SDSU

How to Create a
Requisition
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Step 1

Login to Oracle at https://aisfinprd.sdsu.edu:4443

Instance: finprd

Navigator

Favorites

Personalize

1 Application Diagnostics
I Internet Expenses
1 Payables Inquiry
_J Receivables Inquiry
) SDSU Fixed Assets Inquiry
1 SDSU GL Inquiry
_1 SDSU PO CPM Buyer
L SDSU PO Inquiry
__| SDSU PO Requestor

SDSU PO Requestor
3 Notifications

&8 Requisition Sum

Internet Procurement
| iProcurement Home

Reports
& Run

& Set

Oracle WCI - Image Search
Oracle WCI - Request Info

Requisitions (Buyer Work
erwork Center)
Agreements (Buyer Work Center)
Suppliers (Buyer Work Center)
Workload Assignments (Buyer Work Center)

iProcurement Requisitions (iProcurement: Requisitions)

a) Click on SDSU PO Requestor

Logged In As NBANH@SDSU.EDU

b) Click on iProcurement Home




Step 2

iProcurement

Shop Requisitions Receiving

Holne Shopping Lists | Non-Catalog Request

My Requisitions

Requisitjon Description

Stay in the Shop tab & click on the Non-Catalog Request subsection

) ¢ {31- ‘0 | Logged In As NBANH@SDSU.EDU

Shopping Cart
Full List Your cart is empty.

Total
Status Copy Change
(USD) e 2 Purchasing News

o ¢




Step 3

- c O 8 = httpsy/aisfinprd sdsu.edu:4443/0A_HTML/OA jsp?page=/oracle/apps/icx/icatalog/shopping/webui/NonCatalogRequestPG&._ti=1388711303&0apc=1080AMC=10 20% ¥ ()

Reql & = 1303¢
* 3 ‘0 LoggedinAsNBANH@spsueu @ (D

Shop Requisitions Receiving

Home | Shopping Lists Non-Catalog Request

Fill in the information for Non-Gatalog Request b
all required fields

Clear All  Add to Favorites Add to Cart

Shopping Cart
*
Indicates required field Your cart is empty.

v & contract Number
(] New Supplier

NO tes : Supplier Iitem
* Click on the magnifying glass icon to search ot
database

* Regarding supplier information, please
search the supplier’s name in the database
first (click on the magnifying glass icon next
to the Supplier Name box; if supplier is not
found in database, then click “New
Supplier” box and enter the information).

* Again, check the “New Supplier” box ONLY if ¢
the supplier is truly new to SDSU

SDSU




Please select the appropriate choice

File Edit View History Bookmarks Tools Help = o X
Oracle iProcurement: Shop X .
= C QO & 52 https://aisfinprd.sdsu.edu:4443/0A_HTML/OA jsp?page=/oracle/apps/icx/icatalog/shopping/webui/NonCatalogRequestPG& ti=13887113038w0apc=1080AMC=100 120% ¥ © =

iProcurement = * {3} ‘0 Logged In As NBANH@SDSU.EDU Q (')

Shop Requisitions Receiving

Home | Shopping Lists Non-Catalog Request

o ~___ Drop-down menu fqr
oPping Carl Item Type has 3 options:
_ * Goods —item price &
Supplier Name Q q U a ntity

Non-Catalog Request Clear All Add to Favorites ~Add to Cart

* Indicates required field

= Item Type v ) contract Number
* Item Description
Goods.| can provide description, item price and quantity

* Category Services.| can provide description, rate and quantity Site Q
* Quantity Goods or Services.| can provide description and Total Amount Contact Name [ J S e r‘v I C e S — r‘a t e &
oo Phone nE
Unit of Measure Q

* Unit Price Supplier Item .
L Currency USD v q u a nt Ity -
e Goods or Services —

Additional Information

a description & total
amount




Amount Based

< C O 8 &= httpsy aisfinprd.sdsu.edu:4443/0A_HTML/OA jsp?page=/oracle/apps/icx/icatalog/shopping/webui/NonCatalogRequestPG& _ti=13696245828&0apc=480AMC=1007829_ 120% 93

- (0]
iProcurement A X & 9 Logged In As NBANH@SDSU.EDU (@)

Shop Requisitions Receiving

22/23 HS 650 PERFORMANCE Home | Shopping Lists Non-Catalog Request

AUTOMATION SOLUTIONS INC

TO PROVIDE BUILDING Non-Catalog Request Cloar All | Addto Favortes | AddtoCart| o 0o oo

AUTOMATION SYSTEM SERVICES T —— o —r

FOR HOUSING JULY 2022 ] » » N _ PERFORMANCE

THROUGH JUNE 2023 Item Type  Goods or Services.| can provide description and Total Amount v ) Contract Number Q

* o . AUTOMATION
> Item Description [J New Supplier
SERVICE MAINT MISC p Supplier Name o SOLUTIONS INC
> * Category Q Site Q
$5,640 » * Amount Contact Name < JOHN DOE
o < 123-456-7890
Supplier item

*Currency usbD v

Additional Information

SERVICE AMOUNT * Line Type Q




Quantity Based - Goods

iProcurement * 'EI' ‘0 Logged In As NBANH@SDSU.EDU o Q)

Shop Requisitions Receiving

Home Shopping Lists Non-Catalog Request

Non-Catalog Request ) Clear All Add to Favorites Add to Cart TR T

22/23 HS-650 HUBBELL WIRING * Indicates required field " Your cart is empty.

DEVICE-KELLEMS LOCKING

CONNECTOR Item 3D258 Mfr \ * ltem Type Goods.| can provide description, item price and quantity v ) contract Number Q

' ¥ Item Description [CJ New Supplier

Model HBL7506C y Supgiier Hame ale

ELECTRICAL SUPPLIES p* Category Q - ms"e 2
® . ontact Name <
300 L e > 2uanuty Phone <
EACH s Unn*oL i = a Supplier Item
» ni! rice
$4223 - *Currency usD v

Additional Information

GOODS/SUPPLIES »* Line Type Q




Quantity Based - Services

iProcurement A x & ‘0 LoggedinAsNBANH@sDsuEDu @ (D)

LXShop Requisitions  Receiving
v

Home | Shopping Lists Non-Catalog Request

Non-Catalog Request Clear All  Add to Favorites  Add to Cart
g Req ar o Favorites o TR

* Indicates required field Your cart is empty.
22-23 ABC ¥ Item Type  Services.| can provide description, rate and quantity v ) contract Number Q
CO NSULTlNG SERV'CES > = Item Description [J New Supplier

y Supplier Name Q<
SERVICE CONSULTING » * Category Q Site - Q
10 :* Quantity Contactpl:lame <
HOUR $* Unit of Measure Q ) e -
" Supplier Item
$350 P Rate per Unit

ikCurrency usD v

Additional Information

SERVICES QTY > * Line Type Q




Search function —
Magnifying glass icon

When you click on the magnifying glassicon, _———

a window pops up. You may enter a keyword

Oradie ibrocusement: Shop x o+

08 =

sdsuedu

in the search box and then click “Go”

Or, if you want to see a listing of all the
options, then leave the search box blank and
just click “Go”

Shop  Requisiions  Receiving
Home | ShoppingLists | Non-Catalog Request
Non-Catalog Request Clear Al Add to Favorites Add to Cart
og/Req ‘Shopping Cart
* Indicates required field Your cartis empty.
* tem Type  Goods.I can provide description. item price and quantity v @ contract Number Q
* ltem Description | 22/23 CPM Dl XPS 15 9520 laptops [ New Supplier
\Y2) 4 Supplier Name Q
* Category COMPUTER DESKTOE @ Site Q
* Contact Name
a —
Search and Select: Unit of Measure x
* Curroncy  US
Search
Additional Informatic
To find your item, sedect a filter item in the pulldown list and enter a value in the text field, then select the “Go*
button.
* Line Type
Search By Unit of Measu: ’ each Go
Results
Select Quick Select Unit of Measure 4. UOM Code
® s Each EA
Cancel Select
Oracle Procurement: Shop o
“« C O 8 == ¥ ped sdsuedu " 3 2

iProcurement

Shop Requisitions  Receiving

Home | Shopping Lists |  Non-Catalog Request

Non-Catalog Request

* Incicates required field

ClearAll  AddtoFavorites | AddtoCart g o0
Your cart is empty.

% ADVERTISING
®  ALARM SYSTEMS
% ANIMAL EQUIP

®  ANIMAL SUPPLIES

> ANIMALS LIVE
®  ANTIFREEZE NOT RECYCLED
®  ANTIFREEZE RECYCLED

*  ARTEQUIP

> ARTOBJECTS

> ARTSUPPLIES

ADVERTISING
ALARM SYSTEMS

ANIMAL EQUIPMENT

ANIMAL SUPPLIES

ANIMALS LIVE

ANTIFREEZE NOT RECYCLED
ANTIFREEZE REGYGLED

ART EQUIPMENT

ART OBJECTS

ART SUPPLIES

Cancel  Select

* tem Type  Goods | can provide description, lem price and quantity ~ @  contract Number a
* itom Description | CPM Dall XPS 15 9520 laptops (QTY: [ New Supplier
2 D Supplier Name a
= Category a S S
a Search and Select: Category x
* Unit of Measure
* Unit Price. Search
* Currency U 1o find your item. select a filler Ren {idown list and enter & value in the text field, then select the "Go"
Additional Informatic
Search By Gategory v Go
* Line Type Results
Rows 11030
setect QUK caregory a Deseription Commodity
Select




Step 4

€ Cc OB &=n finprd sdsu.edu4443/04_HTML/OA jsp

racle/apps/icdficatalog/shopping

iProcurement

Shop Requisitons  Recei

9

Home | ShoppingLists  Non-Catalog Request

Non-Catalog Request

* Indicates required field

*ltem Typs  Goods.| can pravide description, item price and quantity « @ contract Number

] New Supplier
Supplier Name  DELL MARKETING LP.
site 1 WP DIRECT
Contact Name
Phone
Supplier Item

* ltem Description 22
@rv-2)
* Category  COMPUTER DESKTOF
* Quantity 2
* Unit of Measure  Each
* Unit Price  1756.28
*Cumency USD v

Additional Information

* Line Type 1T Equipment Q

T Hardware, Includes Mantenance sng Sugpart

0% ¥y ©

Logged In As NBANH@SDSUEDU (@) (0]

Clear All  Add to Favorites  Add to Cart Shopping Cart

Your cart contains 1 fine.

Recently Added Lines
22123 CPM Dell 2 Each

View Cart and Checkout

Once all the information is entered,

click “Add to Cart”




Step

(a) Repeat step 3 & 4
for each line entry if
requisition is itemiz
as seen on your quote

O B 2 hitpsyeisfinprd sdsu.cus443/0A HTMLIOA jsp7page=/oradesappaiiciicatalog/shoppingwebksi/NonCatalogRec

iProcurement

Shop Requisions Receiving

Home | Shopping Lists

Non-Catalog Request

Non-Catalog Request

* Indicates required field

* jtem Type

* tem Description

Goods. | can provide description, item price and quantity v @ contract Number
22123 GPM Dell XPS 159520 laplops
anv2) Supplior Name

* Category COMPUTER DESKTOF @ site
* Quantity R Contact Name
Phone
* Unit of Measure  Each a :
s Supplier Item
Unit Price  1756.28
*Cumency USD v

Additional Information

* Line Type  IT Equipment qQ

T Hardware,

Includes Mantensnce e Sugpart

Clear All  Add to Favorites  Add to Cart

(] New Supplier
DELL MARKETING LR, @
1 WP DIRECT

Shopping Cart
Your cart contains 1 fine.

Recently Added Lines
22/23 CPM Dell 2 Each

View Cart and Checkout

N

(b) When all lines
are entered, click
“View Cart and
Checkout” button.
A window will pop-
up (see next slide)



Step 6

o T o Q A 7= htps//ushirprd sdsuedndd43/00 HTML/OA jsnpage=/oracls/apasatex/ catalag/shapairg/webuy NorCatalegRequestdGa ti=23164123080AME 1007029 137 Olmany=YaaaMenul el - 2%nenc - 108 w17 @B =

IProcurement

Shop Reguistions Raecaiving Shopping Cart

o Dascription XPS 15 8520 leptops (QT
Justification
* When do you need these items? 22 Dec 2022 00:0000 5

Non-Catalog Request * Where do they need to be delivered? AD116 q

Huime  Shopping Lisls Non.Calalog Reguest

. } » Show Delivery end Billing
Indficasles requited ok
Line  Hem Description Unit Price Amount (USD) Delete

- -
ftem Type  Goods or Services.| can orovide descriotion snd Total Amount » +)  Cantract Number : Q 2221 COM Dyl XPS 15 i . e e
1 Cach 1756.28 USD 351256 [§

* ltem Deseription | 22023 EWRF fee 7] New Suppiio- 9520 lgatops (QTY: 21
% Supplier Neme DELL MARKETINGLR. 4 22123 EWRF fan

Site 1 WP DIRECT . Q

Contact Name Total 1.522.56

Phone
Supplier ftem Continue Shopping Submit

Dollars 118D 1000

* category
* Amount

* currency

Additional Information

*Line Type [T Services Amount gy a
Amcunt 2azed IT Services

Click Edit




Step 7

Review & Edit Account String

Home

Logged In 4s NBANHESDSU,EDU
Shopping Lists Non-Catalog Request

Edit and Submit Requisition 30164216

* irdicates recuired fisld

Check Funds Refresh Save Printable Page Submit
Total 352255 USD Moy e with shalus updil
* Description 2223 GPY Del XPS 15 9520 lapiops (QTY: 2)
Justification
Select Lines: Update Copy Delete | +o
(a) Click on the checkbox 5 onae i ot Gty v ree  Amemusoessoyose ettt st o
22123 GPM Dal XPS 15 : 51256 2-Dec 2053 00:00:00 B | A a
5 1nlr:r«ir:w- 2) 4 2 Each 351256 22-Dec-2022 00:00:00 (& ADNG 3 + |
22123 FWRF fan - 1uUs0 1000 72-Dpc-2022 00:00:00 (5  ADIIG Q + i
Total 3,522.56
Your requisition will be sent 10 the foliowing st of spprovers.
Approvals
Manage Approvals
! APPROVERS
Notes And Attachments
lick h
(b) Click on the Update button
Note To Buyer
4
Requisition Attachments
Add Attachment...
Scq Title Type Description Category Last Updated By Last Updated Usage Update
No results tound.
Return to Saopping

Delete

‘0




Opportunity to Revise & Add Information

O B 5 nttpsyasfingrd sdsu.eduas43/07

IProcureme

Shop Requisitions

Receiving

Home

Shopping Lists |

Non-Catalog Request

Edit and Submit Requisition 30154216

Check Funds Refresh Save Printable Page Submit
* Indicates required field
Sl =
*Ded Requisition Information : Update Selected line x]
Just
Item Supplier Delivery R M I | t h M f t M I
e TR ] ™+ oo s N eview all the information you’ve
£ Detalls item Number Descriptiot Iaptops (QTY: 2) Suppller DELL MARKETING LP. Q * Need-By Date  22-Dec-2022 00:00.00 % Suppliers Delete .
22i23 CPM % F a Site 1 WP DIRECT Q Requester Banh, Nha Q t d t d d t
’ 9520 o omey oiEeEE & s st g entered to ensure accuracy ana edi
. Quantity 2 ontact Namo Deliver-To Location AD116
a e 23EW8 ot of Measure Eacn £hooe d d
a7 = You may also add
as needed. You may also add a
Amount 3512.56
¥ Supplier ftem
Currency USD v o J)
Your requisition wil be sent to the fosawing list of ap Notes N Ote To B uye r .
Approvals Note To Buyer & AL Note To Recelver
<4
Billi & Manage Approvals
Hliny
| & -
B SDSU_REQ CC FUND APPROVERSY +
e = Line Accounting Flexfield GL Date Expenditure item Date Percent Quantity Amount (USD) Delete
,  63051.000.66030.0000.1006.360¢ R = 5 ; 5126 @
ORGACTYNA DVR FUND FUNC S
Notes And Attachments =
100 2 351256
Notes @ TIP Total allocation must equal 100% of the selected Ine values
(] Apply this Gost Allocation information {o all applicable requisition lines
Cancel  Apply
Requisition Attachments
Add Attachment... M M
Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog Please ensure that the aCCou nt Strlng IS
No resulis found.

Retum to Shopping

correct, and if necessary, update it.




uuuuuuuuuuuu

ChisckFunds  Reftesh  Swve  Printable Pagie  Subinil

Nty e wen st ssates fa my Pacnaza Drdar

Click Add Attachment to attach
your documents (e.g., Quote,
TARP, proposal or contract
received from vendor).

Keep attachment type as “File,”
give each a name, and click
Browse to select the document
you want to attach.

If you have multiple documents ¥

to attach, click Add Another after
each document until the last
attachment. After the last
attachment, click Apply

Note: Once the document(s) is
successfully attached, it would be
displayed under the Add Attachment
section as seen here

‘0

Category

ccccc

Laxt Updated By

Last Updated

ggggg

Manage Approvats

Publish to Catalog




Step 9

O 8 = hups//as

A sdlsu edu 444

iProcurement
Shop Requisitions ~ Receiving

Home  Shos

ping Lists | Non-Catalog Request

Edit and Submit Requisition 30154216

* Indicates required fiekt

Total 352256 USD

* Description 22123 GPM Dell XPS 1

laptops (QTY: 2)
Justification

Select Lines: Update Copy Delete

[} Detalls item Number Description

Quantity Unit Amount (USD) Need By Date Deliver-To Location Attachment  SpotBuy Suppliers Delete
22/23 CPM Dell XPS 15 = 0662022 X o . -
O » 520 laptops (QTY: 2) 4 2 Each 756.28 USD 351256 22-Dec-202200:00:00 % AD116 4 7|
oo ZBEWRC (w ?) 10 Dollars 1UsD 22.0ec2022000000 % AD1E a + 8
Total 352256
Your requisition will be sent to the following list of agprovers.
Approvals
Manage Approvals
Notes And Attachments
Notes
Note To Buyer
Requisition Attachments
Add Attachment... | +==
Seq Title Type - Description - Category - Last Updated By - Last Updated - Usage -~ Update  Delete Publish to Catalog
10 eQuote Filo 2022-12-20 08:27:51 eQuote..... Intemal to Requisition NBANH@SDSU.EDU 20.Dec-2022 One-Time 74 7}
Retum to Shopping

1208

3 9

Logged In As NBANH@SDSU.EDU

o o

Check Funds Refresh Save Printable Page = Submi ’

Nolfy me with siatus updates for my Purchase Order

Record the/

requisition

O 8 5 hitps/sisti

1 sdsuedu444 L

» iProcurement

Shop  Requisitions  Receiving

Home | Shopping Lists | Non-Catalog Request

Edit and Submit Requi

* Indicates required field

ion 30154216

Total 352256 USD
* Description  22/23 CPM Dell XPS 15 9520 laptops {QTY: 2)
Justification

Select Lines: | Update  Copy Delete
[] Detalls item Number

Check Funds  Refresh Save Printable Page Submit

Noty me with stalus updates for my Purchase Order

Description Quantity Unit Price Amount (USD) Need By Date Deliver-To Location Attachment  SpotBuy Suppliers Delete.
22123 CPM Dell XPS 15 »
o » 9520 lapiops (QTY.2) 4 2 Each 1756.28 USD 351256 22-Dec202200:0000 % ADIE . Q + . @
o S 10 Doltars 1uso 1000 22Dec2022000000 % ADHG v Q + ]
Total 352256
&, Confirmation
Your requisition will be sent to the following list of approvers.
Requisition 30154216 has been submitied to Mccovey-Ford, Tamara Lynn for approval,
Approvals
tion's status, cick on tab or look In My on the Shop
Manage Approvals
I — Contrus shopping
Notes And Attachme
Note To Buyer
Vi

Requisition Attachments.

Add Attachment... | +++
Seq~  Ttle~  Type~  Description Category - L By~ L Usage - Update  Delete Publish to Catalog
10 eQuote. File. Internal 20-Dec-2022 One-Time: rd 7| B
Retum to Shopping

number for
your records

‘0




Thank You

Please contact p2pcampuscare@sdsu.edu if you have any questions.

SDSU


mailto:p2pcampuscare@sdsu.edu
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