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Create a Requisition Request

o | [l Infor CloudSuite Financials 8L507 X | | Requisition Self Service X | ] Requisition self Service

G (0] https://fin-idaho-trn.tam.inforgov.com/fsm/Requester/requisitions.html?csk.lsolLocale=en_US

Requisition Self Service

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

A Dot E B e

Profile 1 New Request

Q. Search the catalog

My Requisitions

VIEWALL

Recent Items

Recent Special / Service

My Quick Links
My Shopping Lists

- Add a Special / Service Item

Punchout Vendors



My Profile - New Request

D - DEPARTMENT OF ADMIMISTRATION |, Gilfens, Lo Ann K

Company Requesting Location
Fill out everything in Yellow
200 - DEPARTMENT OF ADMINISTRA... OF 200-3010 - CAPITOL MALL o]
Deliver From Company Deliver From Location
\\230 - DEPARTMENT OF ADMINISTRA... j { CMPS - ADMIN CAPITOL MALL CENT... QF
—
— e
Should auto populate =
Deliver To Sgmment Type Choose this option
(GEDW State St, Rm 100, Boise 1d 73720 ~‘ L}"inr_un Purchase Order v
Vendor Vendor Purchase From Select the “P-1” Option for the Vendor
32768 - ACCO ENGINEERED SYSTEMS  OF ’ P-1- PURCHASING - ACCO ENGIMEE... CF
Buyer Requisition Description Commaodity Code

266840 - BENEDICT 11, FORREST T. a= ’ Tire for KC-135 25-20-22-05 - Aircraft tires Q=

Distribution Account

Agency Org Cost Center Appropriation Unit Fund
200 - DEPARTMENT OF ADMINISTRA... CF [ 3010 - Capitol Mall Cost Center o5 [a‘\L)."\L'-I-‘L|b|ic'\-‘;'orks Qperations o5 (45026-;‘\dn1in.-‘\cct Sves AppdécCon... OF
Perform this step if all line items Account
are under the same account. Will _ -
101000 - Cash On Hand Q

save time in the long run \.

Click once page is completed

See page 4 (next page) to complete this popup




Create a Requisition Request

Perform this step if all line items are under the
same account. Will save time in the long run

Project Program Location Additional Reporting
Q¢ || 2003227 QF || 200BORAHB26
Custodial Account Funding Source System Interagency
= o =




< My Profile + New Request

C O m p I ete d 200 - DEPARTMENT OF ADMINISTRATION | , BENEDICT I, FORREST T.

Company Requesting Location

Pa ge | 200 - DEPARTMENT OF ADMINISTRA... OF ‘ ‘ 200-3010 - CAPITOL MALL az |
(Sa‘ ] ]p/e) Deliver From Company Deliver From Location

| 200 - DEPARTMENT OF ADMINISTRA... OF ‘ ‘ CMPS - ADMIN CAPITOL MALL CENT... QF |

Deliver To Comment Type
| 650 W State St, Rm 100, Boise Id 73720 ‘ | Print on Purchase Order v
Vendor Vendor Purchase From

| 32768 - ACCO ENGINEERED SYSTEMS O ‘ ‘ P-1- PURCHASING - ACCO ENGINEE... CF |

Buyer Requisition Description Commodity Code

| 266840 - BENEDICT I, FORREST T. Qs ‘ ‘ Tire for KC-135 | | 25-20-22-05 - Aircraft tires Q=

Distribution Account

Agency Org Cost Center Appropriation Unit Fund
| 200 - DEPARTMENT OF ADMINISTRA... Q= ‘ | 3010 - Capitol Mall Cost Center Q= ‘ ‘ ADAC - Public Works Operations Q= ‘ ‘ 45026 - Admin Acct Sves Appd&Con... O
Account
| 101000 - Cash On Hand Qs ‘
Project Program Location Additional Reporting
| Q- H 10205 - Budget and Policy Q- H Q- H 110EDCS - EDUCATION & TRAINING-... QF
Custodial Account Funding Source System Interagency
| || x| x|
Show Less
PO Code
|

e Ensure all information
is correct
* Click To Create Request




Note: New Request Create a Requisition Request
i) Add to Request -- New Request

'00 - DEPARTMENT OF ADMINISTRATION | 200-3010, Giffins, Lori Ann K.

Company Requesting Location
‘ 200 - DEPARTMENT OF ADMINI... ‘ ‘ 200-3010 - CAPITOL MALL = ‘
Deliver From Company Deliver From Location

‘ 200 - DEPARTMENT OF ADMINI... C=

‘ CMPS -ADMIN CAPITOL MALL ... ©=F ‘

Deliver To Comment Type

‘ | ‘ Print on Purchase Order -

Vendor Vendor Purchase From

32768 - ACCO ENGINEERED S_..  C=F R-4 - DEPT 48424

Choose from Punchout ie Office Depot... or Special/Service Item

Request # 84
200 - DEPARTMENT OF ADMINISTRATION | 200-3010. Giffins. Lori Ann K.
Search the Cataloeg | | Shop Punchout Vendors | Add from Shopping Lists | Add a Special / Service ltem Tax Total 0.00
2 3 Request Total 0.00
asic Cataloa Search Gpe Slicles 8-13  Swllhlo Advanced CalioaGiggisicle 14-19 o e v Rt

‘ Q Search the catalog...

[] Previously Requested ltems [_] Shopping List ltems [] Stock [] MNon Stock [] Special [] Service

Delete Request

) Notes

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




Using the Punchout System



Using the Punchout System

< Request#414

200 - DEPARTMENT OF ADMINISTRATION | 200-3010, BENEDICT II, FORREST T.

Search the Catalog Shop Punchout Vendors Add from Shopping Lists Add a Special / Service Item Tax Total 0.00

Request Total 0.00

0 Items within this Request

FKA OFFICE DEPOT BUSINESS
SOLUTIONS LLC

OFFICE DEPOT BUSINESS
SOLUTIONS You are now being re-directed to

FKA OFFICE DEPOT BUSINESS SOLUTIONS LLC

Loading




Using the Punchout System

Search for your item, this example is for pens

o p Products Search e E ::lolltaCt ;j—o
BUSINESSF SOLUTIONS™ =

E:? Crders E Order By Item L't) Shopping Lists = Proprietary Items C‘; Bulletin Board Account: 77227479

Home / Office Supplies / Pens, Pencils & Markers / Pens

Pens 2

Ballpoint Pens Calligraphy Pens Fountain Pens Pen Refills Felt Tip Pens
% V4
Gel Pens Rollerball Pens Multifunction Pens Check Fraud Prevention & Counter Pens

Counterfeit Detector Pens
m_':-T

3 7

What's New?




Using the Punchout System

Ensure item is a “Contract Item”

o B8 Grid IZ List Sorthy: Relevance
In Stock lkems Only (%) | Clear All
’ 3
23 Contractltems 2] Contract ltems &3 Contract ltems J3] Contract ltems
s O Compare (O compare [ Compare O comp
1eS
- sRRBAL . s
H
b Depot - m[j‘f"
1 - \%_gﬂ"
/ < Click Item needed
: Office Depot® Brand Retractable Ballpoint BIC Round Stic Ballpoint Pens, Medium Office Depot® Brand Retractable Ballpoint Office Depot® Brand Soft-Grip Retractablel
Pens With Grips, Medium Point, 1.0 mm,... Point, 1.0 mm, Translucent Barrel, Black... Pens With Grips, Medium Point, 1.0 mm,... Ballpoint Pens, Medium Point, 1.0 mm.,...
Item #0828588 [tem #664011 tem #161636 ltemn #479608
L& & & & Sy s ok o e e (1304) ok (312) % % % ok (18)
24 P P 5
Fup
ry $8.66/pack $5.46/hox $7.82/pack $6.10/dozen
29 Available 662 Available 846 Available 2302 Available
vocr IR - JAEREN - PSR - -
Add To List Add To List Add To List Add To List
E Contract ltems ,E Contract ltems E Contract lems ,E Contract ltems
(O Compare (O Compare [ compare O compf
e ——— e
BjaF BiiF
I LI
il ik §

T

TUL® BP Series Retractable Ballpoint Pens,
Medium Point, 1.0 mm, Pearl White...
Item #5830360

% ¥ % Je Kk (18)

[tem #470560

Office Depot® Brand Soft-Grip Retractable
Ballpoint Pens, Medium Point, 1.0 mm,...

% % % % % (36)

BIC Round Stic Ballpoint Pens, Medium
Point, 1.0 mm, Translucent Barrel, Blue...
tem #255876

% % % % % (809)

T

TUL® BP Series Retractable Ballpoint Pens,
Medium Point, 1.0 mm, Pearl White...
lten #5876588

% % % % % (20)

10



Using the Punchout System

Select Quantity & Add To Cart

i) Orders E4| order By Item

Home / Office Supplies / Pens, Pencils & Markers / Pens / Ballpoint Pens / Product Details

¢ Ballpaint Pens

BIC Round Stic Ballpoint Pens, Medium Point, 1.0 mm, Translucent Barrel, Black Ink, Pack Of

60 Pens

Itern 2664011 | Manufacturer 2G5MG0-BLACK

Description

P

Specs

Shopping Lists

[ Proprietary Items

r,‘- Bulletin Board Account: 77227479

$5.46/box

Add To Cart ‘

Delivery

Some:items hiave multiple options

E Ink Color Options

mEn N

Pack Size Options

Eco Conscious

Contract ltems

(B Cffice Dep and
Perforated Writing Pads,
8-1/2"x..
. $50.98 each
Reviews
View Details >

Combine longevity, consistent performance and smooth writing with BIC Round Stic Xira Life Ballpoint Pens. Creating clear, vivid lines, they're the ideal ballpoint pens

for writing |

best pens for prolonged writing sessions. Plus, these writing pens provide consistent ink flow, letting you write smoothly and evenly. Looking for reliable pens for

Enjoy permanent marks and lines from this pen.

aking notes, journaling and more, The flexible round barrel fits snugly in your hand and offers a controlled yet comfortable hold, making these the 0

chool or office supplies? Choose BIC Round Stic Xtra Life Ballpoint Pens for a high-quality, affordable product you can trust — write first time, every time

$13.38 each

View Details »

11




Using the Punchout System

OUD  rosees ot @i D

) Orders

[i2] order By ttem

L% Shopping Lists

[ Propristary Items

£} Bulietin Board

Cart Summary

BIC Round Stic Ballpoint Pens -
Madium Pen Point ..
53 szch anvi

Add $22.00 more for FREE shipping

Subtotal(1 item): $3.00

S

Checkout adds item to Requisition




Can change quantity here

Click to add more items to Requisition

Profile JAdd to Request + New Request

< Request #414

200 - DEPAFTMENT OF ADMINISTRATION | 200-3010, BENEDICT II, FORREST T.

< Add More Items]|
ETE W his Request () Refresh [F] Add Header Notes 1

Line & Item Details Quantity | UOM Cost Total Status

BIC Round Stic Ballpoint
Pens - Medium Pen Point -
1 Black-1

Item: 966080

[

1.0000 ‘/‘ PK - Package ‘ ‘ 3.0000 ‘ 3.0000 usbD Unreleased @ @ B

Tax Total 0.00 USD

Request Total 3.00USD

Add notes: ie person to receive product

Submit this requisition?

©

Request # 414 has been submitted.

Are you sure you want to submit this requisition?

Fri Nov 03 2023 12:18:52 GMT-0600 (Mountain Daylight Time)

Return to Dashboard

13




Add Item To Requisition
(Not Punchout)



Add Item Not found
in Punch Out

See next page to fill out top section

Option 3 from Slide 6

—

Request # 84

Search the Catalog

Shop Punchout Vendors

200 - DEPARTMENT OF ADMINISTRATION | 200-3010, Giffins, Lori Ann K_

Add from Shopping Lists

Add a Special / Service Item

Tax Total 0.00

Add a Special or Service Item

@ Add ltem (O Add Amount Service ltem

(O Add Quantity Service ltem

Item Description *

Request Total 0.00

0 ltems within this Request

Add 1o Request

| Q1 Search for items

Item ™

Vendor ltem

| =~ |Q Search for items

Quantity * uom *

Cost Cost Option

Delete Request

=) Notes

| 00000 |." | Qs |

| GDGGG|‘

Deliver To

Vendor

Vendor Purchase From

| 32768 - ACCO ENGINEERED 3

s | | R-4 - DEPT 48424 =]

Manufacturer

Manufacturer Number

<—\=|lé|

—

Distribution Account

Agency Org Cost Center
| 200 - DEPARTMENT OF ADMINI o | | 3010 - Capitol Mall Cost Center as
Appropriation Unit

| ADAC - Public Works Operations Q= |

Fund Account

| 45026 - Admin Acct Sves Appd&

o || 577500 - Other Professional Sves as

Show More

Asset

Asset Template

]|

Deliver From Company

Deliver From Location

| 200 - DEPARTMENT OF ADMINI

(= o) | | CMPS - ADMIN CAPITOL MALL Qaz |

Commodity Code

| 72-10-15-11 - Air conditioning ins_ .. O~ |
PO Code

| x|
MNotes

Normal Text

Enter notes here

File Attachment

| Browse for file

Add to Request

If ordering for more|then one program
— (account), contact your finance team

15



REVISED

< Request # 84

Purchase Order Requisition Request

200 - DEPARTMENT OF ADMINISTRATION | 200-3010, Giffins, Lori Ann K

Add a Special or Service Item
Q Add ltem (O Add Amount Service Item
(O Add Quantity Service ltem

Item Description *

Search the Catalog Shop Punchout Vendors Add from Shopping Lists Add a Special / Service ltem Tax Total 0.00

Request Total 0.00
Ly REques. 0 ems within this Request

Delete Request
Item * Vendor ltem
- Note <

- |a ~ Will auto populate | L SRS |

Quantity * uom* Cost Cost Option
| . Attach Quotes
/ documents here

Deliver To
| (see page 17 for popup)
Vendor Vendor Purchase From
| 32768 -ACCO ENGINEERED S... &F ‘ | R-4 - DEPT 48424 Q=
Manufacturer Manufacturer Number

| x|

REVISED

REVISED

*HOT  f you received a quote for any Service, you MUST attach it here

16
REVISED




Create a Requisition Request
Notes Popup

Create Comment

Company Requisition

DEPARTh:ﬂENTDFﬂDMINISTRﬁ\TIDN (200} L]

I:I Print On Internal Documents I:I Print On Receiving Document l:l Print On Reguisition
Print On Purchase Order |:| Print On Pick List |:| Display Only

|:| Print On Purchase Order Trailer |:| Print On Delivery Ticket |:| voice Comments

|li‘.|-.= = | |[—Ie . | \

Description of Added Note

Add any Quotes in Notes

Cancel Submit

H
H




Create a Requisition Request

< Request # 84

200 - DEPARTMENT OF ADMINISTRATION | 200-3010, Giffins, Lori Ann K
Search the Catalog Shop Punchout Vendors  Add from Shopping Lists  Add a Special / Service ltem Tax Total 0.00

. . Request Total 0.00
Add a SDECIaI or Ser\”ce ltem 1 Ulleqrnswilhin this Request

Q Add ltem (O Add Amount Service ltem
(O Add Quantity Service ltem

Item Description ™

| KC135 Tire
Delete Request
ltem * Vendor Item
. . [5 Notes
<< Tires Tires |
Quantity * uom* Cost Cost Option
. I [
1 0] ea = 2450.00, -
Deliver To
Vendor Vendor Purchase From
| 32768 - ACCO ENGINEERED 5... ©F | R-4 - DEPT 48424 Qs |
Manufacturer Manufacturer Number

| bl




Create a Requisition Request

Added item shows up here

19




Create a Requisition Request

< Request # 84
200 - DEPARTMENT OF ADMINISTRATION | 200-3010, Giffins, Lori Ann K.
Search the Catalog Shop Punchout Vendors  Add from Shopping Lists ~ Add a Special / Service ltem Tax Total 0.00
. . Request Total 0.00
Add a Special or Service Iltem Add to Request anest 1o
: 0 ltems within this Request

Q Add ltem (O Add Amount Service ltem
(O Add Quantity Service ltem

Item Description *

‘ Q Search for items... ‘ I I Click “Submit Request"
Delete Request to route Requisition

Itemn * Vendor Item
| | —

‘ = ‘Q Search for items...

Quantity * uom* Cost Cost Option
‘ 0.0000 ‘,f ‘ (=] ‘ ‘ 0.0000 ‘ ‘ -
Deliver To
Vendor Vendor Purchase From
‘ 32768 -ACCO ENGINEERED S... oF ‘ R-4 - DEPT 48424 Qs
Manufacturer Manufacturer Number

4

‘ al

20



Creating a Requisition

Notes:

1. Attach quotes if received (slide 16, bottom of page)

2. If commodity is found under a State Contract, purchasing will change vendor to match Statewide Contract
* Agency will be informed of any changes
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