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Create Project Requisitions

« Click the Create Requisitions entry point. The Select PROJECT

Requisition Types

Requisition Type: *( ) Traditional (New) Fiscal Year: | 2022 W

™
|| Warehouse (New) Process |ines

- (@)
' . | JYes (@) No
| Replenishment (New) Separately:

& Saved Requisitions Y =
— o Confirmation Only: #( |Yes (@) No

I( ) Not To Exceed Requisition -
Maximum Amount $500

= R

| @) Project

N
() Blanket

https://erpsis-help.frontlineeducation.com/hc/en-us/articles/360037824713-Creating-
a-Project-Requisition

e Select a Fiscal Year from the drop-down list.

e C(lick the Continue button. The Create Project Requisition tab appears.


https://erpsis-help.frontlineeducation.com/hc/en-us/articles/360037824713-Creating-a-Project-Requisition
https://erpsis-help.frontlineeducation.com/hc/en-us/articles/360037824713-Creating-a-Project-Requisition
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Create Project Requisition Header

Fiscal Year: * 2022

Vendor: * [ Im
Category: * [ v Order From: * [ v l
Requestor: * [ v ] Contract: [ v I
Ship-Te Receiving *
Ship-To Location: *[ v ] [ A I
Group:
Description: * Justification:

Characters remaining: 256 (256 max)

o]
=

aracters remaining: 1000 (1000 max)

Notes:

Characters remaining: 2000 (2000 max)

Create Project Requisition Description -

Description Total Amount Released Amount Balance Amount Total Invoiced Account Num

0.00 0.00 0.00 0.00 (click to add an accou

3

Add New Description

Messages

Create Project Requisition Attachments

&2 Upload ‘ Q

Drop files here
or use the Upload and Scan buttons to attach, up to 1024 MB per file.

File Name Description Delete

Save Attachments Save as Incomplete

Save and Restart Approval Approve and Return

e The Category and Vendor fields are related. If you select a Category first, the
vendor field is populated with those vendors that are assigned to the category
you selected.

e If you select a Vendor first, the category field is populated with those categories
that are assigned to the vendor you selected.

e Choose Order from:
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e The Requestor field defaults to your name, but you can select another one
from the drop-down list, if necessary.

e Select the Ship-To Location from the drop-down list.
e Select the Ship-To Receiving Group from the drop-down list. Available

selections in the drop-down list are based on your selection in the Ship-To
location field.

e Enter a Description.

e Inthe Justification field, the Buyer will enter the Bid Justification. You will not
enter in this field.

e Under Create Project Requisition Description:

e Enter Description in box

e Click in the cell under the Total Amount column to change the total amount.

e C(lick the (click to add account) link to enter the account number. The Edit
Accounts pop-up box appears.

Edit Requisition Accounts

Available

FND FN oBJ S0 ORG P1 L PR Year owner Prct Amount Budget Balan
CI 0O C 30 C 0000 v v (100 [0.00 $0.00
PEIMS: N/A

® 100% $0.00

4

Ok (save current line) Copy to ALL empty lines

e Enter the account number, or click the icon to select another one from the
Account Numbers tab.

e Select the Year from the drop-down list.
e Select the Owner from the drop-down list.
e The Percent (Prct) field is 100 by default. If you are adding one account

number, leave 100 in the Prct field. Enter another percent if you are adding two
or more accounts.
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e Optional. Click the plus icon to add another account number for the requisition.

Repeat steps 17 through 21, and ensure that the Percentage fields for all
accounts add up to100.

e Use the Action column (trash can) to delete a line item.

e C(lick the OK button. The new account number is populated in the Account
Number column.
e C(lick the Submit button.

e The Select Requisition Type tab appears with a message that the project
requisition was successfully saved.

Adding Authorized Buyers

e C(lick Notes

Project Requisitic

Fiscal Year: 2022

Stage: Approval Chain

®O® «
Overview
Action History
Change History
Purchase Order
Asset

Notes o

e Add Authorized Buyers to Notes Box
e Private: Select No

e Internal Only: Select No

e Communication Method: Select Email
e Click Add
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Notes List/Detail

MNotes

?
MNotes: * ezﬁ

Characters remaining: 1968 (2000 max)
Private: * O Y¥es @ Mo
Internal Only: n* O Yes @ Mo

Communication Method: | Email
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Releasing Funds on Project Requisitions

In the SEARCH BOX, type Search and choose Blanket/Project Requisition Search
Req. Type: Choose Project

My Requisitions D Requisitions 1 Approved D Requisitions T Analyzed D All Requisitions Requisition Type v

Search Criteria -
Fiscal Year 2022 | vender: | |E
Category: Limit 1o Releasable: (Oives (@)ne
— T ——

Minimum Maximum
Requisition Creste Date: | 05-01-2021 & | [ )
Purthase Qrder Date: | |m | ‘m

Fund  Fune OB SubObj Org  PIC  Local

Account Number:

N N A

Click on Purchase Order Detail Lines and Click Maintain

Click on the Released Amount blue hyperlink $ amount under Project
Requisition Overview Description.
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Project Requisition Overview Header -

Fiscal Year: * 2022 Vendar: * TERRACON CONSULTANTS INC

Categary: # | CNST - Prof Srucs, Facilities Order Fram: | (P} TERRACON CONSULT! W
Requestor: * | Gaflarde, Monica - 20012~ Contract: v
ShipTo Localion: - ‘ Facilities & Construction - 850 v Ship-To Receiving Group! - | 850 Facilities & Construiction

_— 2017 BOND _ NEW THOMPSON INT. CONSTAUCTIGN o OPEN PO BALANCE KFER FROM LAWSON 10
Dscription! MATERIALS TESTING PO # 407818 Hemicalion: @ FRONTLINE
A
EZ a1
Citaracters {1000 max)
Project Requisition Overview Deseription -
Descriptian Tetal Amaunt Released Amount Balance Amaunt Tetal Invoiced Aceaunt Numbers Action
| 2017 BOND - NEW THOMPSON INT. ¢ 87,804.00 0.00| 87,804.00 0.00|641-81-6625-503-049-99-PROFSY| ]
Messages -
Project Requisition Overview Attachments -
|
@ Drop files here or use the Upload button to attach, Up to 10 M3 per fle.
File Narne Description Delete

Thempsonls Terracon
= Agreement 2021.07.27 Signed+ReqiPO.pdl Lawsori PO & Agreement
Thompsaals Terracon Broject Red, -
® Frontling 2021.12.15.pdl Himiann PO BASCR SterDe

SRS TR m m

Enter Amount in the New Release Amount box.

Release Funds

Mew Release Amount: % Release Date: W |02-11-2022 | m
Prior Releases -
Release Amount Released By Released On
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Click Release and close box by clicking the X in the top right corner

Project Requisition Ouerview Header -
Fscal Year: * 2022 Vendar: # TERRACON CONSULTANTS INC
Catagury # | CNST - Prof Srves, Faciities Order From: | (P} TERRACON CONSULT!
— [t et~ 20032 K
Ship-To Location: tl Facilities & Construction - 858 v | Ship-Ta Receiving Graup: # | 850 Facilities & Construction
’ 2017 DOND - NEW THOMPSON INT.  CONSTRUCTION s OPEN PO BALANCE KIER TROM LAWSON 10
Description: * 5= WATERIALS TESTING PO # 407818 Justiffeatian: a FRONTLINE
P
Cnasaiters remaining: 211 (256 max)
= ¥
Characters remaining: 926 (1000 max)
aje Overview -
Deseription Total Ameunt Released Amount Balance Amount Total Invoiced Aceount Numbers.
L Al Al Al ! Al . |
| 2017 BOND - NEW THOMPSON INT.  { 57,804.00 100.00 57,704.00 £.00 641-81-6625-503-049-99-PROFSV |
Messages -
Project Requisition Ouerview Attachments -
m @ Drop files here o7 use e Upload butten to attach, up to 10 MB per fle.
File Name Description Delete
o O T
= Agreement 2021.07.27 Signed+ReqSF0.pdt Lot TRt o e 3 o
ThompsenlS Terracon Project Req, =
- Hontline 20211245 odf Lawsen PO Balance Xier Detail o
Submit Save Attachments

Click Submit

Send Revised PO?

A Send Revised PO box will appear and you Click No and then Click OK
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