PURCHASING FROM QPA 12716
Menu Navigation:

· eProcurement
· Create Requisition

Upon navigation you will come to the screen shown below.  Notice the current step in the process of creating a requisition is noted in yellow.  
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Define Requisition

At the Define Requisition screen you are able to change or add several fields:

1. Business Unit
2. Requestor 

3. Requisition Name

4. Line Defaults 
5. Accounting Defaults (Chartfields)

6. Ship To location

7. Due Date (not required)

5.  Accounting Defaults (Chartfields)

Edit if necessary all Chartfields as required by your agency.  This includes but is not limited to: Location, GL Unit, Fund, Program, Dept, and Bud Ref (fiscal year of purchase).
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6.  Ship To Location
Click on the magnifying glass icon next to the Ship To field.  A pop-up will open where you can search for and identify the appropriate Ship To code.  In the “Ship To Location” field enter the 3-digit agency number and click the “Look Up” button to be given a listing of all your agency Ship To locations.
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7.  Due Date (not required field)

Enter date in MM/DD/YYYY format if needed or use the calendar page icon to the right of the field for entry of the date.

Once all items 1 through 7 have been entered click the “Continue” button or the “2. Add Items and Services” tab to pick the items from the vendor punch-out catalog.

Add Items and Services
Once you have gotten to the “Add Items and Services” screen you will have to select the Web tab.  

8. Web Use this tab when searching for items from the Ricoh punch-out

catalog. 
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At the punch-out catalog page click the blue link labeled “IKON Office Solutions”.
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Clicking on the blue link for the catalog will take you to the vendor’s web site.  Remember that while in the vendor’s web site you still have the 20 minute time frame to complete your order and move back into PeopleSoft or you will be timed out of PeopleSoft.

Once you have found all items and checked out of the vendor’s web site you will be brought back to PeopleSoft and you will need to click the “Review and Submit” button to forward the requisition for approval.  
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QPA # 12716
GET STARTED

This section will provide an overview of
how to use this site.

More>>

Build Your Own Bundle User Guide

This section will detail the steps to
order a custom multifunctional device.

More>>

Frequently Asked Questions
This section will help answer some
common User, multifunctional device, &
procurement questions.

More>>

CONTACT INFORMATION
Please contact Chris Johnson, Ricoh
Government Account Manager to
identify the best equipment option for
your business.

More>>

PURCHASE LIST INFO
of Ttems: 0 Total: $0.00
Last Three Ttems Added to List
et
2 Check Out

Contract Highlights
In QPA Contract #12716 all Terms
and Conditions apply - NO freight,
taxes, or overages apply.

More>>

Ricoh and PeopleSoft User

Guides

This section will detail the

information on this E-Procurement

site and the encompass system.
More>>

Justification Questions
This section will contain the require
questions for your Ricoh purchase.

More>>
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imanoa. contont. terme ot condifinns <et farth in fhis <ite 12 enresdy orobibited

RICOH

Done @ Localinranct | Protected Mode OFF




By clicking on the “More” link under each section you will access the following pages:
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CONTACT INFORMATION

STATE OF INDIANA
Company Contact

Name:  Megan Lawson
Phone:  317-234-0067

E-mail:  mlawson@idoa.in.qov

Ricoh
Equipment Sales Professional

Name: ~ Chris Johnson

Phone:  317-329-6088

Chris. Johnson@Ricoh-USA.com
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Ricoh and PeopleSoft User Guides

Please visit the following website or micro links for detailed information on
the Ricoh e-procurement punch-out & the Encompass purchasing system.
.gov/idoa/2686.htm

http://www.in.gov/idoa/2342.htm, under the Requisitions Section
undemeath Finding Multiple Vendors for One ePro Catalog Item Number.
Please copy/paste url into your Browser to access sites.
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Contract Highlights

Statewide Quantity Purchase Agreement (QPA)
$12M Estimated Annual Spend

Contract term: May 1, 2011 to April 30, 2013; 2 years with (2) 1-year
renewal options

Over 20% total projected savings when compared to previous QPA

No minimum monthly volumes

Increased technology advancements

Accountable Performance Metrics

Early Upgrade Program

Please visit: http://www.in.gov/idoa/2686.htm (not hyperlink, please
copy) for detailed information about this QPA
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Frequently Asked Questions

1. How do I order a multi-functional device from this punch-out?
Start by selecting, Equipment Catalog, then find the band that was.
recommended. This will take you to a product page where you will need to
select the item Chris Johnson recommended and add it to the cart by
selecting the (insert cart symbol).

Select the User Guide section on the home page for detailed information.

2. Chris Johnson said I should order a specific band, where would I find
this?

Select the, Equipment Catalog, the page will have the band option offered
by Ricoh.

3. 1 need to build my own bundle, how do T do that?
Start by selecting, Equipment Catalog, then select the Build Your Own
Bundle option. Chris Johnson will specify if you will need to use this option.
Please read the Build Your Own Bundle User Guide section located on the
Home page for detailed information on this process.

4. How do I contact someone with a question on ordering a multi-
functional device from Ricoh?

You can find the state contract manager and Ricoh government account
representative information on the Home page under Contact Information.
Please visit: http://www.in.gov/idoa/2686.htm and/or
http://www.ikon.com/extranet/Indiana/ for additional information on
pricing and product options.

5. Where do I find contract information?
Select Contract information on the Home page for highlights of this
contract.

All information about this contract is at the following website:
http://www.in.gov/idoa/2686.htm

6. What do T need to know before ordering a new piece of equipment?
Be red to know the historical olume of the machine(s) you
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Justification Questions

Please cut and paste the questions below to your requester justification
and comment section of the requisition. If you have questions, please
contact Roxie Coble at rcoble@idoa.in.gov or 317-234-4251.

Was Chris Johnson, Ricoh Account Manager, involved in recommending this
requested device? (Yes/No)

Identify make and model of all requested devices. If printer, include
whether it will be used as a networked device or as a personal desktop. If
personal desktop printer, please include reason.

Identify all functions that the equipment will perform (i.e. Print, Copy, Fax,
Scan, Color).

Identify all physical addresses where the equipment will be delivered for
usage. (Please align device to address).

Identify the average total monthly volume this requested device will fulfil.
Identify all make and models that will be eliminated as a result of the new
devices, while identifying whether the eliminated devices are lease returns
or owned.

Please include any additional comments you believe would be important for
the IDOA reviewer.

<< Back
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Build Your Own Bundle User Guide

Please select - Ricoh and PeopleSoft User Guide - section for detailed
information on how to use this site and PeopleSoft to create a requisition
and purchase order. Please visit the following website or micro links for
detailed information on the Ricoh e-procurement punch-out & the
Encompass purchasing system.

User guides can be found at: http://www.in.gov/idoa/2686.htm
Information is under the Resources Section underneath Ricoh Micro site
and

http://www.in.gov/idoa/2342.htm, under the Requisitions Section
undemeath Finding Multiple Vendors for One ePro Catalog Item Number.
Please copy/paste url into your Browser to access sites.

1. Select Equipment Catalog to view all Multi-Functional Device bundles.
2. Select the build your own bundle band # as instructed by Chris
Johnson.

3. Select the band # recommended bundle and add it to the cart.

4. Select the accessories and add to the cart.

5. Select Required Band # Full Service and add to cart.

6. Repeat steps 3-5 for each fiscal year for the lease.

7. Proceed to - Check Out - page.

8. Review order for correctness, but do not change any quantities; you
can do that in PeopleSoft.

9. Select - Submit List -

10. Review final order and select - Submit Order to Procurement Network -
and you will be brought back into PeopleSoft.

<< Back
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When you click on the “Equipment Catalog” link (just under “Ricoh Procurement Portal”) the following page will open giving two options for each black and white and then each color device available.
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EQUIPMENT CATALOG HOME

From standalone copiers to multifunction devices, IKON brings you the imaging and communication
technology to accomplish any business objective.

BAND 1 - RICOH MP201SPE

The Ricoh MP 201SPF is @ 21 ppm B & W multifunctional device. It is configured with
copy/print/scanning/faxing/ (1) 250 sheet paper tray and 100 sheet bypass tray standard. Optional
extra paper and cabinet available.

BAND 1 - BUILD YOUR OWN RICOH MP201SPE

Before you consider building your own bundle, you must involve your IKON sales representative Chris
Johnson. The Ricoh MP 201SPF is a 21 ppm B & W multifunctional device. It is configured with
copy/print/scanning/faxing/ (1) 250 sheet paper tray and 100 sheet bypass tray standard. Optional
extra paper and cabinet available.

BAND 2 - RICOH MP2500SPE

The Ricoh MP 2500SPF is a 25 ppm B & W multifunctional device. It is configured with
copy/print/scanning/faxing/ (2) 500 sheet paper trays and 100 sheet bypass tray standard. Optional
stapling/sorting, extra paper, and cabinet available.

BAND 2 - BUILD YOUR OWN RICOH MP2500SPE

Before you consider building your own bundle, you must involve your IKON sales representative Chris
Johnson. The Ricoh MP 2500SPF is a 25 ppm B & W multifunctional device. It is configured with
copy/print/scanning/faxing/ (2) 500 sheet paper trays and 100 sheet bypass tray standard. Optional
stapling/sorting, extra paper, and cabinet available.

BAND 3a - RICOH MP2851SP.

The Ricoh MP 2851SP is 28 ppm B & W multifunctional device. It is configured with
copy/print/scanning/(2) 500 sheet paper trays and 100 sheet bypass tray standard. Optional faxing,
stapling sorting, on-line 3 hole punching, and extra paper or cabinet available.

BAND 3a - BUILD YOUR OWN RICOH MP2851SP

Before you consider building your own bundle, you must involve your IKON sales representative Chris
Johnson. The Ricoh MP 2851SP is 28 ppm B & W multifunctional device. It is configured wi
‘copy/print/scanning/(2) 500 sheet paper trays and 100 sheet bypass tray standard. Optional faxing,
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Click on the Band x (x represents a number) link – Ricoh Model (that Chris Johnson has recommended) to open up the base unit with standard configured options.
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Band 1 - Ricoh MP201SPF (21 PPM) Copy/Print/Scan/Fax Compare [
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Price:  $28.82/MON

RV S— Addto

Band 1 - Ricoh MP201SPF (21 PPM) Copy/Print/Scan/Fax add paper 1x500  Compare []
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Band 1 - Ricoh MP201SPF (21 PPM) Copy/Print/Scan/Fax Cabinet Compare [
VPN: MP2015PF-83705

Price:  $30.83/MON
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Price:  $34.29/MON

Addto

Required BAND 1 Full Service - B/W Rate of $0.0065 per copy Compare [1
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Price:  $0.0065/EA

G Local intranet | Protected Mode: Off G- o -





Click on a blue description link to get more detailed information as shown below.
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BAND1-  BAND 1 - RICOH MP201SPF (21 PPM) COPY/PRINT/SCAN/FAX

RICOR
MP201SPE VenN: Mp2015PF-B3708
RV S——
e The Ricoh Aficio MP201SPF incorporates a

wealth of digital features and advanced paper-
handiing capabilties. These capabilties ensure
maximum user productivity, provide reliable
performance and offer professional image
quality.

price: 528 82MON

Addto

Components.

+ ESP Digital QC 120/15 Network - (Powerfilter)
+ Network Connection
« Ricoh Aficio MP201SPF

Specifications
Modem Speed 33.6 Kbps

Memory Transmission 4 MB RAM

Imaging Technology Twin Laser Beam Scan & Electrophotographic Print
Group Dialing Up to 10 groups

‘Scanning Area Main: 8.5" (216 mm); Sub: 14.02" (356 mm)
Transmission Speed 2 sec.

Speed 21 ppm monochrome

Scanning Speed 22 ipm @ 200 dpi BW; 10 ipm @ 200 dpi Full-Color
First Copy Out Time 7.5 sec

Resolution 600 x 600 dpi

Document Handling automatic duplexing

Power Requirements 120V, 60Hz, 8A

Scan Resolution 100 to 600 dpi





Click on the “Add to list” icon to add this line item to your list/requisition. 

Click on the name of the unit in the gray box in the upper left hand corner to return to the previous page without adding the item to your list.
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The Ricoh Aficio MP201SPF incorporates a
wealth of digital features and advanced paper-
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quality.

price: 528 82MON

Addto

Components.

+ ESP Digital QC 120/15 Network - (Powerfilter)
+ Network Connection
« Ricoh Aficio MP201SPF

Specifications
Modem Speed 33.6 Kbps. <
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If you clicked on “Add to List”, the item will appear in your Purchase List Info (upper right hand corner).
Click the gray Equipment Catalog icon to go back out to the previous catalog page.  
After adding the base model and appropriate options, scroll to the bottom of the page and look for an item that begins with “Required BAND” to add the click/overage charges for the line item(s) you just added.  Click on the “Add to list” icon.  
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You can also choose to build your own configuration by clicking on the Band x (x represents a number) Build your own Ricoh Model x link to open up the base unit with standard configured options.
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EQUIPMENT CATALOG HOME

From standalone copiers to multifunction devices, Ricoh brings you the imaging and communication
technology to accomplish any business objective.

BAND 1 - RICOH MP201SPE

The Ricoh MP 201SPF is @ 21 ppm B & W multifunctional device. It is configured with
copy/print/scanning/faxing/ (1) 250 sheet paper tray and 100 sheet bypass tray standard. Optional
extra paper and cabinet available.

BAND 1 - BUILD YOUR OWN RICOH MP201SPE

Before you consider building your own bundle, you must involve your Ricoh sales representative Chris
Johnson. The Ricoh MP 201SPF is a 21 ppm B & W multifunctional device. It is configured with
copy/print/scanning/faxing/ (1) 250 sheet paper tray and 100 sheet bypass tray standard. Optional
extra paper and cabinet available.

BAND 2 - RICOH MP2500SPE

The Ricoh MP 2500SPF is a 25 ppm B & W multifunctional device. It is configured with
copy/print/scanning/faxing/ (2) 500 sheet paper trays and 100 sheet bypass tray standard. Optional
stapling/sorting, extra paper, and cabinet available.

BAND 2 - BUILD YOUR OWN RICOH MP2500SPE

Before you consider building your own bundle, you must involve your Ricoh sales representative Chris
Johnson. The Ricoh MP 2500SPF is a 25 ppm B & W multifunctional device. It is configured with
copy/print/scanning/faxing/ (2) 500 sheet paper trays and 100 sheet bypass tray standard. Optional
stapling/sorting, extra paper, and cabinet available.

BAND 3a - RICOH MP2851SP.

The Ricoh MP 2851SP is 28 ppm B & W multifunctional device. It is configured with
copy/print/scanning/(2) 500 sheet paper trays and 100 sheet bypass tray standard. Optional faxing,
stapling sorting, on-line 3 hole punching, and extra paper or cabinet available.
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Before you consider building your own bundle, you must involve your Ricoh sales representative Chris Johnson.  You will find a basic configuration line for each model where you may be able to add lines for an extra paper, cabinet, optional stapling/sorting, faxing, or on-line 3 hole punching options.
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Repeat the two part process (base unit/options and the required band) for the appropriate number of fiscal years to be covered by the purchase order (one fiscal year on each separate copier line).  On the example below there are four fiscal years covered so there are 8 lines in the purchase list.
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There is no need to adjust quantities at this point, just click on the “Submit List” button in the lower right hand corner when the appropriate number of lines have been added.
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Click on the “Submit order to procurement network” button to return to PeopleSoft.
Review and Submit
At the Review and Submit screen you are able to complete several tasks on the requisition including final submission to the approval workflow.

This is where you will adjust the quantities to the appropriate number of months and the appropriate number of clicks on each line/fiscal year.
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9.  Adding Line Comments

10. Modify Line/Shipping/Accounting information

11. Choose Requisition Type

12. Add justification comments for requisition

13. Check budget

13a. Pre-check budget

14. Add more items to requisition 

15. Cancel requisition

16. Save & preview approvals

17. Save & Submit requisition to workflow
9.  Adding Line Comments (enter the fiscal year to be covered on the line as shown below)
To add line comments, click on the “Comments” icon to open the Line Comments screen.  Type the desired information and click the “OK” button.    If the comments need to be printed on the requisition or Purchase order, please make sure the “Send to Vendor” box is checked.
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If you need to add attachments to the requisition

Click on the “Add Attachment” button and you will see the screen below that will allow you to search your computer for the attachment.  Click the “Browse” button (this will bring up your Windows menu) to search for the file you want to add as an attachment.  Highlight the document name and click “open”; this will transfer the document to the browse line.  Once the file is listed in the browse line, click the “Upload” button to add the attachment to the requisition.
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Once you have uploaded the file you will be returned to the following screen.  This screen shows you the file as an attachment to the requisition.  If you are done and do not want the attachment sent to the vendor or added to the Purchase Order, you do not need to check the “Send to Vendor” box for the attachment.  If you are done with adding attachments and line comments, click the “OK” button to continue and be taken back to the “Review and Submit” screen.
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Verifying Asset information on the Requisition Line

This should be verified (line by line) on the “Review & Submit” panel through opening the line details (triangle to the left of the line), then clicking on the Asset Information tab under Accounting Lines as shown in the panels below.
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Because these Multi Function Devices are leased, if the Requisitioner sees information in the AM Business Unit and Profile ID fields on each line of the requisition, then it should be removed.  Once the AM Business Unit and Profile are removed from the requisition line, it will not show as an asset on the resulting purchase order line

10. Modify Line/Shipping/Accounting information
You must confirm the shipping and accounting (Chartfields) information for each line of the requisition.  You must select each line to be modified before clicking this link.  To copy the Chartfields from step 1 of the process click the “Load Values From Defaults” link and the Chartfields will be populated from your defaults entered on the Define Requisition page.

This is where you can add multiple distribution lines on the requisition by clicking the plus button at the end of the first row.  
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Once you have made all corrections or modifications to the Ship To and Chartfields you will be taken to the following screen.  

At this screen you have three (3) options to choose from: 1) to have the changes affect all requisition lines select “All Distribution Lines” 2) to have the changes affect only the requisition lines chosen before making the changes select “Matching Distribution Lines” 3) if you have made multiple changes to the Chartfields and want to replace the old information with the new, select “Replace Distribution Lines”.

Click the “OK” button and you will be returned to the “Review and Submit” screen and all changes will be applied to the lines as you have noted.
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OR you can add multiple distribution lines by clicking on the triangle to the left of each line on the Review and Submit page and click the + icon at the end of the row and you will be asked how many lines to add.  When the lines are returned, they will automatically default in the accounting string used on the Define Requisition page.  You will only need to update fields in the chartfields as needed (perhaps the budget date, department or project information).  
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This will allow you to update the account, the budget reference, the project information, the asset information, etc. line by line.  On each of the future year lines, you will need to enter the Budget Reference (second century of the fiscal year – 2013 for 7/1/2012 through 6/30/2013) and the corresponding Budget Date (on 7/1/2012 or after in this example). 

11. Choose Requisition Type

Click the drop down arrow to select the type of requisition this is - QPA.  This is a required field.
12.  Add justification comments for requisition

Click inside the justification box and enter all justification information for this requisition.  This information can be added to the RFQ and Purchase Order if needed by checking the “Send to Vendor” box; otherwise this justification is only placed on the requisition.  This is a required field.
Responses to the following questions must be included in the justification:

1. Was Chris Johnson, Ricoh Account Manager, involved in recommending this requested device? (Yes/No)

2. Identify make and model of all requested devices. (If printer – include whether it will be used as a networked device or as a personal desktop.  If personal desktop printer – please include reason)

3. Identify all functions that the equipment will perform (i.e. Print, Copy, Fax, Scan, Color)

4. Identify all physical addresses where the equipment will be delivered for usage.  (Please align device to address)

5. Identify the average total monthly volume this requested device will fulfill.

6. Identify all make and models that will be eliminated as a result of the new devices, while identifying whether the eliminated devices are lease returns or owned.

7. Please include any additional comments you believe would be important for the IDOA reviewer. 

There is an icon to the right of the box (two sheets with a diagonal arrow) that will bring up a larger box to type in your justification.  When finished typing, click the “OK” button and it will take you back to the “Review and Submit” screen.

13.  Check budget

Clicking the “Check Budget” button will budget check your requisition and pre-encumber the funds.  This step is not necessary to save and submit the requisition to workflow, please check with your agency as to when this step should be done.  Budget checking can also be completed at the Manage Requisitions screen at a later time.

13a.  Pre-Check budget

Clicking the “Pre Check Budget” button will pre budget check your requisition and let you know if the funds are available at the time.  This step is not necessary to save and submit the requisition to workflow, please check with your agency as to if/when this step should be completed.  
14.  Find more items link

This link takes you directly back to the “Add Items and Services” step of the requisition, so additional item or services can be added. 

15.  Cancel requisition

Clicking the “Cancel requisition” button before saving or submitting will remove the information about the requisition being created from the system.  If you have saved the requisition, you will only cancel the changes to the requisition if there are any.  To cancel the requisition after it has been saved, you must go to the Manage Requisitions screen.

16.  Save & preview approvals

Clicking the “Save & preview approvals” button will take you to the screen shown below.  This allows you to save without submitting the requisition to the approval workflow and review a summary of the requisition.  This screen provides your requisition number (for later use), requisition name, justification, if the requisition has been budget checked and to see a preview of who is in the approval workflow.  

From this screen you can submit the requisition to the approval workflow, edit the requisition if necessary, pre-budget check or budget check the requisition.
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17.  Save and Submit requisition to workflow

Clicking the “Save & Submit” button will place the requisition into your agency’s approval workflow.  You will be taken to a similar screen as shown in the prior section.  At this point you have the option to edit the requisition and budget check if you did not do this step prior to saving and submitting.  You can access the Manage Requisitions screen to review the requisition and its status by clicking on the Manage Requisitions link.

Multiple Fiscal Year Procurement Contracts: 
Your contract is a commitment for multiple years so as described on previous pages, you will enter a separate line for each fiscal year (for ease of issuing receipts and making corresponding payments).  In order to enter budget lines for multiple fiscal years, you must submit a request to your agency Controller/Budget Analyst asking that a $0 budget be opened for each of the future fiscal years you will need.  Once the $0 Budgets are established and posted, you will select the appropriate accounting information including the budget reference and budget date for each requisition line.  You will receive a budget check error on the zero dollar budget years that your Budget Analyst will be required to override. You will need to re-budget check the requisition until it becomes Valid.  Since the Office of Management and Budget (OMB) is requesting that all commitments be put into PeopleSoft/ENCOMPASS this should not be a problem.    It is our recommendation that you set up your click charge purchase order lines as amount only as it will make receiving much easier. 
 

Once you have your requisition entered, it is approved and it has a valid budget check, you will expedite it to a purchase order.   If it is above your delegation for approval (typically $75,000), then submit an email to poapprove@idoa.in.gov and identify your Business Unit, PO number, and PO Type and IDOA Procurement will approve the purchase order.  You may then finalize, budget check and dispatch the PO and send a copy to the vendor and a copy to your agency accounts payable area.  If the PO fails the budget check, then your Budget Analyst will need to override it.  The future years budgets will encumber in the negative to show the future year commitments.  When the future year budgets are loaded, then the purchase orders will synchronize and will automatically be encumbered appropriately.

Multiple year contracts which contain projects - a directive from Marilyn Rudolph
1.  Prior to entering the PO, project administrator should create projects for the future years covered by the contract, regardless of the type of contract (service, lease, etc.).

2. If future year project name uncertain, create ‘dummy’ projects; only Project ID and one Activity ID need to be set up.

3. Set ‘dummy’ project Status to E-Reject-ACT/GLE/BUD/REV/PAY to avoid any accidental charges to this project.

4. Enter PO, using multiple lines for future years, utilizing ‘dummy’ projects.

5. When future year is to be activated, modify ‘dummy’ project to the correct project, setting status to active.
Manage Requisitions
Once the requisition has been saved and submitted to the workflow process you will need to navigate to the Manage Requisitions screen to budget check (if not completed previously) and to see if the requisition has been approved and is ready for further processing.
Menu Navigation:

· eProcurement
· Manage Requisitions
When the Manage Requisitions screen opens, locate your requisition by searching or sorting the list as needed.  You can search by several pieces of information.

The fields you can search by are:

18. Business Unit

19. Requisition Name

20. Requisition ID

21. Date range

22. Requestor

23. PO ID
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The Manage Requisitions screen gives several pieces of information on the requisition and also allows the user to access other screens that will allow other functions.  The information provided on this screen is:

24. Req ID

25. Requisition ID/Name

26. BU (Business unit)

27. Date

28. Status

29. Budget

30. Total

31. Requisition report

32. Additional actions that can be completed on requisition

Clicking on the blue names for fields 24 to 30 will resort the columns. 
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24.  Req ID 

This is the requisition number assigned by PeopleSoft.  Clicking the requisition number allows the user to see the following screen of requisition details.  When done reviewing the requisition details just click the “Return to Manage Requisitions” link to be taken back to the Manage Requisitions screen.  
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From the requisition details screen you can also view details about the line items (by clicking the blue link for each line under the item description column) and the schedule and distribution for the requisition lines.  The following screens show more detail as to what will be seen.

Item Description Screen
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Requisition Schedule and Distribution Screen
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25.  Requisition ID/ Name

This column lists the name of the requisition provided by the requestor or the Req ID number if the requisition was not named during creation.

26.  BU (business unit)


This column lists the business unit number of the agency that the requisition belongs to.

27.  Date


This is the date the requisition was created and saved.

28.  Status

This column shows the status of the requisition.  Statuses of “Approved”, “Open” (not submitted to workflow), “Cancelled”, “Pending”, ”PO(s) Created”, “Partially Received” and “Received” will be seen.  In order to finish processing a requisition, the status must be “Approved”.

29.  Budget

This column shows the budget status of the requisition.  Statuses of “Valid”, “Error” or “Not Chk’d” will be seen.  In order to finish processing a requisition to a Purchase Order the budget must be in “Valid” status.

30.  Total

This column shows the total dollar amount for the requisition.  This generally is an estimate of the final purchase amount unless it is a requisition created from items found in the search catalog.

31.  Requisition Report

This link enables the user to create a PDF of the requisition for printing and to obtain signatures on the requisition as required.  See the “Printing a requisition” section for detailed instructions on the creation process.

32.  Additional actions that can be completed on requisition

This drop down list allows the user to see several different options that can be done to the requisition.  These options include canceling the requisition, budget checking, editing the requisition, reviewing the requisition cycle, viewing the approvals and view printable version of the requisition (follow instructions for Printing a Requisition - begins at the process monitor section).
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Requisition Cycle

The user can access and review from the Manage Requisitions screen where in the life cycle the requisition is.  Click on the triangle to the left of the Requisition ID number.  The Requisition Cycle screen is shown below. 
[image: image38.png]Favorites  Mai Menu > eProcurement > Manage Requistions

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit: o001 @, Requisition Name: @
Requisition D: @ Request status: Al but Complete B Budget Status: -
Date From: [5) Date To: 3012012 Gl
Requester: T O EnteredBy: oY POID: | ——
Search | Clear
To view the lifespan and line items for a requisition, click the Expand triangle icon: »
o editor perform anofher action on a requisition, make a seleciion from the Action dropdown list and click Go.
Reain Requisition ame B Dste  swauws Bugaet Total
< 0000010265 Band 1 copier 00081 022412012 Pending Valid 151336 USD <Select Action> “fee ]
Requester: Geer Jeania-061 Entered By: Geer Jeania-061 Priorty: Wedium
Pre-Encumbrance Balance: GRG0

15018 0 Lost

1 IKON: Band 1 - Ricoh MP201SP. Pending Approval 2882000 USD 12.0000 MON | IKON OFFICE SOLUTIONS INC X
2 IKON: Required BAND 1 Full S Pending Approval 000850/USD | 50000000 EA  IKON OFFICE SOLUTIONS INC x
3 IKON: Band 1 - Ricoh MP201SP. Pending Approval 2882000 USD 12.0000 MON | IKON OFFICE SOLUTIONS INC X
4 IKON: Required BAND 1 Full S Pending Approval 000850/USD | 50000000 EA  IKON OFFICE SOLUTIONS INC x
5 IKON: Band 1 - Ricoh MP201SP. Pending Approval 2882000 USD 12.0000 MON | IKON OFFICE SOLUTIONS INC X
6 IKON: Required BAND 1 Full S Pending Approval 000850/USD | 50000000 EA  IKON OFFICE SOLUTIONS INC x
7 IKON: Band 1 - Ricon P2 Pending Approval 2882000 USD. 12.0000 MON _ IKON OFFICE SOLUTIONS INC. X

ENewWindow (DHelp [ Customize Page T nttp =

javascript:submitAction_ 'DESCR254_MIXEDS6); G Local intranet | Protected Mode: Off





View Approvals

This action allows the user to review a more detailed summary of the approval status of a requisition, including the Chartfields and Ship to information for individual lines of the requisition.
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Line Detail Screen (access through clicking the triangle to the left of “line information”, selecting the lines and clicking the “View Line Details” button) 
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Budget Check

Selecting this action and clicking “GO” will allow the system will run the budget check process and automatically refresh the page after completion.  Under the column titled “Budget” if the requisition passes budget check it will change from “Not Chk’d” to “Valid”.  If there is a problem with the Chartfields or not enough money in the associated Chartfields combination, the column will change to” Error”.

NOTE:  A requisition must be in “Approved” status and have a “Valid” budget check before it can be used in either the RFQ or Purchase Order processes.

Printing a Requisition

You can select View Printable version and click the Go button (skip to the process monitor section) or click the link titled “Requisition Report” at the bottom of the requisition listing.  At this screen you will be creating or searching for the Run Control for printing a requisition.
If this is the first time that you are entering the Run Control ID, then click on the “Add a New Value” tab.  In the Run Control ID field type “PRINTREQ” as the control name and then click on the “Add” button to create the Run Control.  

After adding the Run Control ID name the first time, use the Find and Existing Value tab and search for the run control name “PRINTREQ” to start the printing process.
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After creating or searching for an existing Run Control ID you will be taken to the following screen if you went the Requisition Report option.  At this screen you will enter your search criteria to find the requisition of which to create a PDF.

On this screen you will need to enter the five digit Business Unit number and the ten digit Requisition ID in the corresponding boxes.  

You will also need to make sure that in the “Statuses to Include” box that you click the “Select All” button or check all five statuses.  In the drop down box under the statuses you must make sure the box has “On Hold and Not On Hold” as the choice.

To continue the processing click the “Run” button.  This will take you to a new screen.
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The following screen is used to select the Server on which the process will be run.  In the Server Name field set the field to blank.  This allows the process to run on the first available server.  Once the Server Name field is set to blank clicking the “OK” button will run the creation process.

[image: image43.png]Sion out

|

Newindow | belp | Custorize Page

Process Scheduler Request
Run Control ID: PRINTREQ

Server Name: 02/22/2007 B

Tz
T o

‘Select Deseription Processllame  Process Tipe
PoRant SoRReport  [Web =] [FoF 5] pistbutn

Ingiana Requisition





After clicking the “OK” button you will be taken back to the Requisition Print screen.  Once here click the “Process Monitor” link.
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After clicking View Printable Version and the Go button or the “Process Monitor” link the following screen will allow the PDF creation process to be monitored, be able to access and print a copy of the requisition PDF.  At this screen your process will be the top line listed.  The “Run Status” column must display “Success” and the “Distribution Status” column must display “Posted”.  If either of these is not what is required, you will need to click the “Refresh” button about every eight (8) seconds or so until both have become the required status.

Click the “Details” link on the row you are working on to be taken to the next screen.

[image: image45.png]o
79

(o i/ . qisn.gou /1 EVPLOVEEERD/c/P_VAIN_MENUY_REQ_ENTRY.GBLIPORTALPARAM_PTCNAY=EP_PY_REQ_ENTRY_ L2 = 47 |

Favgrites  Main Menu > eProcurement > Manage Requistions

[[Process List " JEEYAIEY

View Process Request For

ENewWindow (DHelp [ Customize Page i nitp

user: 005553 Q4 Type: - et gl W o - Refresn
Server: < hame: | , nstances | o
Run < Distributon -

Status: Status:

Process List

Setctjnstance Seq. process Tvpe e e e fun Statys | Dticiution

] 2119071 SR Report PORQ010 1005563 PRINTREQ 0110412012 2:42:41PH IND Initiated NA Details
PV_EXP:201

[ (2118737 Application Engine PV_PO_CREATE J005563 gj’:; 51,04 011042012 11510540 IND Success  Posted | Details
s

] |2118301 Application Engine Fs_BP 1005563 0001336927 01/0412012 9:32:58AM IND ‘Success Posted  Details

[] 2118389 Application Engine FS_BP 1005563 0001336926 | 01/0412012 9:31:24AM IND ‘Success Posted  Details

Go backto Requisition Print

save | =] Notity

Process List| Server List

Process InstanceZ119071 @ Localnranet | Protected Mode: OFF G o -





At this screen you will need to click on the “View Log/Trace” link.
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After clicking the “View Log/Trace” link you will see the following screen and you will be looking for a link with the ending of “PDF”.  To open and print the PDF you will need to click the associated link.  This might open a security alert box, click “yes” and the requisition PDF should open.  At this time print a copy of the PDF and close the pop up.
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To finish processing see the user guide titled: Expediting Requisition to PO.
Your agency will also need to follow the instructions in the Lease Guide for ePro Users after this requisition is taken to a purchase order.
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