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Introduction

Web Requisitions provides users with an easy and paperless method to requisition goods and services.
In the past, users would create paper requisitions, submit them for approval to your department head
and then send the paperwork to Business Services.

Web Requisitions does away with the paper and the paper trail. Users can create a requisition on-line,
and the application will send an email notification to the department head or the designated approver.
Once the requisition is approved, Business Services will be able to turn the requisition into a purchase
order.

In the past, users may have called Business Services to check the status of a requisition. With Web
Requisitions, users can now look on-line to view the status. Users will be able to determine if the
requisition has been approved and if a purchase order has been created for the requisitioned items.




Logging into Web Advisor

You will be able to access Web Advisor from any computer that has access to the internet.

Using your internet browser (Internet Explorer, Firefox, etc.), navigate to myNU at
http://mynu.niagara.edu

1.

2. Note: You may find it helpful to add this site to your favorites for future use/access.

o The myNU login screen will display.
[ Niagara University - myNU - Windows Internet Explorer =T s
Too [ [weseres 5>

G‘O {i2) httpe//mynu.niagara.edu/
Links @I  Contribute B Edtin Contribute 53, Post to B}
BB vy 7

Uinks 11
U6 4| 8 Niagara Universty - myNU

Ho—
Password: = CITITICTONN

3. Enter your Username and Password, and then click the Login button.



http://mynu.niagara.ed/

Logging into Web Advisor (continued)

o The myNU Home page will display.

& myNU 2.0 - Windows Intemet Explorer

[= & =]

@ ()~ [ nttpr/mynu.niagara.cdusmynu/main.php
Links 1T

W [@myNUE‘U ]7\

< or x| e eorc -
Contribute [ Edit in Contribute Post o Bl

fv B - B e

Find People Lastname

Home |Employment Find Info E-mail |Community News & Events Academic
Search NU

Digital Signage

P Internal Event Calendar

EE"RT"A 2007-08-16 - Employees Picnic Lunch

2007-08-21 - Annual Media Luncheon
2007-09-27 - Vincentian Heritage Convocation

Find Faculty/Staff
Find Students

Grading Instructions
Groups

Human Resources
Immunization List
Information Technalogy

View the Infernal Calendar

Blogs

e rasswoid . Loqout

Web Advisor

Groups Home &

Forums Committees

ID Card Funds

Institutional Research
IT Senice Requests
Job Openings

Share your thoughts and wisdom with the NU community by writing in your blog.

|
e Get started!
Library Passwords
Media Resources Read blogs

x‘dd‘e States Write in your blog
ews
Notary Public Listing

NU Letterhead Most Recent Blog Entries

Office Calendar
Planning

Podeasting Stephanie Cole: Ech...Ech...Ecinacia (God bless you
Search NU

Nora Gatto: Fr. MeGourty
Stephanie Cole: Moving on; Harvest; No Spoiler
Stephanie Cole: Sometimes, A Van Will Go Through Your Yard

Stephanie Cole: The dreams our stuff is made of

News

Search the Web
Send Announcement
Statutes and By-laws
Student Accounts
Student Photos
StudentReach

Your balances as of 9:00AM on 07/26/07 are:
Campus Funds: $0.00

Gallagher Gold: $0.00

Bookstore Funds: $0.00

o ID Card Office Website
o Addfunds to your NU ID card online B
o FreezeyourlD Card

My Opinion

Web Advisor
NIAGARA UNIVERSITY THEATRE STUDENTS TO PERFORM AT HANCI'S
80TH ANNIVERSARY CELEBRATION

KARIN CRUMB NAMED EMPLOYEE OF THE MONTH FOR JULY

As time passes, more content and useful information will be added
right here on the myNU system. We would like to hear your ideas
concerning what type of content you would find useful. This portal was =
designed with NU students in mind, so please let us know what you
would like to see in the future.

Your thoughts-

P SPTTIN

€ Intemet | Protected Mode: On H140% v

4. From the navigation bar on the left, click to select Web Advisor.

e Alternately, you may click the Web Advisor tab in the upper right of the screen.




Logging into Web Advisor (continued)

The Web Advisor page will display. Note that “Welcome Guest” is displayed.

(=R
2 -

& myNU 20 - Windows Internet Explorer
= [4#] ][ Live Search

-
B0 0w s
Contribute [ Edit in Contribute ] Post to Bl
fv B e

Links &) T [&] LogIn
W [@ myNU 20 li

Find Info

Lastname

Find People

NIAGARA UNIVERSITY
Click the Login tab

Students

Welcome Guest!
Faculty
Employees

LOGIN MAIN MENU CONTACTUS

@ Internet | Protected Mode: On #H110% v

5. Click the Log In tab.
o The Web Advisor Log in screen displays.

6. Enter the same UserlD and Password, and then click the Submit button.

EEa=|
s

- [ 4] % |[ Licesearch
Contribute |8 Edit in Contribute [ Post to Bl

v B v @ v [DPager

€ myNU 20 - Windows Internet Explorer

GO e
Links & IT [ Logln
e o [@ myNU20

myNU

Home  |Employment Find Info

Forums | Committees.

Lastname

E-mail | Community News & Events. Academic

SearchNU Find People

NI1AGARA UNIVERSITY

Welcome Guest!

UseriD:
Password

SUBMIT

LoGin Main MENU CONTACT US




Logging into Web Advisor (continued)

o The Web Advisor page redisplays. Notice that your name now appears in the Welcome
Message, and the Log Out tab displays.

& myNU 20 - Windows Internet Explorer = e 5]

-
G- e m au/myno2 « oo | Lve searc -
Contribute [B Edit in Contribute 7] Post to Blo|

Links &) IT [ Logln
W [@mwuzu

[Community News & Events

Search NU

Empioyees

LOGOUT | MAINMENU | CONTACTUS

https//live niagara.cdu/WebAdvisor/WebAdvisorTTOKENIDK= mainframeBitype=Péipid=UT-LORQ @ Intemet | Protected Mode On ®100% ~

Note: If the Welcome Message still displays “Guest” and the Log In tab is still displayed, then please try
logging in again.




Web Requisitions

Once you have successfully logged into Web Advisor, you will be able to navigate to either the Faculty or
Employee sub-menus (based on your level of employment). From the Faculty and Employee menus,
you will be able to access the GL Account(s)-Select and GL Account(s)-Summary options.

Web Advisor Faculty Menu

€ myNU 20 - Windows Internet Explorer (== =]

@Ov‘gh»‘ Au/mynu = [44] x ][ Live searen R
Links & IT [ LogIn Contribute & Edit in Contribute Postto Blq

e o [@ myNU20

[Community News & Events [Committees

Search NU FindPeople Lastname

Employment

NIAGARA UNIVERSITY

Welcome Catherine!

To navigate to the Faculty menu, click on Faculty button.

e The Faculty menu displays.

Note: The page appearance may vary as new Web Advisor features become available.

NIAGARA UNIVERSITY

v MENU Welcome Alonza!

If this page is blank, please click "log in* above and log in using your My usermame and password

I c jicati | | Financial Information

My Documenits GL Account(s) - Select
GL Accourt(s) - Summary

| Faculty Information |

Wy Advisees

List of Advisses (GPA, Credis Eequisitions for Goods and Services - Custom
Class Roster WignetodifyDel Regs - Custom

Search Only for Classes Approve & Reguisition

My Class Schedule

Student educational planning
Stuclent profile

Grading

‘b Batch Evaluation




Web Requisitions (continued)

Web Advisor Employees Menu

To navigate to the Employees menu, click the Employees button.

@ myNU 20 - Windows Internet Explorer = | P ||
0 = [42] ][ Live Search P -
Contribute [ Edit in Contribute 5] Post to Bl

@Q - e o]
Links &) IT [ LogIn
W [gmyNUZ‘U

[Community

Search NU Find People Lastname

Employment

Ni1AGARA UNIVERSITY

Welcome Catherine!

CONTACT US

o The Employees menu displays.

NIAGARA UNIVERSITY

Welcome Alonza!

R FOR EMPLOYEES MEMNU

The following links may display confidential information
If this page is blank, please click "log In" above and log in using your MyNU username and password
|

Beguisitions for Goods and Setvices - Custom

Iy Documents
WieneMocity/Del Regs - Custom
Approve a Requistion

GL Account(s] - Select
GL Account(s] - SUMmary.

Note: The page appearance may vary as new Web Advisor features become available.




Web Requisitions

Whether you selected the Faculty or Employees menu, both of the menus contain the section “Financial
Information”.

Under “Financial Information” the following options are available:

Requisition for Goods and Services - Custom

View/Modify/Del Regs — Custom

Approve a Requisition

Use the ‘Requisition for Goods and Services — Custom’ option to create a new requisition.

Use the ‘View/Modify/Del Regs — Custom’ option to view previously created web requisitions, modify
requisitions and delete requisitions.

Use ‘Approve a Requisition’ option to approve requisitions.

All of these options are covered in detail in this document.




Requisition for Goods and Services

From the Faculty or Employees menu, under the Requisitions section, click the Requisitions for
Goods and Services - Custom link.

ILTY MENU Welcome Alonzat

[f this page is blank, please click "log in" above and log in using your WMyMU username and password

User Account | Financial Information
I'm Plesw o Wish Advisor L Accourtrs) - Select
What's my User ID7 GL Accourtrs) - Sumimary
What's my password Requisitions for Goods and Services
Change Password Requisition Status
Address Change Bank Information (LLS.)

Bank Information (Canadian

Receive Goods and Services

Personal Profile

Position SUmimary | Work Orders |
Leave Plan Summary
My Stipencs

| Budgeting |

Budget selection

Ity Documents

| Faculty Information |

Fequisitions for Goods and Services




Vendor Lookup

o The Requisitions for Goods and Services — Custom screen displays. On this page you have the
option to enter to search for a vendor by entering in the Vendor ID or Vendor Name, or you can
choose not to search for a vendor.

NIAGARA UNIVERSITY

CHANGE PASSWORD LoG ouT EMPLOYEES MENU

Requisitions for Goods and Services

“endor ID or Name [%

| do nat wish to perform a Vendor LookUp [




Vendor Lookup (continued)

Enter the name of the vendor in the Vendor ID or Name field. In the example, Dell has been entered into
the field.

Click the Submit button.

e The Vendor Lookup Results Screen will be displayed.

NIAGARA UNIVERSITY

CHANGE PASSWORD LoG our NFAIN BIENMU EMPLOYEES IWE

Requisitions for Goods and Services

endor 1D or Name 1De||

| o nct wvish to perform a Yendor Lookp [

< _ B




Vendor Lookup Results

The Vendor Lookup Results Screen will display a list of vendors based on the data that you have entered
in the Vendor Lookup Screen that was accessed from the Requisition for Goods and Services screen.

Select the vendor for your recuisition Vendor LookUp Results

Chgose One Vendor ID Vendor Name Vendor Address
I 0048964 Dell Compu:ter' Corp. P.O.Box 1 49254 Austin TX 7871 4-9255
0358368 Mrs. Theresa M. Dellavilla

I

e Select the vendor from the list and then press the submit button.

e The Requisition Entry form will be displayed

If the Vendor does not appear on the Results page and it is a new vendor, you will have the option to
select the option of ‘other’. This will alert Business Services that this vendor is new.

Vendor LookUp Results

Choose One VendorID VYendor Name Vendor Address
i~ O07E533 Home: Degpiot Cammercial Credit PO Box 9303 Macon GA, 31297 -9303

i~ Cither Home Depot




Requisition Entry

The Requisition Entry form will allow you to enter information about the items you wish to purchase.
The screen is divided into three sections.

e The first section displays information about the vendor, the requestor and the desired date.

EMPLOYEES Welcome Alonzal

Requisition for Goods and Services

igw Budset /
Recuisition Date® ’W
Intistor* AMCCABE =
Confirmation E-Mil Address*  [ajmccabe@niagara. edu 4—

Desired Date  —

“endar ID or Name |UUK18954

Person Vendor | \_

e Requisition Date [1] is always set to the current date.

e |Initiator [2] will automatically default to your user id. If you are entering a requisition for
another person then you must enter the user id of the person who is wants these goods and
services.

e Confirmation E-mail Address [3] will automatically default to your email address. You can add
additional email addresses as well — just make sure that each email address is separated by a
semi-colon (;) or comma (,).

e Desired Date [4] will tell the Business Services Office when you would like to receive your goods
and services.

e Vendor ID or Name [5] displays the ID of the vendor picked from the Vendor Lookup Results
form.




Requisition Entry (continued)

e The second section displays the Item line information, such as the Item Description, quantity,
price and GL acct information. You may find that the Item lines extend beyond the window of
your browser, to see all of the fields simply use the horizontal scroll bar to scroll right.

Item Description® Vendor ltem

Quantity”

Unit of Issue

Price

Cost Center Ohject Code

Saroll right to complete Item Line informmation. | ]

B

e Use these fields to enter information about the goods and services you wish to purchase. In the
example below, | have entered information in the Item Description, Vendor Item, Quantity, Unit
of Issue and Price fields. Please note that the Item Description, Quantity, and Price are required

fields.
Item Description™ Vendor ltem Quantity™ Unit of Issue Price
Dell 21" manitar IDE345-234 i E& Each ¥ 157 59
| | ] . A
[ I I I 2 ||




Requisition Entry (continued)

e The GL account information has been broken down into two components. One component is
called the Cost Center. The Cost Center is comprised of the Fund, Source and Department
codes; the Object Code is made up of the GL objects. When selecting the appropriate GL
account to use on your requisition you must choose the Cost Center and the Object Code. The
GL information displayed in the boxes in based on your GL security.

e Select the Cost Center associated with the appropriate GL account you wish to use. In the
example below, | choose the Cost Center of 11-1-30010.

Unit of lssue Price Cost Center Object Code
JleaEsen 0| EE | 1--aoomameotec v g
]‘ | ” H:’11—1—EIDD16 INVEMNTORIES ” L | |
] | ] p11-1-30010 INFO TECH aE =
bl | i
ml = = =

e Select the Object Code associated with the appropriate GL account you wish to use. In the
example, below | choose the Object Code of 62100.

Cost Center

Object Code

|1-1-30010 INFO TECH

<

—

pE2100 GENERAL EXP POOL

m62102 OFFICE OTHER

52103 POSTAGE

F62107 OSHA EXPENSES

CE2142 |10 CARDS
\BZ200 TRAVEL POOL

F62210 DINING/MEALS

62215 LOCAL MEALS/ENTMT

I

=F52220 HOTELS

116002 ACADEMIC COMPUTER INVENTORY

B2101 OFFICE SUPP YEMNDOR

rE2105 TELEPHOME CHARGES i
BZ2106 DUES & MEMBERSHIPS

62112 OFFICE ST AGREEMTS

W

A

IL

I

e Please note: You can only enter 15 lines on the Web Requisition form.




Requisition Entry (continued)

Once you have completed entering all of you requisition items, you have the option of entering
comments. The Web Requisition Entry screen allows you to enter two types of comments:

1
These are comments will appear on the Purchase |
|

Prirted Comments TS E LT ‘_'_
|

These comments can be used for internal

|
e comminications| ‘
|

Hext Approver

g s
—
I

Printed Comments [1] will appear on the Purchase Order and Comments [2] are used as a form of
internal communications to the Business Services Department.

Once you have entered all of your information simply press the SUBMIT button and Colleague will save
the requisition and generate a confirmation letter that will be sent to you. If this requisition requires
approvals then Colleague will send all of the appropriate approvers an email notification.

* Please note that the system will determine who the next approvers, you do not need to enter data
into the Next Approver fields [3]




Requisition Confirmation Page

After the requisition has been submitted, WebAdvisor will display the Requisition Status screen. In

addition to the information entered on the previous screen, this screen will display the requisition

number as well the ids of any approvers that need to approve the requisition.

Requisition

Resistion Nurfber 0000043 Necuisition Status  Not Approved
Requestor Name  WPS-mTonza M. Jackson-Mccabe  Iniiator Name  Mrs. Alonza N. Jackson-Mccabe

Confirmation E-Mail Address

Reruisition Date 08/03/08

Mairntenance Date

Desired Date

“endor ID andior Mame 0045964 Dell Computer Corp.
Reruisition Total $157 .58

Purchase Orders Created

Item Description

Vendor ltem Quantity Unit of Issue Price Extended Price GL Account Number

Cell2f"mentor || DEsds25¢ [ 1.000 |[EAEach

) EEE

Printed Comments

These are commerts will appear an the Purchase |
Order form

Comments

["in = i i ,?'1

[ commurications |

Approval Date

Maria P. Hamiton

Christina Templin

>

< Create another re;uisninn j

On the requisition confirmation page, you have the option of pressing the submit button to exit or

pressing the link ‘Create another requisition’ to enter more requisitions.




Email Confirmation

After the requisition has been submitted, Colleague will send out an email confirmation notice to the
requestor, next approvers and business services. The confirmation email will have the subject heading
of “Requisition for Goods and Services Confirmation”, the notification email will have the subject
heading that included the text “Approval needed for Requisition” and the requisition number.

The text of both emails contains the same information (below is a snippet of an email message
generated from Colleague).

Subject: Requisition for Goods and Services Confirmation

Requisition Number 0000043

Requisition Status Not Approved

Requestor Name Mrs. Alonza N. Jackson-Mccabe
Initiator Name Mrs. Alonza N. Jackson-Mccabe
Requisition Date 09/03/08

Desired Date

Vendor ID and/or Name 0048964 Dell Computer Corp.

AP Type

Requisition Total $157.59

Item 1

Item Description Dell 21" monitor

Vendor Item DE345-234

Quantity 1.000

Unit of Issue EA Each

Price 157.5900

Extended Price 157.59

GL Account Number 11-1-30010-62100 INFO TECH : GENERAL EXP POOL




View/Modify/Del Reqs

You can view the status of your requisitions by clicking on the View/Modify/Del link (found on the
WebAdvisor Faculty and Employees Menu).

Reguisitions for Goods and Services - Custom

WignnMdodify Del Redgs - CUStom sfe—
Approve a Requisition

WebAdvisor will display a list of all your requisitions and their corresponding statuses. A requisition can
have three different statuses; Not approved, Outstanding (approved), PO Created.

View/Modify/Del Reqs - Custom
Requisiti Requisiti Status Purchase Orders  Reguestor Initiator Vendor Vendor Total
Number Date Created Name Name ID Name Amount
0000376 03Mm310 Mot hirz. A 1. v, &0, 0326231 || Best Buy Gov, 15.00 || Receive |[ hodify (| Delete
Approved McCabe McCabe Lic
0000373 03m3i10 Outstanding hirs. A 1. v, &0, 0326231 || Best Buy Gov, 5.00 (| Receive || Modify || Delete
hcCabe MecCahe Lic
0000374 03Mm310 Mot hirz. A 1. v, &0, 0326231 || Best Buy Gov, 12.00 || Receive |[ hodify (| Delete
Approved McCabe McCabe Lic
0000373 03m3i10 Mot hirs. A 1. v, &0, 0326231 || Best Buy Gov, 15.00 || Receive |[ hodify (| Delete
Approved McCabe McCabe Llc
0000372 03Mm310 Mot hirz. A . v, &0, L:§2B231 Best Buy Gov, 2501 || Receive |[ hodify (| Delete
Approved McCabe McCabe Llc
0000371 03m3i10 Mot hirs. A 1. v, &0, 0326231 || Best Buy Gov, 26.00 || Receive |[ hodify (| Delete
Approved McCabe McCabe Llc
0000363 04108110 Cutstanding hirz. &j k. trs., & . B&H Phato 19.10 || Receive |[ hodify (| Delete
hicCahe McCahe
0000365 0342310 PO Crested POD2E127 Mrs. Aj R Mrs. AjR. test vendor 4.00 (| Receive || Modify || Delete
hicCahe McCahe

To view detail information about requisition, click on the requisition number.




Modifying a Requisition

You can modify any requisitions that has not been turned into a Purchase Order by clicking on the
Employees (or Faculty) menu.

Requisitions for Goods and Services - Custom
WignyModifyDel Reas - Custom -
Approve a Reguisition

e Click on the ‘View/Modify/Del Regs - Custom’ Hyperlink

Web Advisor will open the View/Modify/Del Requisitions form. The form will display all of the
requisitions that you created. To modify a requisition, simply click the ‘Modify’ hyperlink next to the

appropriate requisition. The process will open the Modify a Requisition form.

e . Purchase L
Requisition Requisition Requestor Initiator Vendor Total
Status Orders Vendor Name
Number Date Name Name D Amount
Created
0000368 033010 Cut=tanding Mr. Matthews . (] Mr. Matthew: 0001104 || Grainger 87.35 || Receive || Maodify || Delste
Yillnave J. Millnawve
0000367 0327nn Met M. Matthewe J. ] Mr. Matthew: testing approvals again 3.00 || Receive || Modify || Delete
Approved Yillnawe J. Willnawe
0000366 0302710 Mot k. Matthiew J. Pk . Paitthie testing approvals 5.00 || Receive || Modify || Delete
Approved Yillnawe J. Willnawe
0000zES 032610 PO Crested PO02E1 25 M. Matthews J. (] My, Matthew Johnny Come Lately 12.00 || Receive || Modify || Delete
Yillnave J. Millnewve




Modifying a Requisition (continued)

This form will allow you to change the information on the requisition. This documentation will focus on
four major types of modifications; changing a vendor [A], changing information about the item [B],
deleting items [C] and adding new items [D].

Modify a Requisition

* = Reguired
“Wignne Budoet

Requisition Mumber 0000365 Requisition Date 0343040  Status  Ouistanding  Status Date 03/30M10

Initistor M. Matthews J. Villnave  Desired Date Commodity Code

Confirtnation E-Msil Address * |ajmc|:abe@niagara. edu

Ship to

Wendor 1D or Mame |DDD1 104 *__—_—__’_-A

Grainger

Perzon Yendar r
AP Taxes B C

Maodi Delete Item iption  Vendor ltem Quantity* Unit of Issue Price

‘ = ” - ﬁ""é'n'w light bulks 24558 ” 2463H H oo H EA Each | H Tmoo ‘
‘ r ” r H Wire 5885 H 5858 H 20000 H FT Feet k4 H 05900 ‘
‘ r ” r D0 ks €58 H = H 5.000 H C Hundred v, H 5.9500 ‘
Mumber of Line tem=to Add |0 -+ D

Prirted Commerts Comments

Next Approval Approval Date

‘ [ Matthew vilnave || o3moio |

Note - you cannot modify a requisition that has been turned into a Purchase Order. If the Purchase

Order needs to be changed, please contact Business Services.




Modifying a Requisition - Changing a Vendor Name

A- Changing the Vendor Name

To change the vendor assigned to this requisition, simply type in the new Vendor Name or ID press
the submit button located at the bottom of the screen.

Wendor [0 ar Mame 0oo1104 . —
Grainger
Wendar ID o Matme |H|:|me Depat P

[ Sl |

Web Advisor will open the Vendor Lookup Results form. This form will display a list of vendors.

Vendor LookUp Results

Choose One Vendor ID VYendor Name Vendor Address

~

007GS33

Home: Degpiot

Cammercial Credit PO Box 9903 Macon GA, 31297 -9303

~

Cther

Hotne: Depot

*Note: If the vendor entered is not displayed on the form and it is a new vendor, than choose the record

that has the Vendor ID of ‘Other’.

Select the appropriate Vendor and press the SUBMIT button.

After pressing the submit button the following message will appear:

Requizition wvazs successfully modified

The process will send an email notification to the user and to Business Services.




Modifying a Requisition - Changing an Item Line

B —Modifying an Item

There are two methods in which to modify the items on the requisitions.

- Method 1:

Change the Quantity, Unit of Issue and Price displayed on the Modify a Requisition form.

Modify Delete Item Description Vendor ltem [Quantity™ Unit of Issue Price
r r B0w light bulbs 24588 || 24558 S0.000 EA Each |I|1 2900
r r Wire 5895 5836 20.000 FT Feet 05500
r r toggle botts 4759 4754 5 000 C Hundred |I|9_95|:||:|

Modify Delete Item Description Vendor ltem Quantity™ / Unit of Issue Price
= - B0w light bulb= 24588 || 24568 { [10.000 EA Each |1 .2900
r r Wire 5896 598 20.000 FT Feet 0.5900
- r toggle hotts 4789 4789 5 000 C Hundred |9_QEDD

Once the information has been modified, press the submit button.

After pressing the submit button the following message will appear:

Fequisition wvas successfully modified

The process will send an email notification to the user and to Business Services.




Modifying a Requisition - Changing an Item Line (continued)

- Method 2:

a) Change the Item Line information on the Requisition Item Line form.

To access the Requisition Item Line form, check the item on the table that needs to be modified and
press the submit button.

Modify JDelete Item Description Vendor hkem Quantity™ Unit of Issue Price
= N By light bulkzs 24688 || 24638 10,000 EA Each 11.2900
‘t v r Yyire 5595 5896 20.000 FT Feet |EI.59|3EI
- |— toggle bolts 4783 4789 S 000 C Hundred |E|_95DI:|

The process will open the Requisition Item Line form.




Modifying a Requisition - Changing an Item Line (continued)

There are a number of fields on the Requisition Line form that can be modified. These fields include the

Item Description, Vendor Item Id, Quantity, Unit of Issue, Price, and GL Account Information.

* = Reguired

Initistor

Desired Date

Reguisition Mumber

Commocity Code

tem Description *

Wendaor ftem

Price

Guantity *
Unit of Izsue*

Qooo365
hr . Matthewe J. Villnave

—

Wire 58596

aal=
20.000

FT Feet |

05900

Trade Disc Pct Trace Disc Amt

Requisition Line Item

Fixed Azset
Cost Center Object Code Amount
11-1-00016 INVENTORIES V 16002 ACADEMIC COMPUTER INVENTORY V W
B ol
- 0] [ —
M M
- O] [ —

Tax Farm

Comninents

Box Mo

ftem 1 af 1

State




Modifying a Requisition - Changing an Item Line (continued)

This form will also allow the user to split the cost of the item across two or more GL accounts.
Important Notes about this form:

1. When changing the Item Description, do not add the Vendor Item ID to the description. Once the
requisition is saved, the Vendor Item ID information is added to the end of the Item Description.

2. When changing the Vendor Item ID make sure that the Vendor Item Id is removed from the Item
Description field.

3. The Comments on the Item Line form are for information purposes only —they are not printed on the
Purchase Order.

4. When changing the Quantity and Price for an Item that is not split across two or more GL accounts,
the user does not need to enter the total amount. However, if the cost of the Item is being split across
multiple accounts, than the total of the GL amounts assigned must equal the amount of the items

purchased.

Cost Center Object Code Amount
11-1-00016 INWENTORIES v || 16002 ACADEMIC COMPUTER INVENTORY | ‘ 5.80
11-1-30140 MEDIA RESOURCES |w| || | 52100 GENERAL EXP POOL ¥ | ” B.00

v w W_‘

v. v.

v. v.

5. When changing information GL information on the Item Line form, the requisition will require re-
approval.




Modifying a Requisition - Changing an Item Line (continued)

Once the information has been modified, press the submit button.

After pressing the submit button the following message will appear:

Requi=sition was successfully modified

The changes to the line item require re—approval of the reguisition.

The user can approve the requisition on the ‘Approve a Requisition’ form, if they have sufficient
authorization. If not than an email notification will be sent to the next approver.

The process will send an email notification to the user and to Business Services.




Modifying a Requisition - Deleting an Item Line

C- Deleting an Item

To delete an item, check the item on the table that corresponds to the item that needs to be delete, and
then press the submit button.

Modify Deletef Item Description Vendor tem Quantity™ Unit of Issue Price

,— ,— / || B light bulbs 24688 || 24666 10,000 EA Each .,, |1.29IIIIII

- ¢ | wire saas sass 5805 20.000 FT Fect ~/| | [o:5z00

B ® ool sl vkl e 5.000 C Hundred v |l o.9500

After pressing the submit button the following message will appear:

Fequisition wazs successfully modified

The process will send an email notification to the user and to Business Services.

Note: Depending on the status of the requisition, the requisition may require re-approval.




Modifying a Requisition - Adding Item Lines

D- Adding Additional Item Lines

Enter the number of item lines to add to the requisition in the “Number of Line Items to Add” field and

press the Submit button.

Modify Delete Iem Description Vendor tem Quantity™ Unit of Issue Price
r r By light bulbs 24658 24688 10.000 E& Each .V- |1 2900
r || ire 5898 898 596 20.000 FT Feet ~| | o5500

Mutnker of Line fetns to Add

—

F 3

Modify Delete Item Description Vendor ltem Quantity* Unit of Issue Price
— r B0 light bulbs 24658 || 24658 I—1 0000 EA Each ™ |1 2000
r | e 5896 5395 56898 20.000 FT Feet | || [o:5900

Mumber of Ling tems to Acdd @ ]

* Note: The maximum number of lines is 99.




Modifying a Requisition - Adding Item Lines (continued)

Once the submit button is pressed, the process will open the Requisition Line Item form.

EMPLOYEES

Requisition Line ltem

* = Requiredd
Requisition Mumber 0no03ES
Initiztar hr . Mlatthewy J. Villnarve

Desired Date

Commodity Code

tem Description #*

“endor kem
Gantity €

Unit of lzsue * | [v]
Price |
TradeDiscPet | TradeDiscamt |
Fixed Azset
Cost Center Object Code Amount
] ]

| |
| |
| A ]
| |
| |

Tax Form Box Mo State

Comments

ftem 1 of 1




Modifying a Requisition - Adding Item Lines (continued)

Once the information the new item information has been entered, press the submit button.

After pressing the submit button the following message will appear:

RFequizsition was successfully modified

Adding a line item requires re—approval of the reguisition.

The user can approve the requisition on the ‘Approve a Requisition’ form, if they have sufficient
authorization. If not than an email notification will be sent to the next approver.

The process will send an email notification to the user and to Business Services.

’ﬁ\ Bug Alert

* The View/Modify/Del Reqs — Custom form does not display the correct Requisition Status, Vendor ID,
or Total Amounts after the requisition has been modified. The problem occurs when the user has either
changed the vendor, changed amounts or added/modified item information.

When the process opens the Requisition Inquiry screen and the user presses the submit button, the
changes will not be displayed on the View/Modify/Del — Custom form. To ensure that the changes have
been made, the user must go back to either the Faculty or Employee menu. From there the user will
then click on the ‘View/Modify/Del Regs - Custom’ Hyperlink. This will refresh the data on the form and
the user will be able to see the changes made.




Deleting a Requisition

You can delete any requisitions that has not been turned into a Purchase Order by clicking on the

Employees (or Faculty) menu.

Requisitions for Goods and Services - Custom
WignyodifyDel Reds - CUustom -
Approve a Reguisition

- Click on the ‘View/Modify/Del Regs - Custom’ Hyperlink

i i Purchase "
Requisition Requisition Requestor Initiator Vendor Total
Status Orders Vendor Name
Number Date Name Name 1D Amount
Created
OO0036S 0353040 Outstanding Mt . hlatthew J. I . Matthew: oooM104 || Grainger 87.35 || Receive || Maodify (| Delete
Yillnawe J. Willnave
0000367 032710 Mot Mr. Wiattheswe . || Wik, Matthesw testing approvals agsin 3.00 || Receive || Modify || Delste
Appraved Willnawe S Willnave
0000366 032710 Pt Mr. Mstthewe J. || Wik, Matthesw testing approvals 2.00 || Receive || Modify || Delste
Approved Yillnzwe J. Yillngve
0000365 03/26M0 PO Created PO0O25128 Mr. Matthewy J. Idr. Matthew: Johnny Come Lately 12.00 || Receive || Modify || Delete
illnawe S illnave
Q000564 0372600 Outstancing hr. batthews J. || by, atthes Test Wendar 2.00 || Receive (| hodify (| Delete
illnawe J.illnave
0000305 02020 PO Created POO2E03E hr. Matthewe . || v, Matthew 0123679 || Gov Connection Inc 1,295.00 || Receive || Modify || Delete
Yillrawe S illnave

Web Advisor will open the View/Modify/Del Requisitions form. The form will display all of the
requisitions that you created. To delete a requisition, simply click the ‘Delete’ hyperlink next to the

appropriate requisition. The process will open the Delete a Requisition form.




Deleting a Requisition (continued)

Delete the requisition by pressing the Submit Button (see B). Once this button has been pressed, Web

Advisor will send the operator and Business Services an email notification.

To view detail information about the Item, click on the Item Description Hyperlink (see A)

EMPLOYEES

Caution:

Requizition MNumker
Requisition Total

“endor IO anchior Mame

0000365
$a7.35
0001104 Grainger

Pressing Submit will Delete this Reguisition

Delete a Requisition

Confirmation E-Mail Address

ajmccabe@niagara. edu

Requisition Status  Outstanding
Requisition Date
Requestor Mame

Ship ta Commodity Code

033010 Status Date

hir . Matthewe J. Vilnawve

AR Type

Initigtor Mame

A

033010 Maintenance Date

hdr. Matthessr J. Yillnave

03/30M0  Desired Date

Purchase Orders Creat

Item . Unit of . Extended P
- Quantity Price . GL Distribution

Description Issue Price

Bl light bl 24658 20000 (| EA Each 1.2900 2580 (| 11-1-00016-16002 INVENTORIES :

24658 ACADEMIC COMPUTER
INYEMTORY

hire 5895 5895 20000 || FT Feet 0.5300 11.80 || 11-1-00016-16002 INVENTORIES :
ACADEMIC COMPUTER
INYEMTORY

toddle bolts 4759 4789 5000 || CHundred || 98500 4375 (| 11-1-00016-16002 INVENTORIES :
ACADEMIC COMPUTER
I EMTORY

Printed Comments B

Comments Approval Date
Matthew vilnave || o3a0i0 |
Next Approval

Note - you cannot delete a requisition that has been turned into a Purchase Order. If the Purchase

Order needs to be voided, please contact Business Services.




Approving Requisitions

If you are department head or manager you may have the ability to approve requisitions. Based on your
approval levels you may have the responsibility of approving requisitions that have been created by
others in your area. In order to approve requsitions within the Colleague you must have the following:

Authorization from your Department head and/or controller’s office listing the GL accts and the
requisition dollar amount.

Approvals can be done through both Web Advisor and Colleague Ul, this documentation will focus only
on approving requisitions through Web Advisor.

e Click on the ‘Approve a Requisition’ Hyperlink

Requisitions for Goods and Services - Custom
WiesetodifyDel Reds - Custom
Approve & Requistion g—

Web Advisor will open the Approve a Requisition form. The form will display all requisitions that need
to be approved. To approve a requisition, simply check the appropriate requisition and press Submit.
The process will send the initiator and Business Services an email notification that the requisition has
been approved.

Approve a Requisition

n icition Huml Requisition Date Status Req Name Initi Name Vendor ID VYendor Name Total Amount A%

1
0000367 03f2710 Mot Approved || NN | S testing approvals again 3.00 |——'
I || I

0000366 0327i0 hlot Approved

testing approvals 500 r

Note: vou can also approve multiple requisitions on this form.




