[bookmark: _GoBack]Additional Notes and Information
TheDescription in the upper left corner will be a brief descrition that will be on the Board Report.  Please keep brief, concise, and informational.

Note to Buyer
Click on the second tab under the description, “Source Details” and please be brief.  Most of these fields have limited characters.  If space is not suffienct please send an email with additional information.
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Justifications
Click on third tab “Details” and again, be brief.
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Default Account for Multiple Lines
To use same Account number for all lines click on Tools in the top toolbar.  Next click on Preferences and click on the “Charge Account” field.  You will get a pop-up to fill in the account number.  Click on “Apply” to save the information. Please remember that this will stay your default until you erase or change it.  To delete the default account, go back under Preferences, click on the field, and hit space.  The number will be erased.  Please be sure to click on “Apply” to save the information.
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To start the second line click on the second line.  To duplicate everything in the prior line click on “Edit” on the top toolbar.  You can then go to each field an update only the info that is different to the second line.  For example description, price, quantity etc.  If you have a default account entered you will not have to go to the distribution page.  If you do not, you will have to enter a distribution for every line.
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Attachments
Click on the Paperclip on the top toolbar to get a new window.  The two yellow field are required.
[image: ]










Click on the Category field.  Put % to get the list of options or type “Internal to Requisition” and make sure the field fills with the information.
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The other required filed is “Data Type.”  Click on the three lines to get a drop down, or type “File” to fill this filed.  You will be directed to another screen where to browse for the document.
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After uploading the document, return to the prior screen and click “Yes”.
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For Splitting Between Multiple Accounts
Enter the requisition as a Service and complete required fields.  Click on “Distributions” and click on the “Quantity” field and fill with the dollar amount for the account and enter the account number.  Then click on the second line and the remaining amount will fill in the quantity field.  If there are only two accounts you can fill in the account number and click on save.  If there are more accounts, change the quantity to the dollar amount of the second account and enter it.  Then click on the third line, etc. 
[image: ]

image5.png
£ | Oracle

File Edit View Folder Tools Window Help

ORACLE'

HY0 §HrISP RNDERILBOPG?

Seq Category Description

Data Type

May Be Changed
v

1TF

o
o
o

Entity Name: REQ Header

D]

<l

Olnclude Related Documents Publish to Catalog

Document Catalog...

B

Supplier Lists
Supplier Statuses
+ Management





image6.png
| Oracle Appli E

File Edit View Folder Tools Window Help ORACLE’
HY0 G HrBSP RN ER I LBOPG?
Seq Category Description Data Type May Be Changed
@
- Categories (m]
u}
u}
Entity Nan gessserag=sonpns
Miscellaneous
To Approver &
To Buyer
To Receiver
To Supplier
Olnclude Related Documents Publish to Catalog ‘ ‘ Document Catalog... J
Supplier Lists
Supplier Statuses
+ Management





image7.png
£ | Oracle

File Edit View Folder Tools Window Help

ORACLE'

HY0 G HrBSP RN ER I LBOPG?

Seq Category Description

Data Type

May Be Changed
“

Entity Name: REQ Header

Open Document...

Olnclude Related Documents Publish to Catalog

Document Catalog...

Supplier Lists
Supplier Statuses
+ Management





image8.png
ttps://gcess.glendale.edu:8000/pls/PROD/Oracle O ~ @ & | @ File upload form x
H|Sugg.. v & Web..v &) Orac..

% &) Fina.. (" Fina.. £~ POE... ™|Glen.. &) Orac.. €]NEOG... [8Orac.. B Syst.. £ Fina...

ORACLE

Upload a File

File

Browse...

Cancel

1:46 PM

4/28/2015





image9.png
| Oracle Appli =

File Edit View Folder Tools Window Help ORACLE
HYO FHEBSP I DD HER LBEIOGI?

Seq Category Description Data Type May Be Changed

1

Entity Name: REQ Header

o o o

Open Document... i © Decision

@ Has the file been uploaded successfully?

Olnclude Related Documents Publish to Catalog ‘ ‘ Document Catalog...

Supplier Lists
Supplier Statuses
+ Management





image10.png
£ | Oracle

File Edit View Folder Tools Window Help

ORACLE'

Accounts

HYO G rBSP RDBER I LTOG?

Recovery
Num  Quantity Charge Account Rate

GL Date Budget Account 1

03-0100-0-100300-4300-0000-0/0

20-MAR-2008 03-0100-0-100300-43

— Account Description

Charge |GENERAL FUND \- RESTRICTED-INST
Accrual |GENERAL FUND \- UNRESTRICT-COL

Budget |GENERAL FUND \- RESTRICTED-INST
Variance |GENERAL FUND \- RESTRICTED-INST

Subinventory

Catalog...

wuinawt asuiye

Phone 714-541-4157

Distributions Approve...

Supplier Lists
Supplier Statuses
+ Management

Open





image1.png
£ Oracle =

File Edit View Folder Tools Window Help
HYO0 G rVSP X NBER I LB ?

Number Type Purchase Req Preparer |Courtey, Dr. Susan Lee Mesko _

Description Status Incomplete Total USD 0.00

ORACLE'

Source Details

RFQ Required BESGER
Num Note to Buyer Buyer Supplier ltem Type

o
[
[
[

O oo oo

i

Requester Supplier

Organization Site

Location Contact

Subinventory Phone
| Catalog... ‘ ‘ Distributions ‘ | Approve...

Supplier Lists
Supplier Statuses
+ Management





image2.png
£ | Oracle

File Edit View Folder Tools Window Help

ORACLE'

HYO0 G rVSP X NBER I LB ?

Number Type Purchase Req Preparer |Courtey, Dr. Susan Lee Mesko
Description : Status @ Total USD 0.00
i
Wrepent Transaction R
Num ‘ Justification Note to Receiver Nature Ni
o
nmml
| o
| o
| o
i A D
Destination Type _ Source
Requester _ Supplier
Organization Site
Location Contact
Subinventory Phone
| Catalog... ‘ ‘ Distributions ‘ | Approve...
Supplier Lists
Supplier Statuses
+ Management





image3.png
£ | Oracle
File Edit View Folder Tools Window Help

ORACLE'

Number

Description

Source Details Details  Cul

Num Type Item

gl

Destination Type

HYO I GHVSPI RDBPERLBIYGHI?

Type
Status Incomplete

© Requisition Preferences (Glendale Community College)

m Project Information

Preparer Courtey, Dr. Susan Lee Mesko

Total USD

0.00

Need-By

GL Date

Charge Account
Justification

Note To Receiver
Reference Number

Transaction Nature

Destination Type

[ Urgent

1

Note To Buyer

Currency
Rate Type
Rate Date

Rate

Source N

Buyer

“RFQ Required

Requester

Organization Requester Supplier

Location Organization Site
Subinventory Location Contact

Subinventory Phone

Supplier Lists

Supplier Statuses Apply
+ Management

Open





image4.png
£ | Oracle

File JL]§ View Folder Tools Window Help ORACLE’
24 'Undo Typing (& ® | R DM e g | £

A
°R cut lale Community College) - [New] _ »
usan Lee Mesko

QO;’Y er Preparer

Paste Status Incomplete Total USD‘ 0.00

Record Above
Field Above

Clear
Delete

Select All

Deselect All pe tern Rev Category Description Uom ¢

Edit Field...
Preferences *
T

|
|
[

I [

i

Destination Type Source
Requester Supplier
Organization Site
Location Contact
Subinventory Phone

| Catalog... ‘ ‘ Distributions ‘ | Approve...

Supplier Lists
Supplier Statuses
+ Management





