The Core Way- Stores




How to get to the Requisition screen: NavBar > Navigator > FSCM >

Purchasing > Requisition > Add/Update Requisition.

1. Select the Add a New Value tab Requisitions

2. Click Add Eind an Existing Value | Add a New Value ‘ o

*Business Unit |D65[}D Q |

Requisition ID NEXT

Add 2



¢ Buyer Add/Update Requisitions
3. Enter Requisition Name (Type in

STORES.) Business Unit 96500 Status  Pending
Requisition D NXT Budget Status 10t CAKG
4. Click on Add Comments 0
(instructions for the warehouse. Example: e e R U Hold From Further Processing
Deliver to KOC room# 110) v Header ()

. - : 542885 Q
5. Click on Requisition Defaults S Netbel Suarez

Requisition Date 0211412023 |
Requester Info

Origin ONL Q
Online Entry
Currency Code USD Amount Summary ?)
Dollar
NOTE: Accounting Date 02/14/2023 Total Amount 000  USD
If you added a Comments make sure to
select the Show at Voucher box otherwise o Instruction for the
| Add Cor
the warehouse can't see it the comment. e Requ!s!t!on Deflalults i o \ WITEROURS,
Requisition Activities
[J send to Supplier (J show at Receipt
X show at Voucher O Approval Justification Add Items From @
Purchasing Kit Catalog

ltem Search Requester ltems



6. Enter Ship To (enter the
site where the order is going 10)

 Dglout g ke o cticn 341 aluin eriared i e i ant el s ! o e bl 133 i cnly
appbod fro st kol v v o cach A I Aot v vy ot b andy ey 0 o
/. Enter Attention To PN i i
- A Tk Y O Y Wi T i e AP0 T NIRRT VLA LTS TG O6TAAT Py
" ARG 00 K
Q
8. Enter Budget number “ -
Liipa it a Sasplet Lotz b
: G
. [ ]
9. Enter Location (enter the
site where the order is going to) M = —
. [mane L Cnda 8 gty G 4
10. Click OK ) a
| Eioio (if using more then one budget select
O the + to add another budget line)
FOR SITE OR LOCATION n:"h':”
DO NOT USE 0000000999 T r—
Digt Purent 0 st i Risnpee fiay Finnon Dbt S (par Ut A ity Find Al Rivma Al ACMalne  Preget Artnity S Tipe  Cangony Sty g ot }a:;‘l'\ﬂ ".\\ i1
w8 e q q q '} a ] g g 1 q g ] 4 4 o i . ﬂ; ]
NOTE: —

On the Attention To you must add

Benasslnk 250

Requain D eut

Detaf! Gl

Receliton Date 0224

Yo Poing

Requisition Cefaults

the site being delivered to/name of
the person this order is for & Room #

Example: SME/Jonny Joe/3




11. Click on Catalog

12. Select Item Search Options
(Recommend using the List All)

13. Select Retrieve ltems

Requisition

Business Unit  ggs0p
Requisition ID  NEXT
Requisition Name TEST REQ

« Header (2)
*Requester 542885

*Requisition Date 02/24/2023
Origin ONL
*Currency Code USD
02/24/2023

Accounting Date

Requisition Defaults

Requisition Activities

Add Items From &

Purchasing Kit

ltem Search
Line ®
g Q
Details Ship To/Due Date ] Status
Line Item
1 &
Order By Catalog
Order By Catalog ®
Search Criteria
Catalog ITEMS Q All ltems
Category 000001 Q All Items DO NOT USE
Item Search Options [ List All ® "I
[ @ revevoroms | | e

Description

Item ID

Manufacturer

Category Manufacturer Item 1D
All Items DO NOT USE =|[q
Item uom Description
Item Details Item Supplier Alias Line Page

Status  Pending

Budget Status

Copy From

Maribel Suarez

Requester Info

Q
Q

Online Entry

Amount Summary (@
Dollar
Total Amount

Add Comments

Cara\og-—m

Requester ltems

Supplier Information Item Information Attributes Contract
Description Due Date
EL
Q Pl
Help
of 1 ~ I View All

‘ Order I

Not Chk'd

(J Hold From Further Processing

0.00 usD
Sourcing Controls 13
Ship To Price

B 0000000762 Q 0

*Goto ---More

View All



14. Select an item by checking

the box.
15. Enter the Quantity
16. Click Order

Order By Catalog

Order By Catalog ®
Search Criteria
Catalog [TEMS Q Al ltems
Category 000001 Q Al ltems DO NOT USE
Item Search Options ~ ListAl v
Retriave ltems |tem Search GEIEEE B
( B 0500269
Category |tems \___
Al ltems DO NOT USE B Q
Note:
Default Unit
y
D O N T FO R G ET Sel Item Qty Ogred o e UoM
()(: HUE CGK o 0 00010001 EA Q Each
0 00010005 EA Q Each
0 00010035 EA Q Each
0  oo010037 EA Q Each
0 00010050 EA Q Each
ltem Details Item Supplier Alias Line Page

@ Order

Help

To view

more items

When you click on VIEW ALL will only allow
you to see 50 items at a time

(\1-50?5{] vi[ P M| ViewAl

—

Description | Click on the Description and it will

listitme in alphabetical order.

CUMULATIVE RECORD,
ELEMENT.

ENVELOPE, REPORT CARD K-
5

REQUEST FOR RECORDS

XEROX COPY ORDER

PERSONAL VEHIC MILEAGE
CLAIM




Maintain Requisitions

]7. C“Ck on ﬂﬁl TO CheCk Requisition
your Budget e e o,

Requisition 1D 0000054730

Requisition Name | TESTREQ I Hold From Further Processing N o T e .

~ Header ()

Your req has now been 8 DON'T FORGETTO
submitted P S e BUDGET CHECK

Origin  ONL
’ Online Entry
“Currency Code  USD Amount Summany (@
Collar
Accounting Date 02/242023 ] Total Amount 180 uso
- = e i N
Requisition Defaults Add Comments
&g Actvites
Document Status
Rt . You can see
Add Items From (3) Select Lines To Display () th . f
Purchasing Kit Catalog Search for Lines € prlce or
Item Search R\.’IN?&!PCH!‘.‘!H Line Q T Q Refrieve ‘ eGCh |‘I'em
g L
ine @
BlQ 30f3 v ViewAll
F -
‘ Details Ship ToDue Date Slatus Suppher Information Jtem Information Aftributes Contract Sourcing Controls | (I
Line Item Description Quantity UOM  Category Price Mhands. | sans
1B oo0non a OVIDER, '#QJ 820000 ST 0 44120000 023000 066 Pending Qo | m 8 b |-
2 B o000 a CLIP PAPER NO. 1 ;ﬁl & 50000 BX Q44120000 0.12500 063 Pending o ] & 4 |-
3 B o0onoer Q CLIP PAPER, NO, 2 dtﬂ @ 20000 BX 0 44120000 0.25400 051 Pending Q ] ] b | |-
fiew Prntable Version View Approvals "Goto Moe 4
Save Retum to Search ' Notify || Refresh I ‘ Add | Update/Display
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