ASU Procurement Process
Training

How to Create a Requisition

ASU Procurement Department:
Staneshia Thomas (Interim Director)
Emony Johnson (Staff Associate)
Shunqulla Moore ( Staff Associate)
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How to create a Requisition

* Go to PeopleSoft Main Page, , _. 7wy reerences B Roqustinsetros | B pupes [ Clesiou
Request Options hd Search Search Advanced Search

* E-Procurement, then Manage Requisition Special Requests ¢
* Create New Requisition, then click Special Requests A Purcass s et Sboutine oo fem o e e o e
+ Start Completing the information on Special Request page "ot iy e tesrton
* Item Description Express lam —_— o [ a
* Price special Requests cstegory N Due Date
* Quantity . - .
* Category (click on magnifying glass, search by category/description, click find ... N N I
*  Unit of Measure o sovices Suppter Hem 1D
* Due Date Trne and Matrae Manutacturer
+  Supplier ID :
* Supplier Name St g om0
 Then click, Add to cart Hoe e .
* Then click Checkout f
* Add more Comments and Attachments & send to supplier & snow at Receipt & snow at Voucher
e Attach supporting documentations here Rec:;e;;:::;:z; ttem _AAnotfication will be Sent o a buyer regarding this new fem request
* Check Budget Add o Gar
* Click Save & Submit
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Adding Supporting Documentation To Requisition

Header Comments

Busziness Unit ALASD Requisition Date 07/20/2021
Status Open
Comments Find First 10f 1 Last
Use Standard Comments Entersd On *
1 ¥
* Click Add more Comments and Attachments ‘ j
* Attach supporting documentations here —) Send to Supplier Show at Receipt Show at Voucher

Add Attachments

OK Cancel
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My Preferences

[ ] [ ] [ ]
Checkout - Review and Submit
Review the item infermation and submit the req for approval X
- L] Requisition Seftings

Requisition Summary

* Go to PeopleSoft Main P :
O O e O e O a I n a e, Business Unit ALASU O Alabama State University Requisition Name
*Requester |200020158 Q Ppatricia Thomas Priority

e E-Procurement, then Manage Requisition
* Create New Requisition, then click Special Requests
* Start Completing the information on Special Request page T

Requisition Lines

° . .
I te m D e S C rl pt I O n Line Description Item ID Supplier Quantity uom Price. Total Details  Comments Delete

i 01 e Pens Lowes Home Center 10000 Each 10000 100 2 Opg B
* Price ! 2 Oa

* Quality
* Category (click on magnifying glass, search by category/description, click find Stioping Surmary

(] Select All | Deselect All Select lines to: [ Add to Favorites 4l Add to Template(s) D Delete Selected ‘,,—,Maes Change

Total Amount 1.00 USD

. # Edit for Al Lines
e Unit of Measure e o Tolocaton  recenmG
Address 12315, Decatur St.
© D U e Date Inventory and Receiving

Montgomery, AL 36104

° S U p p | Ie r I D Attention To Patricia Themas
Comments
© S U p p | le r N a m e Requisition Comments and Attachments
. Enter requisition comments
* Then click, Add to cart ‘
‘ T h enc | IC k C h ec ko u t Send to Supplier Show at Receipt Shown at Voucher

e Add more Comments and Attachments Aproval sustiication

Enter approval jusiification for fhis requisifion

A

Add more Comments and Attachments

e Attach supporting documentations here

* Check Budget ‘

b CIiCk Save & Submit — 2 Cheek Budget B2 Pre.Check Budget

B Save & submit = Save for Later  Add More Hems 63 preview Approvals
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« CONTACT INFORMATION

» Mrs. Staneshia Thomas, Interim Director of Contracts and Acquisitions

e sthomas@alasu.edu
e Office: 334-229-4605

»Ms. Emony Johnson, Procurement Staff Associate

* ejohnson@alasu.edu
e Office: 334-229-5156

| ‘ »Ms. Shunqulla Moore, Procurement Staff Associate

e sgmoore@alasu.edu
e Office: 334-229-4406
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