oty Line | 0 ovlte|
i
| Sond 1o Vendor || Show a1 Recoipt || Show 3t Unuchor
0 Check Buget
B 3ave & submit | i Bave B preview app(m'alsl X Cancel requisBion | Eingd maep Bpms
Done @ Intemet | Protected Mode: On Qv Ruow -
A b|ankf0rm Manzqe Requisitions - Microsoft Intemet Exploeer provided by New York State OGS ——— - » lash

appears. Enter
the information
to change that
will be used for
all lines on the
requisition.

Click Apply.

& | B | hitps://pefiin.sfs.my.qow pspiso

a0

reacoepsche v B |l # | x |2 sing

|| 5 Favorites | g3

?w...g.- Recpisiions

+ wProwurement
[ Buger Cenler

+ Statutory Repedts
¥ et Up Financialsiiupply
Chain

I §FS Procegses

o Workist

I Tree Manager

i* Reporiing Tools

© Peopielools

- Tax Cenfler

= Wy Personaizations

be Edt Yiow Fgvontes [ools  Hep

Create Requisition

Modify

Line I 8hipping / Accounting

Biw B =~ m v Pagew Safety= Took= = %

Line

Higte: The mformeaton below does notreSiec Mt Gata in he Scledted requesion lines. When ®e Appdy” buion is chcked, e
data entered on this page wil replare fhe data infhe ¢ fields on the 5 1

Vender e Q Vendor | acation: Q

o : Q

Percent Location GLUME  Dept Program Fund  Account Prodect  BudRef

1 A 0esn Q10 Q q a Qq a @ Q

FMICE  Copoory - Sobcateuon OperUni - Charie

Q Q Q

Q a Q

el PAL_RIE) APLY_IDIT_PV_COPY_DITAINTS):

@ Ftemet| Protected Made: Oin

3~ R -
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Select the option
based on your
change. Click OK.

Respisitvrn - Micrusolt Intesreet Exporer prosviden by New Yk State 065 — - . o

U = | B | hitps:/|/peffin.sf.my.qow pspdsom)

e Edt Yiew Fgvontes [ools  Hep
| e Fovorites | g

8 Manage Requistbons B B v o ov Pagew Saferyw Tookw @ "

Distribution Change Options

lehu’/ apply disbibuli ges lo

@ Al Distribition Lines
Appiy changes to all ensting danbuton ings.

* Malching Distribution Lines
Apply changes b each exsting disbibut by

distribuion fi e

Heplace thstnbubion Lines
Remeove e enating diginbulion lines and replace with the dislbubion nes changes.

OK/]CMI |

1 Gemeral Ledger

- Eatutory Heparts

1) Set Up FinancialsSupply

Chian

© BFS Processes

1 Warkdist

U Tree Manager

I Reporing Tools

1 PeopleTonls

= T Cenler

= by Personaizations
i

Done @ Itermet | Protected Made: Dn - R -

This section is
used to view and
modify individual
requisition line
and distribution
details. After
clicking the
arrow, the
individual
requisition and
distribution
detail display. All
fields are
available to
review and/or
edit if necessary.
Click the arrow to
collapse the
section when
complete.

£ | https://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_ENTRY.GBL’PORTALPARAM_PTCNAV=EP_PV_REQ_ENTRY_GBL& ~

a

File
e Favorites | 75

@ Creste Requisition

Edit View Favorites Tools Help

= eProcurement
[> Buyer Center
= Create Requisition
= Manage Requisitions
= Approve Requisitions

Requisition Name: Printer for BSC Finance

Requi iti

. Eh
- Procurement Card Center <[] 1 LexmarkE460dn Printer CUSTOM COMPUTER 1.0000 Each 566.22000 566.22 G
WyPromle SPECIALISTS INC
[- Senvices Procurement Consolidate with other Reqs Override Suggested Vendor 7
[ Lease Administration
e e Shipping Line: 1 DueDate: | B Quantity: |1.0000 =
Status: Active *ShipTo:  |0AS01 Q= Modify Shipping Address
Attention;  [Joe Smith

Lexmark E460dn
Printer

SpeedChart: Q. *Liguidate by O

*Distribute by: Ot -
(Accounting Lines
I chartfielss1 T Detals T Assetinformation

Dist Type |*Location |Quantity Percent Amount |GL Unit Dept Program Fund Account Product Bud Ref

0GS01C, | 1.0000 | 100.0000 566.22 [0GS01 O [3670214 O [26287 Q [10050 @ [51033 O Q 201213 @ [ |

Total Amount:

Total Lines:
Total Amount (USD)"

Line Status

[] Select All / Deselect All

L #addto Favunlesl’@ Addto Temp\a{e(s)' [“4Madify Line / Shipping / Accounting | [l Delete

566.22 USD

["] Send to Vendor  ["| Show at Receipt || Show at Voucher

= Check Budget

ﬁ Save & submit | ,,%Save & preview appmvalsl )( Cancel requisition | Find more items

& Internet | Protected Mode: On v ®10% -
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The Comments
button is used to
add line level
comments. If the
Comments
button has dots
in it, comments
have already
been entered for
this line item.

File Edit View Favorites Tools Help
4 Favorites | 75
(& Create Requisition
| eProcurement - Reqmsmon Mame:

I Buyer Center

Printer for BSC Finance Priority: Medium = -

= Requisition Lines

= Manage Requisitions
- Approve Requisitions

Line Description

Quantity UOM

Lexmark £450dn Fninter Each =i
~ Procurement Card Center || | P[] 1 LexmarkE460dn Printer CUSTOM COMPUTER 1.0000 Eac 566.22000 se6.22 B
= My Profile SPECIALISTS INC
[- Semvices Procurement
[] SelectAll/ Deselect All Total Amount: 566.22 USD

[- Lease Administration
T | and Expenses pu

L #aadto Favnmes"@ Addto Temp\ate(s)' [3Modify Line J Shipping i Accounting | il Delele'

Description Qty UOM
Lexmark E450an 1 EA
Printer [7] Send to Vendor _[7] Show at Receipt [*] Show at Voucher

i Check Budget

[E) Save & submit | o Save & preview appmvalsl x Cancel requisition

Total Lines: 1
Total Amount (USD):

Find more items

m

<] ] ] »

Done @ Internet | Protected Mode: On 45 v H10% -

Line Comments
can be printed on
a purchase order
to be sent to the
vendor or
displayed during
the receiving or
invoicing process.

Be sure
comments are
relevant as the
vendor will see
them.

File Edit View Favorites Tools Help
4 Favorites | 75

(& Create Requisition

sfs

| eProcurement - Help
I Buyer Center

L Create Requisition

- Approve Requisitions .
= Procurement Card Center | Line Comments
= My Profile
[- Semvices Procurement
[- Lease Administration
T | and Expenses pu 1

= ManageF i ‘—

Line Description

Quantity  Unit

Lexmark E460dn Print 1.0000  Each 566.22000 USD

== 0GS Contract # PT58730 o
Quote number 1649

B-1184 No. 0GS01001-

Description Qty UOM PTP 789

Lexmark E450an 1 EA Buy Desk »=

Printer -

Total Lines: 1 [IsendtoVendor | ShowatReceipt [ Show at Voucher

Total Amount (USD): Add Attachment

oK Cancel

Done @ Internet | Protected Mode: On 45 v H10% -
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NOTE: You can
add attachments
(i.e. supporting
backup including
quotes) for your
records.

If you are unable
to attach, please
forward
documentation
to the BSC at
OGSPurchasingU
nit@ogs.ny.gov.

Click OK.

o)

Bing

File Edit View Favorites

Tools

Help

i Favorites | 5

@ Creste Requisition

sfs

I eProcurement -

Add to Favorites

Sign out

Browse your
computer for the
documents you
wish to attach.

Click Upload.

Help
I Buyer Center
q .
Create Requisition
= Manage Requisitions 9
= Approve Requisitions -
= Procurement Card Center Line Comments
= My Profile
[ Services Procurement i i =
> Lsase Administration Line Description Quantity  Unit Price
P Travel and Expenses - 1 Lexmark E460dn Print 1.0000 Each 566.22000 USD
== ==0GS Conract # PT58730 -
Quote number 1649
Requ Summary B-1184 No. 0GS01001-
Qty UoM PTP 789
Lexmark E460dn 1 EA BuyDesk ==
Printer -
Total Lines: 1 [] send to Vendor Show at Receipt ] Show at Voucher
Total Ameunt (USD). ses.22 Add Attachment
OK! Cancel
Done € Internet | Protected Mode: On 5 v R10% -
Requiadbors - Miurusolt Intermet Explorer proveded by New York State OGS
g™ B hitpeliy
Fle ot View Favortes Took Help
| 1 Mansge Recisiions, BB - - pugew sieyr lgeke @ 7

I Order Management
i Vendors
7 ePracurement

I Buyer Cender
= C1eals Raquisit

= T Genler

My Peraonaigahions
= My Sysdem Profls

C:\Users\gfmithJ\Desktop\PriceQuote. pdf
Upload | Canct!

Hew Wndow | Help | 2

Dune

@ Fitemed | Prates bed Mode: On ar R -
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File is now
attached. Select
OK.

Frespsaitivns, - Microsolt Intermvet Explorer provided by New York State OG5 J— - ) } =

PORTALPARAM PT

(| ] hitpepefin sty o pap e E ~pazorpscre v § [im] 4| x [[(= aing B

e Edt Yiew Fgvontes Jools Hep
| i Fovonitms | oy

1

. Bpw B) ~ 0 mp v Pagev Safey~ Tookw i

Cruate R

Line Comments

1 Leomank E460an Print 20000 Each E56.22000 USD
=« 0GE Contrad F158730 -
b= elrocurement {Quoke pumber 1549
[+ Buyer Cenfer B1124 No. 0GS01001-
= Creqle Requisition PTP T80 >=

[ sendtovendor | ShowalRecsipt | Show al Voucher

U Benaces Pracurament

 Lease Admiiniskation Y - :
1 Travel and Epenses B Yiew mm_wm =
» Buling 106:201 1Atachmend_5.pdl View =l

Add Miachment

= Tan Cenley
= My Pefsonaizations

@ Intemet | Profected Made: fIn - R -

(G

Line Details =
displays the
individual line
and distribution

details.

File Edit
I Favorites | 75

| & PV Requisitions

View Favorites Tools Help

Add to F:

eProcurement - Help =
I Buyer Center (3
= Create Requisition

= Manage Requisiions Edit Requisition
= Approve Requisitions D |

rocurement Card Center 2. Add Items and Services \g 3. Review and Submit

E‘,( 1. Define Requisition
= My Profile

- Senices Procurement Review the details of your requisition, make any necessary changes, and submit it for approval

[+ Lease Administration

~ Business Unit: 0GS01 Office of General Services
Requester: smith34 SMITH, JOE M “Currency: UsD
Requisition Hame:  |Printer for BSC Finance Priority: Medium  ~

Requisition Lines

I

Line Description Vendor Name Quantity UOM

0[] 1 LexmarkE460dn Printer CUSTOM COMPUTER 1.0000 Each £66.22000 s66.22 B (O
SPECIALISTS INC

[ Select All/ Deselect All
L P to Favorites| (7 Add to Template(s)| Siiodify Line / Shipping ! Accounting | [i] Delete

Total Amount: 566.22 USD

[”] Send to Vendor ] Show at Receipt ["] Show at Voucher

= Check Budget Budget Checking Status:Not Checked

[E) save & submit | % Save & preview appmvalsl X Cancel Changes Find more items

Done € Intemet | Protected Mode: On 5 - ®100% ~
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Sample of Line
Details.

£

File E

it View Favorites Tools Help

i Favorites | 4

{& PV Requisitions

sfs

eProcurement -

> Buyer Genter
= Create Requisition

= Manage Requisitions —

= Approve Requisitions

n

= Procurement Card Center ||

= My Profile
[» Services Procurement
[» Lease Administration
[ Travel and Expenses
. Rillinn

Description Qty UOM
Lexmark E460dn 1 EA
Printer

Total Lines: 1
Total Amount (USD).

Create Requisition

Line Details

Line: 1
=
Amount:
Category:
Buyer:

Vendor:

Vendor Location:
Vendor's Catalog:
Vendor Item ID:
Manufacturer ID:
Manufacturer's Item ID:
Physical Hature

[ RFQ Required

Device Tracking

Configuration Info

=
=

Lexmark E460dn Printer

56622 usp
43212105  Laser printers
1000005692

MAINCHECK

Goods A

Zero Price Indicator

OK Cancel

Line Status: Open

View Hierarchy
@, BuyerInformation

@, CUSTOM COMPUTER
SPECIALISTS INC

Q. UPNID:
a

[] Amount Only
[] nspection Required

Sugqgest New Vender

Home Worklist

Add to Favorites

Sign out

Help

& Internet | Protected Mode: On

h v ®100% -

The Requisition
Summary
contains the
items, quantity,
and total
amount. It will
give you an
overview of the
entire
requisition.

{3 Favorites | {5

/& PV Requisitions

[> Buyer Center

= Create Requisition

= Manage Requisitions

= Approve Requisitions

= Procurement Card Center

= My Profile

¥

Description

Lexmark E460dn
Printer

Total Lines:
Total Amount (USD):

Requisition Summary

Qty UOM
1 EA

566.22

Line Detai

Line: 1

57
Amount:
Category:
Buyer:

Vendor:

Vendor Locatio

|;| Create Requisition

Is

Lexmark E460dn Printer

566.22
43212105

1000005692

n: MAINCHECK

Vendor's Catalog:

Vendor Item ID:

Manufarturar IN-

Laser printers

[ a—

L PP
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Justification/
Comments

This section is
not required by
the BSC. Some
agencies require
the justification
for the purchase
and it can be
entered here.

You do not have
to fill this in
unless your
agency requires
it.

Edit
i Favorites | 4
(& PV Requisitions

sfs

eProcurement
[ Buyer Center
= Create Requisition

View Favorites Tools Help

[ - [ e v Pagew Safetyv Took~ i@+

HDm WD Addm Favorites -] out

- Manage Requisitions — Edit Requisition
= Approve Requisitions | ‘ — =
Procurement Card Center “j‘ 1. Define Requisition D‘%; 2. Add Items and Services \g 3. Review and Submit

= Ly Profile
[» Services Procurement
[» Lease Administration
[ Travel and Expenses
. Rillinn

Review the details of your requisition, make any necessary changes, and submit it for approval

~ Business Unit: 01 Office of General Services

*Currency: UsD

Priority:

Requester: 1 TOOP, DIANNE L

Description Qty UOM

[T = I (N R = Q) Reavisition Lines

Printer i Vendor Name

bE 4 CUSTOM COMPUTER 1.0000 Each
SPECIALISTS INC

Printer for BSC Finance Medium  ~

Requisition Name:

m

Lexmark E460dn Printer 566.22000 566.22 [ ]

Total Lines: 1
Total Amount (USD).

[ Select All / Deselect All
L #addto Favnmes' 5] Add to Temp\ate(s)' |-iModify Line / Shipping / Accounting | [ Delete

Total Amount: 566.22 USD

T rinter in the Purchasing unit no longer works and is unable to be fixed. This printer will be used to print purchase orders

["] Send to Vendor  [_| Show at Receipt [_| Show at Voucher

L=y Check Budget

[5) Save & submit | & Save & preview approva|5| ¢ Cancel Changes

Budget Checking Status:Not Checked

Eind more items

& Internet | Protected Mode: On YA v H10% v

The Save and
preview
approvals button
is used to save
the requisition to
be continued
later or to add an
additional (ad
hoc) approver to
the approval
chain.

File Edit View Favorites Tools Help
i Favorites | 4
(& PV Requisitions

sfs

eProcurement Help =~
[ Buyer Center
= Create Requisition

— Manage Requisitions Edit Requisition
= Approve Requisitions —
= Procurement Card Center “j‘ 1. Define Requisition D‘%; 2. Add Items and Services \g 3. Review and Submit

= My Profile
[» Services Procurement
[» Lease Administration
[ Travel and Expenses

Review the details of your requisition, make any necessary changes, and submit it for approval

Office of General Services

~ Business Unit:

. Rillinn
Requester: smith34 SMITH, JOE M *Currency: UsD

Requisition Summary Requisition Name:  |Printer for BSC Finance Priority: Wedium -

Description Qty UOM . -
Lexmark E460dn 1 EA Requisition Lines E
Printer Vendor Name
Totel Lines: b[] 1 Lexmark E460dn Printer CUSTOM COMPUTER 10000 Each 56622000 se8.22 B O

otalbines . SPECIALISTS INC
Total Amount (USD).

] SelectAll/ Deseled All Total Amount: 56622 USD

L #addto Favnmes' 5] Add to Temp\ate(s)' |-iModify Line / Shipping / Accounting | [ Delete

The printer in the Purchasing unit no longer works and is unable to be fixed. This printer will be used to print purchase orders.

["] Send to Vendor  [_| Show at Receipt [_| Show at Voucher

L=y Check Budget

[5) Save & submit | & Save & preview approva|5| ¢ Cancel Changes

udget Checking Status:Not Checked

Eind more items

< n b

& Internet | Protected Mode: On YA v H10% v
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The Cancel

requisition

. File Edit View Favorites Tools Help
button is used to e Favortes | %
cancel the | @ v Requisiions

requisition if you sl's
decide to no

eProcurement
|0nger proceed [ Buyer Center

= Create Requisition
. . - Manage Requisitions — Edit Requisition
W|th thIS = Approve Requisiions H “f‘ 9

rocurement Card Center

requisition. - v Protle

> Services Procurement Review the details of your requisition, make any necessary changes, and submit it for approval
[» Lease Administration

[> Travel and Expenses . Business Unit: 0GS01 Office of General Services
. Rillinn

1. Define Requisition D‘%; 2. Add Items and Services \g 3. Review and Submit

Click the Save &

Requester: smith34 SMITH, JOE M *Currency: USD

. Requisition Summary Requisition Name:  |Printer for BSC Finance Priority: Vedium  ~
submit to Description Qty UOM -
Requisition Lines E
. . Lexmark E460dn 1 EA - —
proceed . This will Printer Line Description Vendor Name
) b 1 LexmarkE460dn Printer CUSTOM COMPUTER 10000 Each 566.22000 se6.22 B
place the TotalLines: ! SPECIALISTS INCG

Total Amount (USD).

] SelectAll/ Desc ol Total Amount:  566.22 USD
L.PAddm Favnmes' @ Add to Template(s)| |- Modify Line / Shipping / Accounting | m Delete

requisition into
the work flow.

The printer in the Purchasing unit no longer works and is unable to be fixed. This printer will be used to print purchase orders. r r‘ﬁl

["] Send to Vendor  [_| Show at Receipt [_| Show at Voucher
=

& Save & submit

Check Budge)

Budget Checking Status:Not Checked

o Save & preview lppfavli‘ X Cancel requisition Find more items

< e b

Done & Internet | Protected Mode: On YA v H10% v
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The
Confirmation
page displays
basic information
about the
requisition and
the number of
items it contains.
The Confirmation
page appears
upon submitting
for processing or
saving the
requisition for
future use. Note
the Requisition
ID has been
assigned (done
automatically by
SFS). This
number will be
used for checking
the status of the
requisition.

|- sProcurarnaent

B bt peltin.sh e vip e EMPLOYER/ERP/ /PY _

IS TIONS.GEL Page= 1Y _RE

Ede Edn  Yiew Fpvorites Tools Help
o Faverites | o

8 PV Reuisi

© Buyer Cenber

. |¥| Confirmation

0 Lease i SMITH, JOE M
1 Trawed and Expenses
G iy Hoquinition Nama:  Printes for BSCEA{anc
Fegqutsition I0: DO000O0EHE
[Requisition Susmmary
Description Gy LOM Hasiness Unit: oGS
Lexmark E450an 1 EA Priority: Uedium
Printes
Budget Status: Mk Checied
Total Lines 1

58827 All Requisition Approvals

Total Amount (VS

v

B 00~

Number of Lines: 1
Total Amount:
Justification:
TR peinte: in e PUFEha2Ing UNIE na IBRQAE WOME 3nd I8

uniate fo be keed This peinder wil De used 1o peint purchase
e

56822 UED

- Printer for BSC Fi

ending

Agency Requisition Apgroval

Panding
(DMILLER, PHILIP J
[ —

= Dapatment Manaper

§ o Appeovers Found 3| 21 o Apoeovers Founa
= Procerement Wanager

Hot Routed
e B

Muliis A n

Fi

ApDIge
Offies

Edit Requisition_ |

Check Budgel |

Manage Keguisibons

i Internet | Brctected Mode: On v WI0% +

You have successfully completed creating a requisition. The purchase requisition is now in the approval process and has been

forwarded to your immediate supervisor.
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