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Create a Requestion
(DA1)

g 8l — Requester =
Forrest Benedict My Requisition Lines Past Requested Delivery Date = ... Requisitions Needing Approval v =
Company Requisition | Line Item VendorIt... | Description Quantity | Requeste... Comp... | Re... & | Req... Creation Date Requisition De... | Vendor Total | Curre...
—v[ a|| =« az|| =~ Ev| o= @l =] MW~ —v =~ B —v = [Wvlos| =+ B A = A~
[ |200 8l 200-4300 | 9/7/2023 1:42:36 PM 11,246.44 | USD
Search -
] 200 19 200-3010 | 8/4/20232:19:51 PM Tire for KC-135 32768 4,500.00 | USD
Home O | 200 18 200-3000 | 8/4/2023 12:56:58 PM 2.00 | USD
My Requisitions
All Requisitions —
My Requisition Statuses No Requisition Lines Available
20
Procurement Templates
Unreleased Requisitions O~ = ... Supplier Requisitions To Review =
Item Search
Company ' Req... | Reques... Creation Date Requisi... = Vendor Total | Currency Company | Req... Vendor Created ... | Req... v | Reg... Creatio... | Requisit... | TotalVa...
) =~ = By | =~ B K- = (A~ =¥ =¥ =% = By ¥ = 8 A~
My Requester Profile
[0 |260 2 260-2360 9/7/2023 1:18:04 PM 0.00 | USD
Requisition Self Service O |00 20 200-3010 B/18/2023 12:26:23 PM 0.00 | USD
[ 200 il 200-3010 8/4/2023 11:35:05 AM 0.00 | USD
+ Utilities
O |20 i 200-30404 8/4/2023 10:27:19 AM 1 0.00 | USD -
Create Report O |200 i 200-4300 B/3/2023 2:10:23 PM cows 31279 0.00 | USD
S

Set 'As Of Date'

No Requisitions Available




Requisition Self Service

200 - DEPARTMENT OF ADMINISTRATION |, BENEDICT Il, FORREST T.

Create a Requestion

(DA1)

My Requisitions

Re

Requisition Descriptien:
Company: 200
Requesting Location: 200-4300

1ltems in requisition

Request#)

Requisition Description:
Company: 260

Requesting Location: 260-2360

0 ltems in requisition

Requisition Description:
Company: 200

Requesting Location: 200-3010
0tems in requisition

Reg

Requisition Description: Tire for
Company: 200

Requesting Location: 200-3010
1ltems in requisition

Request # 78

Requisition Description:

Needs Approval

Unreleased

Unreleased

.
i, Approval

Needs Approval

Recent Items

Recent Special / Service

F35 Tires

Creation Date: 9/7/2023
Request # 81
Company: 200

KC 135 Tires

Creation Date: 8/4/2023
Request # Tt

Company: 200

ar
Creation Date: 8/4/2023

My Quick Links
E My Shopping Lists

-|- Add a Specia

Service ftem

Punchout Vendors

Profile - -New Request




My Profile

200 - DEPARTMENT OF ADMINISTRATION | , BENEDICT Il, FORREST T.

\

Company

Create a Requestion
(DA1)

Requesting Location

200 - DEPARTMENT OF ADMINISTRA. ..

200-4300- PURCHASING ADMINIST... \1 This field populates several other Fields

Deliver From Company

Deliver From Location

200 - DEPARTMENT OF ADMINISTRA... OF | [ MAIN - DEPARTMENT OF ADMINIST... OF ‘ ’
Deliver To I Comment Type
| ‘ | Brinton Purchase Order v
Vendor Vendor Purchase From
Buyer Requisition Description Commeodity Code
| | [ x
Distribution Account
Agency Org Cost Center Appropriation Unit Fund
[ECC DEPARTMENT OF ADMINISTRA... QF || 2000 - Director Cost Center 'l ADAD - Purchasing T || 45027 - Admin Acct Sv o
Account

1
1

Show More

PO Code

-+ New Request




Create a Requestion

DA1
( ) New Button Appears

Click

Request# 85 {JAdd to Request -+ New Request

200- DEPARTMENT OF ADMINISTRATION | 200-4300, BENEDICT I, FORREST T.

Company Requesting Location
‘ 200 - DEPARTMENT OF ADMINISTRA. .. | ‘ 200-4300 - PURCHASING ADMINIST... O |
Deliver From Company Deliver From Location

‘ 200 - DEPARTMENT OF ADMINISTRA... &F H MAIN - DEPARTMENT OF ADMINIST. \'l'|

Deliver To Comment Type

‘ ‘ ‘ Print on Purchase Order -

Vendor Vendor Purchase From

| 3| ]

Buyer Requisition Description Commodity Code

| x| [ x

Distribution Account

Agency Org Cost Center Appropriation Unit Fund

200 - DEPARTMENT OF ADMINISTRA... Q7 || 2000 - Director Cost Center o3

‘ ADAD - Purchasing s

‘4502? Admin Acct Sves Appd&Con... OF

Account

Show More

PO Code

| ]
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Request # 85

200 - DEPARTMENT OF ADMINISTRATION | 200-4300, BENEDICT Il, FORREST T.

Search the Catalog

Shop Punchout Vendors  Add from Shopping Lists Tax Total 0.00

Request Total 0.00

0/tems within this Request

Basic Catalog Search

[0 Previously Requested Items (] Shopping List items [ Stock [ Non Stock [] Special [ Service

Delete Request

[5] Notes

Enter a product name or keyword to browse a list of products to add to your Request.




Create a
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Ensure Correct

Ensure Correct

Attach any Files
(Optional)

<~ Request# 84
Search the Catalog Shop Punchout Vendors Add from Shopping Lists Add a Special [ Service Item

Add a Special or Service ltem

O Additem O Add Amount Service Item Select Type Of Requ|s|tion

© Add Quantity Service ltem

Item Description

€130 blades

ltem * Vendor ltem

| —_ | C blades blades

Quantity * uom * Cost Cost Option

Deliver To

Vendor Vendor Purchase From

| o || o

Manufacturer Manufacturer Number

| |

Distribution Account

Agency Org Cost Center Appropriation Unit
| 200 - DEPARTMENT OF ADMINISTRA... QF || 2000 - Director Cost Center (s H ADAD - Purchasing Qs
Fund Account

| 45027 - Admin Acct Sves Appdé&Con... GF || 101000 - CaSh On Hand a= |

Show Maore

Asset Asset Template

Deliver From Company Deliver From Location Commaodity Code
200 - DEPARTMENT OF ADMINISTRA. .. O}?MAIN - DEPARTMENT OF ADMINISTR... Q= | | o=
PO Code

File Attachment

Add to Request

Tax Total 0.00

Request Total 0.00

0 ltems within this Request

Delete Request

[5) Notes
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Request # 85

200- DEPARTMENT OF ADMINISTRATION | 200-4300, BENEDICT Il, FORREST T,

Searchthe Cataleg | Shop Punchout Vendors

Basic Catalog Search

Add from Shopping Lists  Add a Special / Service ltem

[ Previously Requested Items ] Shopping List Items [] Stock [] Non Stock [] Special [] Service

Enter a product name or keyword to browse a list of products to add to your Request.

Tax Total 0.00

Request Total 0.00

0ltems within this Request

Delete Request

[5) Notes

Item added
Here

Click to
View
Request
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Profile (JAdd toRequest +New Request ---

Request # 85

200 - DEPARTMENT OF ADMINISTRATION | 200-4300, BENEDICT Il, FORREST T.

= Add More |tems
1 Items within this Request () Refresh  [5) AddMeaderNotes [
Line & Item Details Quantity [ UOM Cost Total Status

1 —_— | 10000 ‘ ‘ EA-Each ‘ ‘ 56947.0000 | 563870000 USD  Unreleased %
Item: BLADES .
Click to ensure
Global Ledger
Tax Total 0.00USD is correct

Request Total 56987.00 USD

13

|



Check Global
Ledger

Create a Requestion

(DA1)

Requisition Line Distributions

Company
200 DEPARTMENT OF ADMINISTRATION
Requester

266840 BENEDICT Il, FORREST T.

Requesting Location
200-4300 PURCHASING ADMINISTRATOR
Distribution By

By Percent b

Requisition Number
85

Line Number
1

Inventory T ion Type

Issue

us
Unreleased

Total Currency

56,987.00 USD

Line Status
Unreleased

Distributions

Account

0

R « 200 - Project - 2000 - Program = ADAD - 4502

'

A

= Location - Additional Reporting - Custodial

ccount - Funding Source

= System

GLEnc... | Asset

AssetT...

[}
Percent
100.000 %

100.000 %

Create...

No

FESM...

No

(=]
=]
4

Double click to
make changes




Once Ledger has been checked Close Tab

Create a Requestion
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» ©
C O
Requisition Line Distributions

200 DEPARTMENT OF ADMINISTRATION

Requester

2esa40 BEMEDICT I, FORREST T.

Requesting
200-4300

FURCHASING ADMINISTRATOR

i} | I !nfor CloudSuite Financ

* | D Requisition Self Service X

https://fin-idaho-trn.tam.inforgov.com/fsm/Reques

H Requisition Line Distribu® X

B Requisition Self Service

Requisition Number

X | B Requisition Self Service

b4 | D Requisition 3

equisitionLineDistributions?csk.showusingxi=true8csk.hidemenubar=truedic

sk,

Distributions
Account
O MASTER + 200 « Project « 2000 »

Total

10 = Location » Additional R

rting + Custodial Account = Funding

n Interagency




Cre

Request #85

200 - DEPARTMENT OF ADMINISTRATION | 200-4300, BENEDICT Il, FORREST T.

<Add More ltems

ate a Requestion
(DA1)

Profile [JAdd toRequest -+ New Request

1 Items within this Request () Refresh [ Add HeaderNotes |
Line &  Item Details Quantity [UOM Cost Total Status

1 e ‘ 1.0000 H EA- Each ‘ ‘ 56987.0000 ‘ 569870000  USD  Unreleased SR

tem: BLADES 2 5 8 0
Tax Total 0.00 USD
Request Total 56987.00 USD
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©

Request £ 85 has been submilted

Return to Dashboard

Submit this requisition?

\ Are you sure you want to submit this requisition?

N\

Once submitted

e  Must be approved by a Buyer
e  Buyer ensures Requisition has been "Sent to Event"
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Forrest Benedict

= o b & J &

Search

Home

Manage Purchase Requests

Manage Purchase Orders

-+ Manage Other Processes

-+ Manage Suppliers

Refresh Buyer Cubes

Alerts

Purchase Order Acknowledgements

Create Report

Set 'As Of Date’

How to Send Requisition to Event

Select Your Requisition

/

Oo000oorDoooooDooonotdsDn

First Last

Jon

Jon

Danr

irchase Orders from Requests

e Purchase Requests

3

Purchase Requests

Selected By
Comp...
110
110
110
140
140
Wald 183
Wald 183
190
190
120
120
190
ny Thanadabouth | 190
120
120
190
190
120
120

190

Item

S-P-C-SAS-ASB-50+
S-PROD15203

S-PROD16951

MASTER SERVICE AGREEMENT
CITIZEN ENGAGEMENT

PERSI PRE-PAID ENVELOPES #9
#10 WINDOW ENVELOPES PERSI
CBT TRAINING

0365 MS PROJECT

1YEAR MEMBERSHIP
W48A2-A00

SC-487-UM EQUIVALENT
281683-A51032
458418-WSGB-4X14-1S
477944-5-200
558136-CRS-LMR400-500
ANT450F6\246362
EZ-400-NMH-X\338985
IS-B50LN-C2-MAY40756

558136-CRS-LMR400-500

Purchase Orders

se Order Requests [ Select For Purchase Order = Advance Selection 5D Create Purchase OrdE

Send To Event

Unselect All My Records

Unselect All Records For A Buyer

Update
Options

Drill Arou

nd‘: >

eleo e e e e oo

PSC- 1 year Subscription\membersh

Bard wall mount 4.0 Ton Air Conditi
AC unit, Split Mount, 48,000BTU\4 T
D3-Clarence, Hoffman Rack Panel S
D3-Clarence, Harger, Inc. 1/4x4x14"
D3-Clarence, Stand-Off Bracket, 2 Fg
D3-Clarence, TESSCO Services 500'
D6-Jeremy, 445-480MHz 6dB Fiberg
DG-Jeremy, M Male Hex/Knurl Comb
D6G-Jeremy, PolyPhaser Bulkhead Ax

D1-Brian, TESSCO Services 500" of L
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