ENTERING REQUISITIONS

REQUISITIONS MAINTENANCE – R18
Enter mnemonic REQM under the Quick Access Box and click Go.
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Type in A to add a new requisition and click on OK.

[image: image2.png]Requistion LaokJp or (A1dd

[
Concel | Del Erish Help





Leave blank and click OK.
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Click OK.
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Requisition Date:
The requisition date will always be defaulted to the current date.  Please do not change this. 
Initiator:
Enter only the login ID of the person originating the requisition.  This has to be the person who logged into the Datatel system therefore the ID will be the same as your login ID.  This is a required field.

Desired Date:
Enter the date the requested items are needed.

Maintenance Date:
Skip this Field.
Requisition Amt:
Skip this Field.  The system will automatically fill in the information once the requisition is done.
Vendor ID:
Enter ID (vendor number) of a suggested vendor.  If you don’t know the number just put in the first few letters of the name and a list will appear.  Enter the sequence number of the vendor you want and the system will fill in Name and address information fields.  If that vendor is not in the system, you can still fill in the information in the Name and Address fields.  Notify purchasing by e-mail or by entering either in the comments or printed comments if you have a telephone and/or fax number.

Note:  Skip Country and Currency however, if needed, please contact purchasing for approval and procedure to follow for an of out-of-country purchase.
Ship to:
Type 1 then press <Enter>.
Ship Via:
Skip

Terms:
Skip

FOB:

Skip

Commodity:
Skip

Approvals:
Skip for now.
Buyer:

Skip

Expire Date:
Skip
AP Type:
Type 1 then press <Enter>.
Invn Store:
Skip
Line Items:
Press detail (F2), or click on detail [image: image6.png]


 icon for a summary screen (RQIL).  Press detail (F2), or click on detail [image: image7.png]


 icon again to begin entering line items (RQIM).
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Enter description of first item.  
NOTE:  Only the first three lines will be printed out on the purchase order.  If additional space is needed, go to Printed Comments Field (under the REQM screen), and add information there.


Enter estimated price of first item


Enter quantity of first item


Enter unit of issue (ea, bx, rl, etc. or … for choices)

Click on Tax Code, and do a look-up(…).  Tax Codes are 01 for in-state and 02 for Phoenix, 03 for Mesa, 14 for out-of-state, etc.

Enter General Ledger Account No. and amount.

NOTE:   if more than one item is being ordered in one requisition and the same budget code is needed, you may type ‘Shift+2 for @ sign’ in the account field for any subsequent items, the account# is repeated without having to retype it each time.

If there is only one line item, press the finish <F9> key or click on the save [image: image9.png]


 icon then click on the cancel [image: image10.png]


 icon.  If there are more line items to be added, press update <F10> key, or click on the save [image: image11.png]


 icon to save your entry.  This will refresh your screen and give you the ability to continue entering more items.
After all line items are entered and saved, press the finish (F9) key or click on the cancel [image: image12.png]


 icon to get back to RQIL screen and print screen.

[image: image13.png]# Datatel - educ:

[

Flo Edt Favortes Toos Hep

QuickAceess[FEDM -] D60 | did X & F O @

=1olx]

EEX:

KIN]

REQM Requistion Matenance RQILRequisiion tem List |

Status Date:

Descrption Querlly  EsimatedPics _ EdendedPice T
A [ehorumtne o0 00000 000 [re -
2 [om 700 7200000 2000 [ves
510 [shooig Ehanding 7000 0 Exy
e
.}
;|
e
;|
i |
ST )
urm
[ )
il i}
Taves Amounts ltem Total [ 215000
1[0 YVuma Sales Tax [B.4%) 7640 - | Tax Total 17640
=70 T ReqTod 237610
Coriroler Dessrpion Vet 23





Press finish (F9) key or click on the save [image: image14.png]


 icon to get back to REQM screen.

Printed Comments:
This is not a required field however, use this field to include any information you need the vendor to see.  Press the detail (F2) key or click on the detail [image: image15.png]


 icon.  These comments will be carried forward to and printed on the purchase order.  This field can also be used if you run out of space under item description.

Note:
Once in this screen, do not press the detail (F2) key or click on the detail [image: image16.png]


 icon.  If you do, please contact the CIS Dept. (49537) for instructions on how to get out.
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Comments:

Also not a required field and is for in-house viewing only.  This field is used for internal information that you do not want printed on the P.O.  For example, you may want to use it to give an approver additional information as to the justification for the request, or the Purchasing Dept. specific instructions on the handling of the P.O.  If needed, press the detail (F2) key or click on the detail [image: image18.png]


 icon and enter your information.
Priority:
Skip.
Approvals:
Press the detail (F2) key or click on the detail [image: image19.png]


 icon for the Authorizations screen.  Once here, click on the Next Approval column and enter the initials of the next approver.  If you don’t know your Approver’s initials, type in … then press <Enter> for a lookup of all Approvers.  Once Approver is selected, press the finish (F9) key or click on the save [image: image20.png]


 icon to get back to the REQM screen.  
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Requisition Done:
Enter Y if your requisition is finished.  Please note that requisitions will be assigned a requisition number and will remain in a “Not approved” status until next approvers go in and approve.  
Click OK on the Alert boxes.
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Note:
If you click OK before doing a print screen and therefore lose the requisition number, type in an @ sign (shift+<2>) at the Requisition Lookup prompt and click OK.
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This will bring up the last record.  The requisition number will appear in left corner of the blue shaded area.
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Additional Information:

1. When looking up a history of requisitions either made by you or your predecessor, at the Requisition Lookup prompt, please choose from the following queries.

A. ;in lastname, firstinitial
( Ex:  ;in Miranda, T
B. ;in lastname, firstname
( Ex:  ;in Miranda, Teresa
C. ;in firstname lastname
( Ex:  ;in Teresa Miranda
D. ;in employee id number
( Ex:  ;in 0123456
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2.
System does not allow you to set Requisition Done field to “Y” unless the following are present on the requisition:


Requisition date


Initiator code


At least one line item with amount


Account No. (GL account)
3.
Once the requisition has been approved and given either a P.O. # or B.O., the REQM screen does not allow you to look up any information on it.  To access this information, please go to the following screens.
Screen PINQ = for Purchase Orders

Screen BINQ = for Blanket Purchase Orders

You will need either the P.O.# or the B.O.# to look up your information.  However, the following query still applies to both.
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For technical support please contact the CIS Department at ext. 49537.  If you have any questions other than the technical aspect of entering requisitions such as purchasing policies or budget codes, please contact the Purchasing Department at ext. 49518.
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