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PUM 51 — Fluid eProcurement Requester Guide

Getting Started
To access Fluid eProcurement, select the LSU Health Financials Homepage and then the eProcurement
Tile

Search in Menu ‘Q wes Financials PAT @ 3 @

Menu -

LSU Health Financials v < 204 > Notifications

System Notifications | Purchasing ( Speedtype Lookup
PSOF SPAT Motice: This system is

configured for PUM51 Upgrade
Testing: contact the FS Support
team with questions

Ti nce for LSU

5. Last refresh

LSU ePro Requisitions eProcurement nVision
@ co _ %
oo No notifications
When new notifieations arrive, the Refresh %~
Q button will show a badge

Report Manager ( Process Monitor

LS LS

Within the eProcurement tile, two tiles will be available. The Create Requisition tile is for creating new
requisitions. The My Requisition tile is for performing new tasks on existing requisitions, such as edit,
approve, cancel, and print.

< LSU Health Financials eProcurement was Financials PAT & Q 4O : @

Create Requisition My Requisitions
== A=
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Create Requisition

Requisition Defaults
To create a requisition, select the Create Requisition tile. This will open the Requisition Defaults page,
where initial values for the requisition can be set.

‘ B Fuid Requisitions X+ : s

& < C @R 2 rcbb.psfslsuhsc.edu/psc/fspat/EMPLOYEE/ERP/c/PY_MOB_MENU.PV_MOB_855_CMP.GBL Qv 0@ @

< eProcurement Requisition Defaults wan Financials PAT @@ Q

Ref

~ Header Defaults Your cart is emply.

Business Unit |LSUSH Q| Requisition Name Please add items to the
e — - shopping cart
id —_——
E Requester | MGONZ2 Q|
I Gonzales, M MGONZ2 Bus Mar st
I Priority | Medium v
Acctg Date |10/2312025 =
o Currency |USD Q|
e £}
= Line Defaults
Supplier 1D | al Category (00000 Q|

o —
6 Supplier Location \ Q\ Unit of Measure | Q|
H - — —

Buyer | Q|
X .
&+ Shipping Defaults
Ej e

ShipTo |LSUSH Q| Attention

g Due Date | =]

& - Distribution Defaults

Accounting Tag | Q|
1 row
Chartfields1 I Chartfields2 H Chartfields3 H Details H Asset Information ” Show All ‘
Distribution Line © Percent < Location © GL Unit Account Alternate Account ©
10 | [aH02203 Q| [Lsus a| [ q| [ Q| =]

This page is entirely optional — all, some, or no values can be entered here. Whichever values that are
entered will be present in the requisition going forward. To expand the various sections, click on the
arrow next to each section header

Sections collapsed:

ine Defaults
hipping Defaults
istribution Defaults

Sections expanded:

() .ine Defaults
Supper | a aegory o0 |
Supplier Location | Q| Unit of Measure | Q|
Buyer | Q|
Chipping Defaults
Ship To |LSUSH Ql Attention
Due Date | |

Once done with this page, click on the Done button at the top-right of the page.
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eProcurement Main Page

< eProtome Creale Requisition was Financials PAT @ Q
Punchouts ~||searcn Q| & "t“,“ —
2 ttem History Punchouts Ccart
Q) Favor Your cart is empty.
avorites
YaHENRY SCHEIN" Henry Schein Please add items to the
shopping cart.
5] Templates
@, Punchouts Thomas Thomas Seientific
Scientific
£ Special Requests
@fishersa(:er ific Fisher Scientific
MCKESSON McKesson Medical Surgical
H . BIOTECHNE! R & D syst
P bietechne

The eProcurement Main page for creating requisitions has 3 sections

e Navigation frame for Item History, Favorites, Templates, Punchouts, and Special Requests

e Main frame where that will display the page chosen from the Navigation frame. By default, the
Punchouts page is displayed

e Gear Icon and Cart frame showing what is currently in the requester’s cart

Navigation frame

e The Item History page allows the requester to re-order items that were recently requested

e The Favorites page allows requesters to order items that were saved as Favorites, which can be
special request items and punchout items

e Templates page allows the user to submit full requisitions that were saved as templates

e Punchouts page shows a list of punchout suppliers that the requester can select to view and
order from the supplier’s external ordering catalog

e Special Requests are for requesting all other items that aren’t available from or chosen not to
order from punchout suppliers

Gear Icon and Cart

e Near the top-right of the page is a Gear Icon. Selecting it will display a sub-menu for Requisition
Defaults and Settings
e Items currently in cart can be viewed in the Cart Frame

§ eisiian= Create Requisition wan FINANcIals PAT i Q
0
‘ All VHSea’ch Q‘ — {5 E’ Che
f

Defaults
2 item History Punchouts

Settings
@ Favorites .

¥i HENRY SCHEIN® Henry Schein Egi%ﬁnzdg awrl‘em:s tothe
F Templates
-
@  Punchouts Thomas Thomas Scientific
C Scientific
Special Requests . .

Qs ¢ @f\'sljlglrlsg_iE!ljllliC Fisher Scientific
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Requisition Defaults page via Gear Icon

| Cancel ‘ Defaults W

+ Header Defaults I:h
e
Business Unit ‘LSUSH Q ‘ Requisition Name
v Requester |RBUCAL al
Q Bucalan,Richard F
E Priority ‘ Medium ~
Currency |USD Q
k- ‘ ‘
| Acctg Date | 10/08/2025 |I

} Line Defaults
b Shipping Defaults
» Distribution Defaults

The Requisition Defaults page can be accessed via the Gear Icon, and this page is nearly identical to the
version used when first selecting the Create Requisition tile.

Accounting Date can be set to a future date using the Requisition Defaults page or here via Gear Icon.
This is required for creating a next-fiscal-year requisition. Updating the Accounting Date will also update
the Budget Date for each requisition line (i.e. items in cart).

However, any other changes made in this page are not retroactive and will not affect items that were in
cart before the changes. For example, if an item was already in cart and a different chartfield, such as
Account, was used, the Account for the item in cart will not update to the new one, but any additional
items added to cart will have the new Account number.

To reiterate, the purpose of Requisition Defaults page is to set initial values for requisition items. If
the desired action is to update values for all existing items in cart, the Mass Change function
explained later in this guide would have to be utilized. This is a critical change from prior versions of
requisitioning.
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Punchout Requisitions
To access punchout requisitions, select Punchouts from the Navigation frame

wan Financials PAT  r Q

Create Requisition

< ePro Home
]
Punchouts ~||search Q| (o] Checkout
2 tem History Punchouts Cart
@ Favorites Your cart is empty.
w Henry Schein Please add tems to the
= YaHENRY SCHEIN s Sk
lemplates
%, Punchouts Thomas Thomas Scientific
Scientific
£ Special Requests
@ fisher scientific Fisher Scientific

Selecting a supplier will bring up their external website for ordering directly from their catalog. In this

example, Staples was chosen and pens were ordered

Bisiess Prods - sevices - E R 0O W

1 Staples

Explore ~ (3 chat Deliver to: New Orleans, LA

Home / Office Supplies / Writing Supplies & Instruments / Writing Supplies / Pens
Sort by Contract price ~ 55 Grid view

2259 results for “Pens”

o

Ballpoint Pens Gel Pens Black Pens Blue Pens Bulk Packs Staples & TRU
RED
Pick up and Delivery ‘ | Brand ~ ‘ | Pen Type ~ ‘ | Retractable | ‘ Ink Color ~ | [ 32 AllFilters |
+ Compare = £ Compare = £ Compare = +5 Compare =
Staples | Staples. Staples
| ProGel " Pen "

ProGel™ Pen

e
®
Conacpice

Staples ProGel™ Retractable Gel Pen, Fine
Point, 0.7mm, Blue Ink, 36/Pack
(ST62108)

Contract price

Staples ProGel™ Retractable Gel Pen, Fine
Point, 0.7mm, Blue Ink, Dozen (STE2096)

)
®
G

Staples ProGe|™ Retractable Gel Pen, Fine
Point, 0.7mm, Black Ink, 36/Pack
(5T62097)

Contract price i

Staples ProGel™ Retractable Gel Pen, Fine
Point, 0.7mm, Black Ink, Dozen (ST62095)
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Added 1 to cart

Staples Staples ProGel™ Retractable Gel Pen, Fine Point, 0.7mm, Black
Ink, 36/Pack (5T62097)

= Delivery by Thu, Sep 18

$33.69
1@ $33.69 36/PK

| Continue shopplng Review & checkout

() You're saving $7.20 on this item!

iR - EE
Search p-y—
Business Q Chat  Lists

ReView & Checkout [ PrintCart [ Print Quote
Order Summary () You're saving $7.20 on this order!
Items (1) $33.69 Delivery to: New Orleans, LA 70112

Submit Order

Once all items have been added to cart, check out and then submit order to return to PeopleSoft.

Create Requisition e FiNANCIAIS PAT

Create Requisition Continue Shopping H Save ] Submit

Checkout
Order Total 33.68 USD

« Requisition Summary

Business Unit LSUSH LSUHSC Shreveport Priority | Medium v
Requisition Name |Enter a Requisition name

Requester RBUCAS Bucalan,Richard F
Currency USD

| [3 Header Comments ‘

+ Justification Comments

w Requisition Lines Overview

O Select All Actions @

1row
Line 1 External item
Staples ProGel Retractabie Gel Pen, Fine Point, 0.7mm, Black Ink, 36/Pack (ST62097)
Item ID i i Pri Currency Total N
o @ Quantity Unit of Measure rice ¥ [ ScheduleDetails | | >
(N~ Supplier STAPLES CONTRACT & COMMERCIAL LLG 1 PK 3369  USD 33.68 USD 7‘ |_|

‘ [2 Line Comments H [ Delete ‘

Order Total 33.69 USD

Returning to PeopleSoft brings up the eProcurement Checkout page, where comments, attachments,
and chartfield information can be entered before submitting the requisition for approval.

Punchout items are marked as “External ltem” on their requisition line.
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Special Requests
To create a Special Request requisition, select Special Request from the Navigation frame

Create Requisition was Financials PAT - fr Q

| An v||search Q| L[] \.:,'D Checkout

¥ item History Special Requests Cart

. Your cart is empty.
Q Favorites Item Information
Please add items to the

*ltem Description shopping cart.

5] Templates y
254 characters remaining
% Puschouts) *Price | ‘ *Currency Code ‘USD q\
£ Special Requests “Quantity | | *Unit of Measure | Q|
*Category [00000 Q)
Due Date | "'“ RequestNewltem ( ) No (3}

Supplier Information

Supplier 1D | LY Supplier Location Q|

D Supplier item 1D | |

Manufacturer Information

Manufacturer ID | q\ Manufacturer's ltem ID Q ‘

Comment

E
)

Comment Text

Send Comment to Supplier
) Show Comment on Receipt
Show Comment on Voucher

| W Add to cart ‘

Enter a description for the special request item, the price, the quantity, and the unit of measure. Enter
the Supplier if known.

A comment for this line item can be entered in the Comment section.
For this example, the following was entered:

e |tem Description: SPECIAL REQUEST ITEM

e Price: 5.00

e Quantity: 1

e Unit of Measure: EA

e Supplier: 0000041388 ODP Business Solutions
e Comment: SPECIAL REQUEST COMMENT
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wan Financials PAT @@ Q § @

< ePro Home

Create Requisition

[
| an |[searcn Q| &9 Checkout
Special Requests Cart
'@ ttem History P! q
Q Favories Item Information ouicartizempy;
Please add items to the
“Item Description |SPECIAL REQUESTITEM shopping carl
[F] Templates y
234 characiers remaining
%y Punchouts *price [5.00 | *Currency Code [USD al
£) Special Requests “Quantity |1 | “Unit of Measure | EA a|
*Category |00000 al
Due Date ‘ Request Newitem [ ) No [ ]
Supplier Information
Supplier ID | 0000041388 Q| Supplier Location a|
D ODP BUSINESS SOLUTIONS, LLC
Supplier Item ID ‘ ‘
Manufacturer Information
Manufacturer ID ‘ Q‘ Manufacturer’s ltem ID \:\l
Comment
Comment Text <]
2
) Send Comment to Supplier
) Show Comment on Receipt
O show Comment on Voucher
W Add to cart

Select the Add to Cart button to add this special request item to the cart

was Financials PAT @ Q

Create Requisition

< ePro Home

1
| Al | [search Q| &g Y Checkout
Special Requests &
'@ ttem History P q
i Total 5.00USD
C Favorites Item Information
“Item Description
[ Templates
254 characters remaining
@, Punchouts _— - SPECIAL REQUEST ITEM
B4 “Price | | *Currency Code |USD a | ODP BUSINESS
S SOLUTIONS, LLC o
£ Special Requests *Quantity | | *Unit of Measure | a D (o]
*Category |00000 Q|
Due Date | =l Request Newitem { ) No o

Select the Checkout button at the top-right to go to the Checkout page.
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Checkout

Create Requisition s Financials PAT @@ Q
Create Requisition contnue shopping | sae | [
Checkout

Order Total 5.00 USD

w Requisition Summary
Business Unit LSUSH LSUHSC Shreveport Priority | Medium |
Requisition Name | Enter a Requisition name
Requester RBUCAS Bucalan,Richard F
Currency USD

‘ [A Header Comments ‘

~ Justification Comments

+ Requisition Lines Overview

O Select All Actions @

Line1 Special Request
SPECIAL REQUEST ITEM
g Item 1D Quantity Unit of Measure Price Currency Total

2 ScheduleDetail >
supplier ODP BUSINESS SOLUTIONS, LLC 1 lea Q] 5.00 UsD 5.00 USD e uiebetals | ‘7‘

‘ 2 Line Comments ‘ ‘ T Delete ‘

Order Total 5.00 USD

Use the Checkout page to review the contents of the requisition, to make final adjustments to quantity
& UOM, add last-minute items to the requisition, to edit the chartfield distribution, and to submit the
requisition for approval.

Requisition Header
A name for the requisition can be entered in the header. If left blank, the requisition’s ID number will
automatically populate.

A level of priority can be assigned to the requisition. By default, all requisitions are medium priority.

Comments and Attachments
Comments can be entered at the header, line, and justification levels.

— [Cancel| Requisition Header Comments and Attachments v Financials PAT @ Q

Checkout Comments hal

Order Total 5.00 USD

‘ Use Standard Comments
~ Requisition Summary —

Business Unit LSUSH LSUHSC 8 HEADER COMMENT 1|

Comment Text
Requisition Name |Enter a Requisition

Requester RBUCAS Bucalan,|
Currency USD

Show at Receipt | No
[ Header Comment

Show at Voucher | No

Send to Supplier ( No

« Justification Comments

f

- ‘ Add Attachment ‘ 3

To add an attachment, select the Add Attachment button.
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File Attachment

Choose From

iy

My Device

The attachment can be added by selecting the My Device button and then searching for the attachment
on your device, or the attachment can be dragged-and-dropped from a separate window into the blank
space below the button. Up to 10 attachments can be added, but no more than 3 can be added at one
time.

[ | PUM 51 Upgrade
| pg

Share

Home

# BHL, REX=

Pinto Quick Copy Paste Move Copy Delete Renan

View

access [7] Paste shorteut  to+  to- =
File Attachment Clipboard Organize
« v |] » ThisPC » Documents > PUM 51 Upgrade
Choose From .
- Downloads # A Name
Documents + [ PAT - PUM 51 Upgrade reviev
Support Team- Fin - @7 PO TESTING MATRIX_RB
pp 15
|| Chartfields * PUM 51 - Fluid eProcuremen
n .
My Device I] Configuration detail - PUM 51 - Fluid eProcuremen
. fIZ PUM 51 - Fluid eProcuremen
|| Activity Log - N
. PUMS1 To Do List
________________________________________________________________________ || Security - LSUSH User ID_Em: #° B PuMS Upgrade
B PUMS1 Upgrade bl Purchasing Enahncements w
|| Functional Testing Matrix testAttachment - Copy (2)
[] 2025 testAttachment - Copy (3)
""""""""""""""""""""""""""""""""""""""""""" || Buyer Training testhttachment - Copy (4)
I] PUM 51 Upgrade testhttachment - Copy (3)
I] Year End Close testAttachment - Copy (6)
testAttachment - Copy (7)
[ This PC testAttachment - Copy (8]
B 3D Objects testAttachment - Copy (9]
| Desktop testAttachment - Copy (10}
Documents testAttachment - Copy
B o v testAttachment
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55 U | -
| N‘ File Attachment x

Ju Choose From

| . testAttachment txt |
B H File Size: 0KB H

Under the Header, Justification Comments can be added. Here is where justification for the requisition
is entered and these comments appear on the Requisition Approvals page for approver review.

« Justification Comments

Requisition Lines Section

Create Requisition wats FINANCIAlS PAT @ Q

Checkout
Order Total 5.00 USD
~ Requisition Summary
Business Unit LSUSH LSUHSC Shreveport Priority | Medium
Requisition Name |Emer a Requisition name ‘
Requester RBUCAS Bucalan,Richard F
Currency USD

| @ Header Comments ‘

v Justification Comments

~+ Requisition Lines Overview

[ Select Al Actions @

Line1 Special Reguest
SPECIAL REQUEST ITEM

(m] g Item ID Quantity Unit of Measure Price Currency Total
N Supplier ODP BUSINESS SOLUTIONS, LLC 1 | [ A 5.00 UsD 5.00 USD

i Delete

i3 ScheduleDelails‘ | > ‘

| [ Line Comments

Order Total 5.00 USD

Each item in the cart is shown as a line item in the requisition. Final adjustments to quantity and unit of
measure (only if the item is a special request) can be made.

Line comments can be added by selecting the Line Comments button.
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To update more details of the item and to update the shipping and chartfield information, click on the
ScheduleDetails button at the end of the line.

Requisition Line Details page — Schedule Details tab
Requisition Line Details

Order Total 10.00 USD

< |
Zrows
" Line1 2
EY
Line 1 [ Schedule Details ‘ Line Details
£\ SPEGIAL REQUEST ITEM
Special Request
Line 2 w Item Summary
£ SPECIALREQUEST ITEM 2 SPECIAL REQUEST ITEM
Special Request
Item ID
Item Category GENERIC ITEM CATEGORY Buyer
Supplier ID 0000041388 Manufacturer
ODP BUSINESS SOLUTIONS, LLG Manufacturer's
Supplier Location ltem ID
Supplier Item ID UPN Type
UPN D
Price 5.00 USD
Quantity 1EA
Total Amount 5.00 USD
Attributes
£ Special Request

In the Requisition Line Details page, a tab for Schedule Details and one for Line Details are available for
each item in the requisition. Navigating between items can be done using the left-hand menu.

The Schedule Details tab displays an item summary and shipping information. The Ship To location, item
guantity, and Due Date can be updated in this section. Ship To Comments can also be added.

Requisition Line Details page — Distributions Section
Requisition Line Details m
>

Order Total 10.00 USD

< 12
2 rows Supplier ftem 10 eType -
Q| UPN ID

| Q | Price 5.00 USD

— Quantity 1EA

Line 1
£ SPECIAL REQUEST ITEM
Special Request Attributes
£y Special Request

Total Amount 5.00 USD

Line 2

£ SPECIAL REQUEST ITEM 2 - Schedule [+ =]
Special Request R —
Schedule 1 Quantity |1
“ShipTo |LSUSH Q| Price 5.00 USD
Attention To |Bucalan Richard F | Total 500USD
Due Date | Em|

D Address

w Distributions

[ [3 Ship To Comments H S Price Adjustments

Please enter GL Business Unit before selecting chartfield values

“Distribute By ‘ Quantity v‘ Aceounting Tag

I Chartfields1 H Chartfields2 H Chartfields3 H Details H Budget Information ” Asset Information ” Show Al ‘

L Dist Open N
Distribution Status . o . Merchandise ] -
wiion Stalus Type Location Quantity > Qy  Percent © Prchandise GL Business Unit
1 Open LSUSH a1 |1 [0 500 [LsusH al |+|
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Chartfield and budget information can be updated in the Distributions section across several tabs. Below
are the noteworthy fields and the tabs where they can be found:

e Chartfields 1 — Location, Quantity, Percent, GL Business Unit

e Chartfields 2 — Account, Fund, Department, Program code, Class
e Chartfields 3 — PC Business Unit, Project, Activity

e Budget Information — Budget status, Pre-encumbrance balance

The Distribution method for this line item can be set to Quantity or Amount using the dropdown menu
just above Chartfields 1 tab.

Chartfields can also be entered by using the Accounting Tag link just above the Details and Budget
Information tabs.

Using Accounting Tags in the Distribution section
In the Distribution section of the Requisition Line Details — Schedule page and in the Requisition Defaults
page, Accounting Tags can be used to efficiently enter chartfield information.

Accounting Tag found in the Requisition Defaults page

< eProcurement Requisition Defaults wan FiNancials PAT (@ Q. : @
« Header Defaults Total 10.00 USD
Business Unit LSUSH Requisition Name
Requester RBUCAS g
Bucalan Richard SPECIAL REQUEST ITEM
2
Priority Medium O SIS
Currency USD gzgtﬂgws (ke —
) 1EA ‘ @ ‘
» Line Defaults -
» Shipping Defaults é
« Distribution Defaults
SPECIAL REQUEST ITEM
Accounting Tag | Q| ODP BUSINESS
- trow | SOLUTIONS.LLC
5.00 USD ‘ @ ‘
Chartfields1 ‘ Chartfields2 H Chartfields3 ” Details ” Asset Information H Show All ‘ 1EA
Distribution Line © Percent & Location © GL Unit & Account & Aternate Account
o | (s al [ al | al | al [-]

Accounting Tag found in the Requisition Line Details — Schedule page
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Requisition Line Details

Order Total 10.00 USD

Page 14

< w | >
Z1oWs Supphier fiem 10 P %
== UPN ID
‘ Q ‘ Price 5.00 USD
- Quantity 1EA
Line 1 Total Amount 5.00 USD
£ SPECIAL REQUEST ITEM

Special Request | Aftributes
~\ Speci
Line 2 £ Special Request

£ SPECIAL REQUEST ITEM 2

Special Request

+ Schedule 1

Schedule 1 Quantity |1
“Ship To |LSUSH Q| Price 5.00 USD

Attention To. |Bucalan Richard F | Total 500USD
Due Date | i)

D Address

« Distributions

[ [ Ship To Comments H % Price Adjustments ]

Please enter GL Business Unit before selecting chartfield values

“Distribute By | Quantity v| Accounting Tag

[ Chartfields1 H Chartfields2 H Chartfields3 H Details H Budget Information H Asset Information H Show Al ‘

Add a Favorite Accounting Tag

. Dist Open i
D""'L"i‘:"e'";f Status Type Location Quantity © Qly  Percent © M"‘{fr'\'::sf;‘ GL Business Unit <
1 Open LSUSH al[1 |1 J1wo

500 [LsUsH Ql ‘T|

After opening the Accounting Tag link, a new pop-up page will appear with two interactable elements —

Manage Favorites and Add button under the Accounting Tag List section.

Accounting Tag

Total Quantity 1.0000
Remaining Quantity 1.0000
Undistributed Quantity 0.00

Manage Favorites

Accounting Tag List

No Data Exists

Add

Select the Manage Favorites link to find and add favorite accounting tags

Manage Favorites
Fﬂrites
=
Favorites ¢ Accounting Tag © Description ©
D 0005801001 Master of Public Health
[= 0018711003 HOSPITAL ADM
D 0018711004 DO NOT USE - RURAL HOSP ADMIN
D 0018711005 DO NOT USE - RURAL HOSP AH

8560 rows

In order to find an accounting tag, the Filter icon must be clicked to open a new window
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Manage Favorites Ea
Favorites 2550 rows
| -—

Favorites & Accounting Tag © Description &
o 0005301001 Master of Public Health
D 0018711003 HOSPITAL ADM
o 0018711004 DO NOT USE - RURAL HOSP ADMIN
o 0018711005 DO NOT USE - RURAL HOSP AH

After an accounting tag has been entered, the magnifying glass next to it can be clicked and the specific
accounting tag selected in the next window. In this example, 5497601001 was entered as the
Accounting Tag

Cancel Manage Favorites m

Accounting Tag | 5497601001 Q|
Description | |
Tag Group | Q, |

[cancel] Lookup

Search for: Accounting Tag
» Search Criteria
w Search Results

(=] =]
Accounting Tag © Description ©

5497601001 INV EARN 549996150

Selecting the Done button will add the accounting tag as a favorite. Select the checkbox for the
Accounting Tag and then Save. The accounting tag will not save as a Favorite if the checkbox isn’t
checked.

Manage Favorites

Accounting Tag |549?ao1001 Q |

Description | |

Tag Group | Q |

- .
Manage Favorites —_— @
Favorites 1row
Favorites < Accounting Tag ¢ Description ©
<+ 5497601001 INV EARN 549996150

Adding an Accounting Tag as a Favorite does not select it for use in the requisition just yet.
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Use a Favorite Accounting Tag for a Requisition

To add an Accounting Tag for the requisition, click the Add button and then the Filter Items button on
the next screen

Cancel

Accounting Tag

Total Quantity 1.0000

Remaining Quantity 1.0000

Undistributed Quantity 0.00

Manage Favorites

Accounting Tag List

No Data Exists
Add +—

Accounting Tag m
Accounting Tag List 8550 rows.
==

Select Accounting Tag

Description

0005801001 Master of Public Health

0018711003 HOSPITAL ADM

0018711004

DO NOT USE - RURAL HOSP ADMIN

An Accounting Tag can be searched individually, or a favorite Accounting Tag can be selected by
choosing the “Favorite” option from the List dropdown menu

Accounting Tag  Done |
| List [ Al v] |
Accounting Tag
All
Description —
Tag Group | Q‘
‘ Resel|
After selecting “Favorites”, click the Done button and a list of favorite Accounting Tags will display.
Select one and then click Done. Then, select the checkbox for the accounting tag and select Done
Accounting Tag [ Done |
Fﬂzunting Tag List 1row
o Select Accounting Tag Description
5497601001

INV EARN 549996150

The next screen allocates the percentage or quantity of the line to be allocated to the accounting tag.
For single-distribution accounting tags, allocate the entire quantity or 100%.
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Use a Non-favorite Accounting Tag for a Requisition

If a non-favorite accounting tag is used, set List to All. If the exact accounting tag is known, enter it in
the Accounting Tag text box. Then select Done.

Page 17
Accounting Tag 3
Total Quantity 1.0000
Remaining Quantity 1.0000
Undistributed Quantity 050
Manage Favorites
Accounting Tag List 1row
= o ] e
Accounting Tag Description Quantity
5497601001 INV EARN 549996150 0.0000

Accounting Tag
List | Al ~|
Accounting Tag | 0030411001 q |
Description ‘ |
Tag Group ‘ Q |

[ ese |

If the exact accounting tag is not known, select the magnifying glass in the accounting tag text box. A
new lookup window will appear.

| =

Lookup

Search for: Accounting Tag
[»_Search Criteria

~ Search Results

GIEY

Accounting Tag

0005801001
0018711003
0018711004

0018711005

Description <

Master of Public Health

HOSPITAL ADM

DO NOT USE - RURAL HOSP ADMIN

DO NOT USE - RURAL HOSF A/H

Only the first 300 results can be displayed.

300 rows

Expand the Search Criteria section in order to search by initial accounting tag digits or description and
click Search. In this example, the text “electronic” was used to search for an accounting tag.
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Cancel

Page 18

Lookup

Search for: Accounting Tag

= Search Criteria

Accounting Tag
{begins with)

|
cectonic |

Description

(begins with) | electronic

~ Search Results

(@] =]

Accounting Tag &

Show Operators

1 row
Description <
0030411001 Electronic Services
The next screen allocates the percentage or quantity of the line to be allocated to the accounting tag.
For single-distribution accounting tags, allocate the entire quantity or 100%.
Accounting Tag
Total Quantity 1.0000
Remaining Quantity 1.0000
Undistributed Quantity 1.00
Manage Favorites
Aﬂ)uﬂg Tag List 1 row
S Cm e
Accounting Tag Description Quantity
0030411001 Electronic Services | 1.0000|

After applying an accounting tag to the requisition line, the relevant fields in Chartfields 2 and
Chartfields 3 tabs will update.
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Requisition Line Actions
Above the first requisition line, a menu for Actions is available, where an action can be performed on

one or many requisition lines.

Create Requisition - ncials PAT @ Q &
Create Requisition Continue Shopping | [ save \
Checkout

Order Total 1.00 USD

~ Requisition Summary
Business Unit LSUSH LSUHSC Shreveport Priority | Medium |
Requisition Name | Enter a Requisition name -
Requester RBUCAS Bucalan Richard F
Currency USD

[ Header Comments ‘

Actions  x
v Justification Comment

Add to Favorites

Add to Template(s)

Delete
~ Requisition Lines Ove|

O SelectAll |Actions @) Mass Change
1row

Line1  Special Request

SPECIAL REQUEST ITEM
- g Item ID ‘Quamig{ ‘Uni( of Measure Price Currency Total m‘ ‘T‘
1 EA Unkubiin ) W

Supplier ODP BUSINESS SOLUTIONS, LLC 1.00 usD 1.00 USD

‘ [ Line Comments H i Delete ‘

Order Total 1.00 USD

To execute an action on all requisition lines, select the checkbox next to Select All

w Requisition Lines Overview

SelectAll [ Actions @
2rows

Line1  Special Request
SPECIAL REQUEST ITEM

ftem ID Quantity Unit of Measure Price Currency Total e 11
[/ el 4 ScheduleDetails | | >
g g Supplier ODP BUSINESS SOLUTIONS, LLC \1 \EA 1.00 UsD 1.00 USD m‘ |7‘
‘ [ Line Comments H 1 Delete ‘
Line2  Special Request
SPECIAL REQUEST ITEM 2
g Item ID Quantity Unit of Measure Price Currency Total 7&1 ScheduleDetalls ‘ |T‘
Supplier ODP BUSINESS SOLUTIONS, LLC l2 |EA Q| 10.00 usD 20.00UsD it )

[ Line Comments | | 107 Delete |
Order Total 21.00 USD

To select specific line(s), select the checkbox next to the desired requisition line

~ Requisition Lines Overview

O selectAll Actions @
2rows

Line1 Special Request
SPECIAL REQUEST ITEM
Quanti Unit of M — -
Q Item ID ‘HL Unit of Measure Price S;Brency Total £ sene meDm“s‘ ‘ N ‘

Supplier ODP BUSINESS SOLUTIONS, LLC |EA aQ 1.00 1.00 USD

| [3 Line Comments H i Delete ‘

Line 2  Special Request

SPECIAL REQUEST ITEM 2
. Quantif Unit of M e . [
g Item ID \Az | ‘75 of eas‘“'e Price Currency Total 3 ScheduleDetals ‘ ‘ N ‘

Supplier ODP BUSINESS SOLUTIONS, LLC 10.00 usD 20.00 USD

[A Line Comments H i Delete ‘

Order Total 21.00 USD
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Add to Favorites
Requisition line items can be added as a Favorite for quick access to reordering. Special Requests and
Punchout items can be added as favorites.

et ey s
Actions  x

Add to Favorites

Add to Template(s)

- ification Commen

Delet
~ Requisition Lines Ove| ~-¢¢

O SelectAll Actions () Mass Change

2rows

Line1 Special Request
SPECIAL REQUEST ITEM

é. ftem 1D Quantity Unit of Measure Price Currency Total
Supplier ODP BUSINESS SOLUTIONS, LLC ‘1 ‘ ‘EA Q 1.00 usD 1.00USD

‘ [ Line Comments ‘ ‘ T Delete ‘

[ ScheduleDetz\ls‘ ‘ > |

Line2 Special Request
SPECIAL REQUEST ITEM 2
o é. Item ID Quantity Unit of Measure Price Currency Total

[ ScheduleDetails
Supplier ODP BUSINESS SOLUTIONS, LLC ‘2 ‘ ‘ EA Q 10.00 usb 20.00 USD

dl

‘ [ Line Comments ‘ ‘ T Delete ‘

Order Total 21.00 USD

In this example, requisition line 1 and the action Add to Favorites was selected. A message will display
to confirm this action.

Confirmation w

The following item(s) with supplier will be added to your favorites:

Added
Item Description: SPECIAL REQUEST ITEM, Supplier: 0000041388, Supplier Name: ODP BUSINESS SOLUTIONS, LLC

Do not show this message again

The item is available in the Favorites page on the eProcurement Main page

Create Requisition wn Financials PAT @ Q ¢ @
2
Favorites ~| searcn Q| & v R
- Cart
' item History Favorites 37
@ rms O SelectAll Actions @ m Collections ‘ 2rows | Total 21.00USD
- B SPECIAL REQUEST ITEM [a)
s A
1.00uso SPECIAL REQUEST ITEM
@ ) ) )
B, Punchouts Supplier Supplier ID Supplier ltem ID [ e 5
ODP BUSINESS SOLUTIONS, LLC 0000041388 P BUSINESS
‘Special Requests Manufacturer Manufacturer ID Manufacturer Item ID SOLUTIONS, LLC
& Special Req 75 Add to Cart 000 USD =
2EA i
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Add to Template(s)
Requisition Templates can be created for reordering entire requisitions or multiple recurring requisition
line items

Actions  x
~ Justification Commen

AddtoFavorites |-
[ Add to Template(s)

Delete

~ Requisition Lines Ove|

SelectAll Actions @/ Mass Change

2rows

Line 1 Special Request
SPECIAL REQUEST ITEM

Item ID Quanti Unit of Measure Price Currenc, Total
A Y
Supplier ODP BUSINESS SOLUTIONS, LLC 1.00 usD 1.00USD
[ Line Comments | | fi Delete
Line 2 Special Request
SPECIAL REQUEST ITEM 2
Item ID Quantif Unit of Measure i Total
g Price Gurrency (2 ScheduleDetals
Supplier ODP BUSINESS SOLUTIONS, LLC 10.00 usD 20.00 USD

Order Total 21.00 USD

In this example, lines 1 & 2 and the action Add to Template(s) was selected. A new window will display
for adding a new template or adding these lines to an existing template.

Add To Template

Cancel

New Template Details

Template Name

Description

Choose Existing Template

For a new template, enter a template name and description and then Save
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Add To Template

Cancel

New Template Details

Template Name | SPECIAL REQUEST TEMF |

Description ll’l’emplate for Special Requel

Choose Existing Template

The template is now available in the Templates - Personal page on the eProcurement Main Page

Create Requisition w Financials PAT @ Q ¢ @
2
Templates | searcn Q| =T & Checkout
Cart
@ ltem History Templates ar
Trows | Total 21.00USD
Q Favortes My Templates
F Templates
@, Punchouts SPECIAL REQUEST TEMPLATE SPECIAL REQUEST TeM
a Template for Special Request ltems R TETEIYE
L || = Addtocat
2 Special Requests L SOLUTIONS, LLC
l¢]=][n] 10.00 USD P
— 2EA @
No Personal Template(s) available. g
SPECIAL REQUEST ITEM
ODP BUSINESS
SOLUTIONS, LLC
1.00 USD =]
1EA ‘ i ‘

New items can also be added to existing templates. In this example, line 3 is added to SPECIAL REQUEST
ITEM TEMPLATE

1 Header Comments.

Actions  x
w Justification Commeni

‘7 Add to Favorites

r Add to Template(s)

Dele
~ Requisition Lines Ove| = *

O selectAll Actions @/ Mass Change

3 rows
Linet Special Request
SPECIAL REQUEST ITEM

Item ID Quantity Unit of Measure Price Currenc Total (<]
o g v 4 ScheduleDetails | | >
Supplier ODP BUSINESS SOLUTIONS, LLC \1 \ \EA Q 1.00 usD 1.00USD 3 Schedue! “‘5‘ ‘ ‘

‘ [3 Line Comments H 1 Delete ‘

Line2 Special Request
SPECIAL REQUEST ITEM 2

o g Item ID Quantity Unit of Measure Price Currency
usbD

Total
Supplier ODP BUSINESS SOLUTIONS, LLC 2 | [ea a 10.00

’]

‘ [ Line Comments H 1l Delete ‘

Line3 Special Request
SPECIAL REQUESTITEM 3

g P et (ot Messure briee Surrency o e ScheduleDetmls‘ ‘T‘
Supplier ODP BUSINESS SOLUTIONS, LLC 2 | [ea @ 2.00 Usp 400USD ]

‘ [A Line Comments

1l Delete

Order Total 25.00 USD
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Add To Template

New Template Details

Template Name [ ]

Description [ ]

Choose Existing Template

Template Name Template Description <

SPECIAL REQUEST TEMPLATE Template for Special Request ltems
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Delete
One or more selected lines can be removed with the Delete action. In this example, requisition line 3 is
deleted

]I Header Comments.

Actions  x

Add to Favorites

Add to Template(s)

+ Requisition Lines Ove| -o®

3rows

O Select All Actions Q\ Mass Change

Line1  Special Request
SPECIAL REQUEST ITEM

o a Item ID Quantif
Supplier ODP BUSINESS SOLUTIONS, LLC

Line2 Special Request
SPECIAL REQUEST ITEM 2

o Q Item ID Quanti
Supplier ODP BUSINESS SOLUTIONS, LLG

Line3  Special Request
SPECIAL REQUEST ITEM 3

:l é Item ID Quanti
Supplier ODP BUSINESS SOLUTIONS, LLC

Price Currency

Price Currency

Mo e

Order Total 0.00 USD

Are you sure you want to delete the selected line(s)?

w Requisition Lines Overview

O SelectAll Actions @
2rows

Line1  Special Request
SPECIAL REQUEST ITEM

tem ID Quanti Unit of Measure Price Currency Total
E Q [ ScheduleDetails
Supplier ODP BUSINESS SOLUTIONS, LLC i] Q 0.00 usD 0.00USD

[3 Line Gomments.

Line2 Special Request
SPECIAL REQUEST ITEM 2

Item ID Quanti Unit of Measure Pri c Total
] Q rice urrency [% ScheduleDetails
Supplier ODP BUSINESS SOLUTIONS, LLC Q 0.00 usD 0.00 USD @

Order Total 0.00 USD
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How to update Requisition Lines using Mass Change action

Requisition lines can be updated on an individual line basis using all the pages and features explained
above. However, to make changes to multiple requisition lines and their distributions (i.e. account,
department, fund, program, class, and project ID) at one time, the Mass Change action is
recommended.

In the old version of eProcurement and in the older version of requisitions before that, changes to
Requisition Line Distributions were often made in the Requisition Defaults page. That is not possible
anymore with fluid eProcurement. Changes to entire requisitions must be made with the Mass
Change action or done on requisition lines individually.

Select one or more requisition lines, and then select the Mass Change action

g L )
Actions x
~ Justification Comment

‘ Add 1o Favorites

Add to Tempiate(s)

Delete

~ Requisition Lines Ovef

Select All Actions @E Mass Change

Line 1 Special Request
‘SPECIAL REQUEST ITEM

g ttem 1D Quantity Unit of Measure Price
|1

Currency Total @ N
3 SchedeDetsls | | >

Supplier ODP BUSINESS SOLUTIONS, LLC J [ea a] .00 usp 100UsD (12 st [ ]

[ tine Comments | | i Detete |

Line2  Special Reauest

SPECIAL REQUEST ITEM 2

fem D Guantity Unit of Measure b Total e 7]
fa\ pniotieas rice Cumency 2 SnecueDetais | | >

Supplier ODP BUSINESS SOLUTIONS, LG [2 | |ea | 10.00 uso 2000UsD 65 scrouepma | [ |

3 L Gammerts | [ coie |

Line3  Special Reauest

SPECIAL REQUEST ITEM 3

ltem 1D Quantity Unit of Measure Price Currenc Total = soreauenems | 5]
g v 2 ScheduleDetais | | >

Gir obp LSS SoLUTIONS, S x| [EN it ) 1o [ oo ||

2 Line Comments | | 1 Detete |

Order Total 25.00 USD

The Mass Change window will display

Cancal Mass Change m

= Line Information

Note: The information below does not reflect the data in the selected requisition lines. When the 'OK’ button is clicked, the data entered on this page will replace the
data in the corresponding fields on the selected lines that are available for sourcing.

Supplier ID | Q| Buyer | Q|

Supplier Location | Q| Category | Q|

« Shipping Information

ship To | Q| Due Date | =

Attention | |
Comments

+ Distribution Information

Accounting Tag | Q |

*Apply Distribution

Changes | All Distribution Lines v|

Please enter GL Business Unit before selecting other chartfield values

Chartfields1 ” Chartfields2 || Chartfields3 || Details || Asset Information || Show All |

Distribution Line < Percent < Location & GL Unit < Account < Alt Acct &

1| | | al | a +] -]

[ Load Values From Defaults l
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Under Line Information and Shipping Information, specific frequently-updated fields can be changed,
such as Supplier ID, Buyer, Ship To, and Due Date

Updating Requisition Line Distributions

In the old versions of eProcurement and Add/Update Requisitions, the common practice for updating
account, department, fund, program, class, and project ID was done in Requisition Defaults. This
practice is not valid anymore. It must be done using Mass Change.

In the Distribution Information section, fields from the requisition line distribution can be updated.

+ Distribution Information

Accounting Tag | Q |

*Apply Distribution P -
Changes | Al Distribution Lines v

Pleasze enter GL Business Unit before selecting other chartfield values

Chartfields1 || Chartfields2 || Chartfields3 || Details || Asset Information || Show Al |

Distribution Line < Percent < Location © GL Unit = Account <

1 | | a| [isusw al | al [+ [-]

| Load Values From Defaults

Below is a list of the primary chartfields for updating

e First, enter LSUSH in the Chartfieldsl - GL Unit chartfield
e Chartifledsl tab: Account

e Chartfields2 tab: Fund code, Dept, Program, Class

e Chartfields3 tab: PC Business Unit, Project, Activity

These fields can be entered manually, or an Accounting Tag can be used.
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Using an Accounting Tag in Mass Change
An Accounting Tag can be used to update requisition line distributions in Mass Change.

**Warning** The values of the Accounting Tag will replace whatever is on the requisition line
distribution. If the selected Accounting Tag has only 1 distribution but your existing requisition line
distribution has 2 lines, then the 2 distributions will be replaced by the 1 distribution found in the
accounting tag.

Only an accounting tag with multiple distributions can update requisition lines with multiple
distributions. In general, it is not recommended to use an accounting tag if updating requisition lines
with multiple distributions.

(cancel Mass Change m

» Line Information

» Shipping Information
+ Distribution Information

Accounting Tag [ Q]

*Apply Distribution PP N
Changes | All Distribution Lines ~|

Fleasze enter GL Business Unit before selecting other charifield values

1 row
Chartfields1 ” Chartfields2 || Chartfields3 Details | Asset Information || Show All |
Distribution Line < Percent < Location & GL Unit Account & Alt Acct ©
1| | | al | a] +| =]
[ Load Values From Defaults l
Manually enter a specific Accounting Tag or select the magnifying glass to search for one.
Lookup -
Search for: Accounting Tag
~ Search Criteria Show Operators
SetiD LSUSH
{begins with)
~ Search Results
Only the first 300 results can be displayed.
[(E] =] —
Accounting Tag © Description |
0005801001 Master of Public Health
0018711003 HOSPITAL ADM
0018741004 DO NOT USE - RURAL HOSP ADMIN
0018741005 DO NOT USE - RURAL HOSP AH |:
0018711006 DO NOT USE - RURAL HOSP-MED
0018751001 STAT. DED-HOSPITAL
0018751003 FUNC ADJ - HOSPITAL 1
0018751004 FY11 BUDGET CUT ASSESSMENT

In the search page, enter the initial digits of the Accounting Tag if the full accounting tag isn’t known and
then select Search.
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Lookup

Searchfor Accounting Tag

w Search Criteria Show Operators

SetiD LSUSH

Accounting Taj
(bewgs wi\hg] 00187

 Search Results

Only the first 300 results can be displayed.

300 rows

Accounting Tag © Description <

0005801001 Master of Public Health

0018711003 HOSPITAL ADM

0018711004 DO NOT USE - RURAL HOSP ADMIN

0018711005 DO NOT USE - RURAL HOSP A/H

0018711006 DO NOT USE - RURAL HOSP-MED

The search results display all accounting tags that start with the initial digits entered
Lookup

S=arch for: Accounting Tag

» Search Criteria

~ Search Results
=T =) sorom
Accounting Tag Description &

0018711003 HOSPITAL ADM

0018711004 DO NOT USE - RURAL HOSF ADMIN

0018711005 DO NOT USE - RURAL HOSP AMH

0018711006 DO NOT USE - RURAL HOSP-MED

0018751001 STAT. DED -HOSPITAL

0018751003 FUNC ADJ - HOSPITAL

0018751004 FY11 BUDGET CUT ASSESSMENT

0018751007 Hospital Alloc from MS Insir
0018751008 Hosp - Termmination Pay
0018771001 EACMC LEGACY COSTS
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Apply Distribution Changes Options
After entering updated chartfields values, select which type of distribution change is required in the
Apply Distribution Changes menu.

[cancel] Mass Change w

» Line Information

» Shipping Information
w Distribution Information

Accounting Tag Q |

*Apply Distribution PP -
Changes All Distribution Lines v

All Distribution Lines

Pleasq enter GL Business Uni Matching Distribution Lines es

Replace Distribution Lines |

Charfioldet “ Fai™

I T T | Asset Information || Show All |
Distribution Line < Percent © Location < GL Unit < Account <
1 100.0000| LSUSH al| [LsusH al| [s49200 al [+] [=]

| Load Values From Defaults

There are certain key distinctions between each option.

o All Distribution Lines — use this option if only 1 distribution should be applied to all line
distributions. This includes if a requisition line contains multiple distributions. In this option, only
the chartfields that were updated will be changed in the existing distributions.

o For example, if only the department is changed, only the department on the requisition
line distributions will be changed. All other existing values in the requisition line
distributions will remain the same.

e Matching Distribution Lines — use this option if you want to update existing line distributions
with a new one and delete unwanted lines

o If areqline distribution contains 2 lines and the mass change updates only 1 line, “req
line 1 / distribution 1” will be updated and “req line 1 / distribution 2” will be deleted

o Not recommended to use

o Replace Distribution Lines — use this option if a new distribution split must be applied to existing

lines. This is the default choice when using an accounting tag

o Existing distributions will be completely replaced, regardless of the number of
distribution lines for the line item

o If requisition line 1 has only one distribution line and the mass change contains two
distribution lines, requisition line 1’s distribution will then have two distribution lines
after mass change

o If only one chartfield was entered (i.e. department) and all other chartfields were left
blank, then the requisition line distribution will be changed to have only the department
chartfield value and all others will be empty.
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Save the Requisition without Submitting
To save the requisition without submitting, select the Save button in the Checkout page

Create Requisition s Financials PAT @ Q

Create Requisition [ continue snopping s | [

Checkout
Order Total 25.00 USD

+ Requisition Summary

Business Unit LSUSH LSUHSC Shreveport Priority | Medium v

Requisition Name |Enter a Requisition name

Requester RBUCAS Bucalan Richard F
Currency USD

‘ [ Header Comments ‘

= Justification Comments

This will save the requisition and create a requisition ID number. The Edit Shopping Cart page will
display, and the requisition name, quantities, and units of measure can be edited. To continue, select
the Checkout button.

< My Requisitions Edit Requisition s Financials PAT @ Q

continue Shopping | [ vpdate cart | [

Edit Shopping Cart for Requisition ID 0095153
3item(s) to buy now.
~ Requisition Summary
Business Unit LSUSH
Requisition Name [0095153

Requester RBUCAS

Currency USD
3rows
Item Description SIS price o Currency ©  Quantity © pnor
Y SPECIALREQUESTITEM  Open 1.00 usD 1 | |ea \|T| | @ Detete |
A SPECIALREQUEST ITEM 2 Open 10.00 usD 2 | [ea | |T| | 1 Detete |
7y SPECIALREQUESTITEN3 Open 200 usD 2 | [ea | [a] [ e |

Total 25.00 USD

If checkout is not selected at this time, the requisition can be access again using the My Requisitions tile
within eProcurement. **See Managing Requisitions section for further explanation**
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Submit Requisition and Checkout Confirmation
To complete the requisition and submit for approval, select the Submit button

Edit Requisition was Financials PAT @ Q

Edit Requisition Suomit

Checkout for Requisition ID 0095153
Order Total 25.00 USD

«Requisition Summary

Business Unit LSUSH LSUHSC Shreveport Priority
Requisition Name 0095153 Budget Check Status 4 Not Checked

Requester RBUGA5 Bucalan,Richard F
Currency USD “ Check Budget .. Pre-Check Budget
[7 Header Comments

The Checkout Confirmation page will display.

< My Requisitions Checkout Confirmation was Financials PAT & Q

& Print Preview

Requisition Details

Business Unit LSUSH Total Lines 3
Requisition ID 0095153 Total Amount 25.00 USD
Requisition Name 0095153 Budget Checked Status 4. Not Checked

Last Modified Date 09/25/2025 10:56:16AM - B
% Check Budget . Pre-Check Budget

Status [y Pending Approval

#= View Approval Chain

Next Steps

[# Edntnis Requisition

Modify this requisition

&) My Requisitions

Go to existing requisitions

') Create Requisition

Creats ancther requisition

Select the View Approval Chain button to view who can approve the requisition. This will open a
separate window

Approval Flow x

Req approval - one step

~ Requisition 0095153 Pending

Req approval - one step
Z Pending

Muliiple Approvers
Req Department Approver >

Select the Multiple Approvers link to view the list of approvers.

Approver Information

Dooley, Wanda G
Pending

Detail Information

Phone

Mobile

Email wdool1@Isuhsc.edu

Dooley, Wanda G
Pending

» Williams, Talesia M
Pending
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Other actions available in this page:

Check Budget to perform a budget check on the requisition. However, this cannot be done until
the requisition has been approved.

Select Print Preview to view a PDF version of the entire requisition that can be printed.

Edit this Requisition to make changes to the requisition

My Requisitions navigates to the page where other existing requisitions can be accessed
Create Requisition navigates to the eProcurement Main Page for creating a new requisition
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Managing Requisitions
To manage an existing requisition, select the My Requisitions tile within eProcurement

eProcurement was Financials PAT R Q

Create Requisition My Requisitions

F a3

< eProcurement My Requisitions weas FiNANcials PAT

| Requisition Search H Keyword Search

2rows

ﬁ%\.ction Requisition Name - IIE[l’us_im}ss UnitRequisition  Requisition Date Requester © R':?quest State Eijattlggt:‘.
® 0095154 LSUSH/0095154 09/25/2025 RBUCAS Approved Mot Chk'd 1823 USD | » |
® 0095153 LSUSH/0095153 09/25/2025 RBUCAS Pending Mot Chk'd  25.00 USD | > |

By default, the My Requisitions page will display requisitions created by you on the current date (today).
To filter for more or fewer requisitions, select the Filter button at the top-left of the requisition section.

£ eProcurement M_\,-' Requisitions weatn FINANCIAlS PAT ﬁ Q

‘ Requisition Search ” Keyword Search

2rows
=] «—
ﬁ;f:tion Requisition Name < II?]us_iness Unit/Requisition R_equisition Date Requester © R':c:aquest State E{ﬂﬂ:‘:: Total Amount
@ 0095154 LSUSH/0095154 09/25/2025 RBUCAS Approved Mot Chk'd 1623 UsSD | » |
@ 0095153 LSUSH/0095153 09/25/2025 REUCASL Pending Mot Chk'd 2500 USD | > |

The filter options page will display
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Filters [ Done |
Business Unit |LSUSH a| Requisition Name | Q|
Requisition 1D | Q| PO Number | al
From Date | 09/25/2025 =l To Date | |
Requester |RBUCAS Q| Entered by | Q|
Request Sate AT Compits V] Budget ot | -
Supplier 1D | a| Supplier Name | |
o | ] N— |
ship To Location | Q| Supplier ftem 1D | |

Clear

Delete the date in the From Date field to view all your requisitions. Or enter a time span in the From
Date and To Date to view requisitions from a specific date range.

If you have access to edit requisitions for other people, delete the value in the Requester field.
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Viewing Requisition Details
To view details of the requisition, click anywhere in the general line of the requisitions or select the >
button at the end of the line

< eProcurement My REqUiSiﬁOﬂS weatn FINANCIAlS PAT

[ Requisition Search H Keyword Search

Jrows
J!;g:tion Requisition Name © II?:'usfimass Unit/Requisition Rfaquisitiun Date Requester & P;t:aquest State E'tl_‘la':g:tc: Total Amount = l
@ 0095155 LSUSH/0095155 09/25/2025 RBUCAS Open Mot Chk'd 1.00 USD | b |
® 0095154 LSUSH/0095154 09/25/2025 REUCAS Approved Mot Chk'd 18.23 UsSD | » |
O] 0095153 LSUSH/0095153 09/25/2025 RBUCAS Pending Mot Chk'd  25.00 USD | » |
This will display the Details page, where information on the requisition can be viewed.
Details x
[ Cancel Requisition ]
« Requisition Summary
Requisition Name 0095155 Requester Bucalan,Richard F
Business Unit LSUSH Entered By Bucalan,Richard F
Requisition ID 0085155 Budget Check Status Not Chk'd
Requisition Date 09/25/2025 Total Amount 1.00 USD
Request State Open
« Requisition Lifeline
—R (= oo oo EID
— - © Ao L[S
Requisition Approvals Ve Delivery Returns
Lines
Item e ltem ID  Supplier ID  Supplier s .~ Line Quantity UOM Price Total
Image ~  Description ¢ : : Name < ShiPTO © gtate « o & & Amount <
i oDP
Line 1 BUSINESS _
SPECIAL 0000041388 SOLUTIONS LSUSH Open 1 EA  1.00 1.00UsD Cancel Line| | > |
REQUEST ITEM LLC : i

Requisition Summary shows header information.
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Requisition Lifeline displays the current status in the procure-to-pay lifecycle by coloring the icon for
each stage. For example, the requisition above has been created but not sourced to a purchase order. In
the example below, the requisition had been approved, sourced to a PO, invoiced, and paid.

Details x
+ Requisition Summary
Requisition Name 6047100 Requester Rawls, Lorna S
Business Unit LSUSH Entered By Rawls, Lorna S
Requisition 1D 6047100 Budget Check Status Valid
Requisition Date 10/31/2024 Total Amount 1,004.53 USD

Request State PO(s) Dispatched

 Requisition Lifeline

%33 E@ QQ _—EE

Requisition Approvals Crdere

To cancel the entire requisition, select the Cancel Requisition button at the top-left of the page. Or to
cancel a specific line, select the Cancel Line button at the end of the line.

Details x
Cancel Reguisition —
 Requisition Summary
Requisition Name 0085155 Requester Bucalan,Richard F
Business Unit LSUSH Entered By Bucalan,Richard F
Requisition ID 0095155 Budget Check Status Mot Chk'd
Requisition Date 09/25/2025 Total Amount 1.00 USD

Request State Open

» Requisition Lifeline

= o =

- o 0
Requisition verfory a3 o ST Reosiin a Delivery Retu oice Paymenl

Lines

Item f o ltem ID Supplier ID  Supplier . . Line Quantity UOM Price Total

image ~  Description ¢ Name - ShipTo © giate o o & =~ Amount <
Line 1- BUSINESS -
SPECIAL 0000041388 SOLUTIONS LSUSH Open 1 EA 100 1.00USD Cancel Line| | » |
REQUEST ITEM LLC ’ —

To exit out of this page, click on the tiny X at the very top-right corner
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Details —_— IZ'
Cancel Requisition
~ Requisition Summary
Requisition Name 0095155 Requester Bucalan,Richard F
Business Unit LSUSH Entered By Bucalan Richard F
Requisition ID 0095155 Budget Check Status Mot Chk'd
Requisition Date 09/25/2025 Total Amount 1.00 USD

Request State Open

V:\PeopleSoft9\Financials\PUM51 Upgrade\Documentation\PUM 51 - Fluid eProcurement Requestor
Guide.docx



PUM 51 - Fluid eProcurement Requestor Guide Page 38

Updating an Existing Requisition
To edit an existing requisition, select the Action Menu button at the very left of the requisition and then
select the Edit option.

Actions  x My Requisitions was Financials PAT @ Q
Details . T
Req eyword Search
Copy Jrows
E View Print
Actio| Business Unit/Requisition  Requisition Date .. Request State  Budget ”
& | Budget Check D < 3 Requester = Status Total Amount
| ®£ Cancel LSUSH/0095155 09/25/2025 RBUCAS Open Not Chk'd 1.00 USD | » |
PreBudget Check —
(O] LSUSH/0095154 09/25/2025 RBUCAS Approved Not Chk'd 1823 USD | > |
Edit -
5 LSUSH/0095153 09/25/2025 RBUCAS Pending Not Chk'd 2500 USD | » |
Inguiry —

The Edit Shopping Cart page will display, where high-level values can be updated, such as requisition
name, item quantity and unit of measure. Select the Checkout button to continue with checking out and
submitting the requisition.

< My Requisitions Edit Requisition wss Financials PAT & Q

Continue Shopping || Update Cart | Checkout

Edit Shopping Cart for Requisition ID 0095155

1 item(s) to buy now.
+ Requisition Summary

Business Unit LSUSH

Requisition Name |0095155

Requester RBUCAS
Currency USD

1 row
Item Description : S_tatus Price © Currency Q_uantily Hgg::re ~
A SPECIAL REQUEST ITEM Open  1.00 uUsD |1 | [EA || a| | @ Deete |

Total 1.00USD

In the Checkout page, more values such as chartfields and item details can be updated before
submission.
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Edit Requisition v FINANCIAIS PAT

Edit Requisition Continue Shopping H Save I Submit

Checkout for Requisition ID 0095155
Order Total 1.00 USD

~ Requisition Summary

Business Unit LSUSH LSUHSC Shreveport Priority | Medium

Requisition Name |0095155 Budget Check Status 4. Not Checked

Requester RBUCAS Bucalan Richard F
& Check Budget Pre-Check Budget

Currency USD

| [3 Header Comments |

|@ Preview Approvals

~ Justification Comments

« Requisition Lines Overview

Select All  Actions &
1row

Line 1 Special Request
SPECIAL REQUEST ITEM
Item ID Status Quantity Unit of Measure Price Currency Total [
(o] [% ScheduleDetails >
Q‘ Supplier ODP BUSINESS SOLUTIONS, LLG pen 1 | e @ 1.00 UsD 1.00 USD 7| |_|
| [ Line Comments H M Delete |

Order Total 1.00 USD
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Other Actions in My Requisitions Page
Depending on the request state of the requisition, several more actions are available.

Actions  x My Requisitions s Financials PAT @ Q
[ Details | T
Req| eyword Search |
Copy 3rows
E View Print
ﬁ)cliu Budget Check Business Unit/Requisition ID © Requisition Date ° E Request State Budget Status © Total Amount =
@/ Cancel LSUSHI0095155 09/25/2025 RBUCAS QOpen Mot Chk'd 1.00 USD | > |
PreBudget Check T
pprove rov Vali >
® LSUSH/0095154 09/25/2025 RBUCAS Ay d Prov Valid 18.23 USD | |
Edit —
[C] LSUSH/0095153 09/25/2025 RBUCAS Pending Mot Chk'd 25.00 USD | > |
nquiry -
Details

This option is the same as the View Requisition Details explained above.

Copy

< My Requisitions Create Requisition wa Financials PAT @ Q § @

Continue Shopping H Update Cart ]

Edit Shopping Cart

2 item(s) to buy now.
« Requisition Summary
Business Unit LSUSH
Requisition Name |Enter a Requisition name

Requester RBUCAL

Currency USD
2rows
" Unit of
ltem Description < Stalts  price o Currency ¢ WY yeagure
@\ Logitech H380 Computer Headset, Over-the-Head, Black (981-000014) Pending 26.90 UsD 1 EA ‘ Tir Delete ‘
b ]
@ Logitech B100 Ambidextrous Optical USB Mouse, Black (810-001439) Pending 7.00 uUsD 1 EA ‘ Tir Delete ‘
b —

Total 33.90 USD

Copying a requisition brings up the Edit Shopping Cart page where items can be removed from the cart.
Selecting the Checkout button brings up the Checkout page, where comments and attachments can be
added and line details / chartfields can be edited
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View Print
Business Unit: LSUSH Requester: REUCAL Status: Approved
Requisition: 0095128 Requested By: Bucalan,Richard F Currency: USD
Requisition Name: FAVORITES TEST Entered Date: &/13/25 Requisition Total: 11.8%
Vendor: 0000001231 Accounting Date:08/13/2025
Line: 1 Item Description: TH1365268T Lighted Extension Cord Quantity: 1 UOM:EA  Price: 1189 Line Total: 11.8%

Location Outdoor Card Length 10 ft Wire Size 14 AWGE Max.
Amps 15.0 A Violtage 125V AC Plug Configuration NEMA 5-
15P Receptacle Configuration NEMA 5-15R Cord Ending
Single Connector Number of Outlets 1 Jacket Color Orange
Line Status: Approved

Ship Line: 1 Ship To: LSUSH Address: Shipping Quantity: 1
Attention: Bucalan,Richard F Due Date: 1501 Kings Highway Shipping Total: 11.8%
Ship Via: GRND Freight Terms:PP&A Shreveport LAT1103
United States
Dist Status Location Gty PCT Amount GL Unit Account
1 Qpen L3USH 1 100.00 1.8 L3USH 248200
Dept Fund Program Class
1653000 m 0000 10105
Open QTY Open Amt
1.0000 0000
GL Base Amount Currency Sequence Capitalize
11.89 usD 0 N

A PDF version of the full requisition is displayed and can be printed.

Budget Check
Select to check the budget of the requisition. Only Approved requisitions can be budget checked.

PreBudget Check
To see if the requisition will pass budget check without committing to do so, select PreBudget Check. If
successful, the budget status will update to Prov Valid for provisionally valid

< eProcurement My Requisitions waFinancials PAT @ Q i @
| Requisition Search H Keyword Search |
3rows
'&?“0" Requisition Name Business Unit/Requisition ID < Requisition Date Request State Budget Status © Total Amount
© 0095155 LSUSH/0095155 09/25/2025 RBUCAS QOpen Not Chk'd 1.00 USD | > |
@ 0095154 LSUSH/0095154 09/25/2025 RBUCAS Approved Prov Valid 18.23 USD | > |
© 0095153 LSUSH/0095153 09/25/2025 RBUCAS Pending Not Chk'd 2500 USD | > |
Cancel

Selecting Cancel will cancel the entire requisition. Depending on the filter parameters, the canceled
requisition will still display in the My Requisitions page and there will be a new action to undo cancel.
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Actions  x My Requisitions Financials PAT
n Details rd Search
Copy ) 10 rows.

F View Print
At Business Unit/Requisition ID ¢ Requisition Date < Requester & Request State ¢ Budget Status ©  Total Amount ©

¥ | Undo-Cancel =

@7 inquiry LSUSH/0095130 08/13/2025 RBUCAL Canceled Valid 0.00 USD

® 0095129 LSUSHI0095129 08/13/2025 RBUCAL Open Not Chk'd 33.90 USD B

View Approval

Approval Chain

Req approval - one step
» FAVORITES TEST

~ Comments.

System at 08/13/25 - 8:31 AM
Self Approved (18081,4050)

A separate window will display the current approval status of the requisition.
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Inquiry

a Q i

Order Total 11.89 USD

weann FINANCIAIS P

Pre-Encumbrance Balance 11.89 USD
Pre Encumbrance Details

~« Requisition Summary

Business Unit LSUHSC Shreveport Priority Medium
Requisition Name FAVORITES TEST Cardmember Number
Requester RBUCAL Bucalan Richard F Expiration Date
Currency Code USD Use Procurement Card No
Request State Approved Budget Check Status Valid

[0 Header Comments

 Justification Comments

~ Requisition Lines Overview

TK1965268T Lighted Extension Cord Location Outdoor Cord Length 10 ft Wire Size 14 AWG Max. Amps 15.0 A Voltage 125V AC Plug

Configuration NEMA 5-15P Receptacle Configuration NEMA 5-15R Cord Ending Single Connector Number of Qutlets 1 Jacket Color Orange . . Total
Line Quantity  Unitof Price  Currency 9 o
Item ID Status Measure 1189 USD 11.89
Approved EA usp

Supplier Item ID1XUP4
‘ [3 Line Comments

Order Total 11.89 USD

Pre-Encumbrance Balance 11.89 USD

Pre Encumbrance Details

This will display a read-only version of the requisition.
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