Creating a Purchase Requisition

This article covers how authorized Requesters can create a new purchase
requisition in CFS.

1. Log in to CFS from Titan Online on the campus portal.

View How Do | Access CFS? for more information.

2. Click on the CFS End User navigation tile.

¢ If you have added Add/Update Requisitions as a navigation tile to your
personal CFS homepage, you can just click on the tile on your homepage.
You can view instructions on adding a navigation tile for more information.
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A. Click on the CFS End User tile.
B. Or you click on the NavBar icon to navigate to NavBar > Navigator > Purchasing >
Requisitions > Add/Update Requisitions.
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3. Select Requisition & Purchase Order and then click Add/

Update Requisitions.
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Print Requisition
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4. To create a new requisition, click the Add button.

Do not change the Requisition ID from NEXT.
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Requisitions

Eind an Existing Value Add a New Value

Business Unit |[FLCMP Q

Requisition ID | NEXT

Requisition Header

The Requisition Header information will be automatically populated. View the table
below to see definitions for each field and whether entry is required or optional.

Maintain Requisitions
Requisition

Business Unit
Requisition ID

Requisition Name

¥ Header @

FLCMP
NEXT

Commencement 2021 Materials|

Status
Budget Status
Copy From

Open
Not Chk'd

(J Hold From Further Processing

"'quugsl;gr 50802547190 q Solo Han
*Requisition Date |01/28/2021 Requester Info
Origin S Q Online Entry
*Currency Code uUsD Dollar
Accounting Date |01/28/2021
Amount Summary @
Requisition Defaults Add Comments
Requisition Activities Total Amount 0.00 UsD
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Field Definitions

Field What do | need to enter?

No entry required. The default Business

Business Unit Unit for CSUF is FLCMP.

No entry required. The Requisition ID
Requisition ID number automatically assigned when
the requisition is saved.

Entry recommended but not required.
You may enter a name for your
requisition to help you identify it later. If

Requisition Name you do not enter a Requisition Name,
the system will set the Requisition ID as
the Requisition Name once you save the
requisition.

No entry required. May be Approved,
Complete, Denied, Initial, Line

Status Approved, Open, Pending Approval,
Preview, or Cancelled. Initially the status
defaults to Open.

No entry required. Defaults initially to
Not Chk'd. When a requisition is

Budget Status Budget Checked it creates a Pre-
Encumbrance.
No entry required. Defaults to the CFS
Requester ID/Name of the person creating the

requisition.

No entry required. Defaults to the date

Requisition Date the requisition was created and saved.

Origin (N)thintry required. Origin defaults to
No entry required. Currency Code
Currency Code defaults to USD (US Dollar). If the
purchase needs to be made using a
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Field What do | need to enter?

different currency, Contracts &
Procurement will make the adjustment
on the purchase order.

No entry required. Accounting Date
Accounting Date defaults to the date the requisition was
created and saved.

Requisition Defaults (Optional)

Requisition Defaults is an optional feature that automatically populates each line of
your requisition with the information entered on the Requisition Defaults screen.
This saves you time on data entry by decreasing the number of fields you have to
enter. For example, if you enter the vendor you want to use on Requisition Defaults
screen, you will not need to re-enter it on each line of your requisition.

The information you enter on the Requisition Defaults page will be used on ALL
lines, schedules, and distributions (where appropriate) on the requisition. By
entering values on this page, you minimize data entry when creating a new
requisition.

¢ The purpose of Requisition Defaults is to minimize the amount of data entry
you have to do, but you are able to manually modify any fields that have
been automatically populated by Requisition Defaults.
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View information Requisition Defaults

1. Click Requisition Defaults to view or modify the settings.

¥ Header (2

*Requester
*Requisition Date
Origin

“Currency Code

Accounting Date

50802547190 Q Solo.Han

01/28/2021 Requester Info

ONL
Online Entry

[ .
JSb Dollar

01/28/2021

Add Comments

2. Review the Requisition Defaults and make modifications as needed.

Requisition Defaults

Default Optiens (@

‘ OK Cancel

Business Unit FLCMP

Requisition ID  NEXT

Requisition Date  01/28/2021

Status  Open

If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,

If you select this option, all default values entered on this page override the default values found in the default hierarchy,

@® Default
and the values on this page are not used
O Override
anly non-blank values are assigned.
Line
Buyer Q
Supplier | 0000000050 Q  BOOKHOUSE
Category 20400 Q
Schedule
Ship To  RECV Q | RECEIVING (857) 278-2531
Due Date |05/03/2021
Ultimate Use Code Qa
Attention To | Skywalker,Luke
Distribution
SpeedChart
Distributions
5 Q
Details Asset Information >
Dist Percent GL Unit Account Fund Dept
1 FLCMP Q 860003 Q THEFD Q 10356

Refresh

Unit of Measure |EA Q

Supplier Location |MAIN Q

Supplier Lookup

“Distribute By = Quantity -
*Liquidate By | Quantity ~
Ship Via BESTMETHOC Q
Freight Terms |FOB Q
Brogiany Class Project Budget Date Location
Q Q Q Q| |o128m2021 PLO237

| ViewAll
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View the table below to find out more about each field and what to fill out.
Commonly used fields:

« Supplier

« Category

« Unit of Measure

« Ship To

* Due Date

« Attention To

« Distributions/Chartfields

What is a blanket or open purchase order?

A blanket or open purchase order is created when you want to make
multiple purchases of the same item/service from the same vendor
throughout the fiscal year. All open purchase orders have a quantity of 1 and
a unit of measure of LOT. The Amount is the total amount you want to spend
on the item/service for the fiscal year.

For example, the Chemistry department may want to replenish their supply
of chemicals from the same vendor several times during the fiscal year. They
don't know exactly how much of each chemical they will need, so they will
allocate a specific amount to be spent on each chemical (e.g., $10,000 on
hydrochloric acid). The vendor will then submit invoices for each purchase
(e.g., $500 for fifteen 320z bottles) and the amount of each invoice will be
deducted from the allocated amount (e.g., $10,000 - $500 = $9,500 left to
spend).

¢ Not sure which Category to choose? View a list of Common Category Codes.
Keep in mind that if you select the wrong Category, the Buyer can correct it
for you.
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Field Definitions

Field Description

+ Default: Select this option to use the
values that default from the system.
You may still fill in any blank field.

« Override: Select this option to use
the values you specify on this page
to override the system defined
defaults. You may change any value
that defaults on this page by using
this option.

Default Options

The vendor that you want to use for this
purchase requisition. If the supplier

Supplier exists, use the magnifying glass icon to
locate and select the supplier from the
list.

The type of purchase being made. If you
are purchasing a variety of items, you
can choose a Category for one of the

Category items on Requisition Defaults and then
manually change the Category for the
other items when you enter the Line
information.

Enter the unit of measure; either EA
Unit of Measure (each) for item orders or LOT for
services and blanket orders.

The Ship To address where the
requisition items are to be sent defaults
from the Requester. To change the
delivery address, use the magnifying

Ship To glass icon to locate and select the
appropriate value. If the value you want
does not appear, use the Header
Comments to indicate the delivery
address.
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Field Description

The Due Date is used by the system to
indicate when an item is needed by. If

Due Date the items are needed by a specific date,
enter that date here.

The Attention To field specifies to
whose attention this order should be

Attention To sent. By default this is set to the
Requester’'s name but it can be
modified.

Default Distribution ChartField values
are defined for each Requester and are
displayed here. They may be changed
as necessary to reflect where the

Distribution charges for the requisition should be
billed. Required fields include Account,
Fund, and Dept. Optional fields include
Program, Class, and Project.
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3. Click OK when you have made all of the modifications that you wish
to appear on all lines of your requisition.

Schedule
Ship To |RECY Q RECEIVING
Due Date |05/03/2021
Ultimate Use Code Q
Attention To | Skywalker Luke
Distribution
SpeedChart
Distributions
B Q
Details Asset Information 113
Dist Percent GL Unit Account
1 FLCMP Q  |660003

Cancel Refresh

Header Comments (Recommended)

The requisition Header Comments page is used to provide additional information
to the Buyer or the Supplier. This is also where you will enter the vendor information
if you are unable to find their Supplier ID or if they are a new vendor to CSUF.

Types of information commonly provided include:

« Special Instructions (i.e. Rush Order Information)
« New Supplier Information
« Supplier Name
« Supplier Street Address, City, State, Zip
* Phone Number
Identify if Vendor 204 Form has been sent to supplier
« Taxpayer Identification Number (TIN) if known*

« Existing Supplier Information (if cannot locate supplier ID)
 Supplier Name
 Supplier Street Address, City, State, Zip
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« Phone Number

« Taxpayer Identification Number (TIN) if known*

Name, contact phone number, and email address for person(s) requesting this

purchase (if other than Requester)

Specific location for the delivery of items in the order
Freight, shipping, and handling amounts

IT Authorization Number for IT-related purchases
Additional details about one or more line items (i.e., if you need more space to
describe your purchase than is provided in the Description field, you can add a
comment to provide the additional details)
Provide Procurement with additional required information

*Do not include if the TIN is a person's Social Security Number,

View information on Adding/Editing Header Comments

1. Select Add Comments to add comments to your requisition.

¥ Header ()
*Requester
*Requisition Date
Origin
*Currency Code

Accounting Date

508602547150
01/28/2021
ONL

usD
01/28/2021

Requisition Defaults
Requisition Activities

Q

Solo Han
Requester Info
Online Entry

Daollar

Add Comments
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2. Enter the information you want to add.

Header Comments

Business Unit FLCMP Requisition Date 01/28/2021

Requisition ID NEXT Status  Open

“Sort Method | Comment Time Stamp v *Sort Sequence | Ascending
Comments Q

Use Standard Comments

New Vendor
Rebel Alliance, Inc. o
123 Main Street

Anaheim, CA 92802
Phone: 714-665-1212

Comment Status  Active

(0 Send to Supplier [J Show at Receipt

J Show at Voucher

Sort

View All

Inactivate o -+

Zkg

A. Enter the comment text. Be as detailed as possible.

B. Click on the plus icon to add additional comments if you have multiple, unrelated
comments. For example, the comment with the supplier information is for
Procurement's use; if you also have a comment about the delivery address, you

should add it as a separate comment.
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3. Click OK when you have finished adding your comments.

Comments

Use Standard Comments

MNew Vendor

Rebel Alliance, Inc.
123 Main Street
Anaheim, CA 92802
Phone: 714-555-1212

(J Send to Supplier
[0 Show at Voucher

Associated Document

Attachment

From -= REQ FLCMP-NEXT

Cancel Refresh

[J Show at Receipt

4. You can click Edit Comments to return to the comments to
modify them at any time.

¥ Header ()

*Requester 90802547190
*Requisition Date | 01/28/2021
Origin |ONL
“Currency Code UYSD

Accounting Date | 01/28/2021

Requisition Defaults
Requisition Activities

Q

Solo,Han
Requester Info
Online Entry

Dollar

Edit Comments

Creating a Purchase Requisition // Downloaded: 06-30-2023 // Disclaimer: This document is only valid as
of the day/time when it is downloaded. Please view the original web document for the current version.

Page 14



Add an Attachment (Recommended)

The requisition Header Comments page is also where documents are attached for
use as a reference or for use by the Procurement Department.

Types of commonly provided information include:

« Supplier/Vendor quotes

* Order attachments

« Additional approval signatures
* IT Authorization email

« Other required documentation

You can only attach one file to your requisition.

View information on adding an attachment

1. Click Add Comments to add an attachment.

¢ If you have already added comments to this requisition, you may see Edit
Comments instead of Add Comments.
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¥ Header (3

*Requester
*Requisition Date
Origin

“Currency Code

Accounting Date

50802547190
01/28/2021
ONL

usD

01/28/2021

Requisition Defaults
Requisition Activities

Q

Solo Han
Requester Info
Online Entry

Dollar

Add Comments

2. Click Attach.

Header Comments

Business Unit FLCMP
Requisition ID MNEXT

“Sort Method | Comment Time Stamp

Comments

Use Standard Comments

[ Send to Supplier
[0 Show at Voucher

Associated Document

Attachment

Requisition Date  (01/28/2021

v “Sort Sequence | Ascending hd

Status Open

Q 1 off

Comment Status  Active

O Show at Receipt

Attach

View Delete
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3. Click Choose File.

File Attachment X

Help
Choose File [fNo file chosen

Upload Cancel

4. Locate the file that you want to attach on your computer. Click on
it to select it and then click Open.

¢ The preferred file type to attach is Adobe Acrobat PDF. If your file is in a
different format such as Microsoft Word or Excel, save it as a PDF before
attaching it to ensure that it can be opened by Procurement.
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& open X
€« v N » Dropbox (C5SU Fullerton) » @Class Resources [T Purchasing 0 v O 2 Search IT Purchasing
Organize v New folder == » [ e

Mame Date modified Type Size

# Quick access
M= THIS IS A TEST QUOTE.docx Microsoft Word D... 29 KB
g9 Creative Clou THIS IS A TEST QUOTE. pf Adobe Acrobat D... 23 KB
= - Microsoft Word D... 2K
> 22 Dropbox (CSU Fullert [=| THIS 1S A TEST SOFTWARE LICENSE (Mo 5. 3 Microsoft Word D 12KB
THIS 15 A TEST SOFTWARE LICEMSE (Mo 5. 3/ Adobe Acrobat D.. 33KB
33 Dropbox (Personal) M= THIS IS A TEST SOFTWARE LICEMSE (Supp... 3/ Microsoft Word D... 12KB
& THIS IS A TEST SOFTWARE LICEMSE (Supp. 3/ Adobe Acrobat D... 34 KB
@ OneDrive - Cal State | (Supp ’ fdehE Acroka
ME| THIS 1S A TEST SOFTWARE LICENSE.docx Microsoft Word D... 12 KB
[ This PC M| THIS IS A TEST VPAT (COMPLIANT). docx Microsoft Word D... 12 KB
@ Network THIS 15 A TEST VPAT (COMPLIANT). pdf ! Adobe Acrobat D.. 33KB
orl
M| THIS IS A TEST VPAT (NOT COMPLIANT).d... 3/ Microsoft Word D... 12 KB
THIS 15 A TEST VPAT (MOT COMPLIANT) ... 3/ Adobe Acrobat D.. ITKB
M| THIS IS A TEST VPAT.docx S Microsoft Word D.. 12 KB
THIS IS A TEST VPAT.pdf 17472017 404 PM Adobe Acrobat D.. 27T KB
File name: |'I'I-|ISISATESTQUOTE.pdf v All Files (*.%) w
C

A. Navigate to the location on your computer where the file you want to attach is
located.

B. Click once on the file you want to attach to select it.

C. Click Open.

¢ If you have multiple PDFs that need to be attached, you have several options:

1. Print out each PDF document and then use your department's copier to scan
all of the documents into a single PDF.

2. Add all of the PDF documents to a .zip archive and attach the .zip archive.
(Windows instructions for adding files to a zip archive | | Mac instructions for
adding files to a zip archive)

3. Use Adobe Acrobat Pro/DC to combine all of the PDF documents into a single
PDF.
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5. Click Upload.

File Attachment X
Help

| Choose File | THIS IS ATEST QUOTE pdf

6. It may take a moment for your file to upload. Once it does, you
will see it appear next to Attachment. You can click View to view
your attachment or Delete to remove it.

Associated Document

Attachment THIS_IS_A TEST QUOTE pdf Attach View

Delete

) Email

7. Click OK to return to the main page of the requisition.

Associated Document

Attachment THIS IS A TEST QUOTE. pdf

From -= REQ FLCMP-NEXT

‘ Cancel Refresh
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Requisition Line Details

Complete each requisition line (including line information, schedule information,
and distribution information) before adding another line. As long as the requisition
status remains open, you can make changes to any field you have entered.

¢ Did you enter Requisition Defaults? Fill out the Description and Quantity
fields and then press the Refresh button at the bottom left of the screen.
Your defaults will then be populated.

1. Complete the following fields: Description, Quantity, UOM,
Category, Price, and Due Date.

¢ Are you seeing additional fields and tabs not shown in the screenshot above
such as Item ID? Follow these instructions to remove these unused fields
from your view. You will need to navigate away from this page, so you may
need to re-enter the information on your requisition.

Line @
F Q
Details 1»

Merchandise

Line Description Quantity “UoM Category Price P

Supplier Supplier Name Due Date

1 B Dell Latitude 14' Laptop ;@ 10.0000 EA Q 20400 Q 10,000.000¢ 100,000.00 |p000000276 Q | DELL MARKETING LP 05/03/202 1

¢ Not sure which Category to choose? View a list of Common Category Codes.
Keep in mind that if you select the wrong Category, the Buyer can correct it
for you.
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Each Category is associated with an Account code. CFS may change the
Account code to match the one that goes with the Category you select.
However, you can manually change the Account code on the Distribution
screen.

Field Definitions

Field What do | need to enter?

Entry required. A brief description of
Description the line item. The character limit for this
field is 256 characters.

Entry required. The quantity you are

Quantity requesting for each line item.

Entry required. The unit of measure for
the line item. For service and blanket/

UOM open purchase orders, enter LOT. For
commodity/item orders, enter EA
(each).

Entry required. Use the magnifying glass
Category to locate and select the appropriate
Category code.

Price Entry required. The price per unit.

No entry required. This field multiplies
Merchandise Amount the quantity field and the price field to
calculate the total value of the line.

Optional entry. Enter the Supplier ID
number or use the magnifying glass to
look up an existing supplier ID. If you

Supplier ; .

PP cannot find the supplier/vendor you
want to use, enter the supplier's
information in the Header Comments.
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Field What do | need to enter?
No entry required. The Supplier Name
Supplier Name associated with the Supplier ID entered
will populate in this field.

Optional entry. Select the date when
Due Date you need the line item.

Modify the Chartfields for the Line Item

For each line item, you will need to view the Distribution screen to verify or modify
the chartfields that will be charged for the line item.

1. Click on the Schedule icon at the far right of the Requisition Line.

5B Q

Details | |I»

Line Description Quantity “Uuom Category Price desimndizs Supplier Supplier Name

Amount St

1 B DellLatitude 14' Laptop /@ 10.0000 EA Q20400 Q 10,000.000t 100,000.00 (D000000276 Q.| DELL MARKETING LP 05/03/202 1] Open

2. Click on the Distribution icon next to the left of the Status column,

¢  If you wish to modify the Ship To or Attention To fields, you can do so on the
Schedule page. It is not recommended that you modify the Quantity, Price, or
Due Date on the Schedule page; you should modify those fields on the main
Requisition entry screen.
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Maintain Requisitions
Schedule
Business Unit FLCMP Requisition Date  (01/28/2021
Requisition ID NEXT Status  Open
Return to Main Page
Line Q of 1 w | View
1 Item Dell Latitude 14' Laptop Quantity Merchandise Amt 100,000.00  USD
Schedule
5 Q f1 v | Wiew Al
Details | |I»
P . . Merchandise .
Sched Ship To Quantity Price Rt Due Date Attention To Status
1 B RECVY Q = |10.0000 10,000.00000 100,000.00 | 05/03/2021 Solo,Han = = Active +. -_—

3. Verify that the chartfields on this screen are correct for this purchase
and modify the fields as needed.

Note that you may see additional fields other than the ones in the
screenshot below. Only the fields shown in the screenshot below are used at
CSUF. If you wish to hide the unused fields, you can click on the grid icon at

the top left of the Distributions box, select Personalize, and then select the
fields you want to hide.

Maintain Requisitions

SpeedChart

Distributions

Q

Distribution
Requisition 1D NEXT item [ell Lafitude T4 Tapiop)
Line 1 Status  Active
Schedule 1
Ship To RECV Central Re Quantity 10.0000 EA
"Distribute By | Quantity 4 Open Quantity 10.0000
“Liquidate By | Quantity v

Merchandise Amt

Multi-SpeedCharts

100,000.00 USD

B Q of 1 v | Viewall
Chartfields Details Asset Information Budget Information 1
Distrib  Status Percent Quantity Aﬂ:::r::\dise GL Unit Account Fund Dept Program Class Project
1 Open 100.0000 10.0000 | 100,000.00 FLCMFQ | | 616002 Q| |THEFCQ & 10356 Q Q Q Q +. -
‘ OK Cancel Refresh
Rules that CFS enforces:
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* Must be a valid Account, Fund, Dept, Program, Class, or Project code

« Fund/Dept combination (not all fund codes are available for each department)

« Account/Fund combination (some fund codes restrict which account codes can
be used with them)

Rules that CFS does NOT enforce, but CSUF does:

* Delegation of Authority for Department ID

« CFS will only check that you have entered a valid department ID; it will not
check whether your approver has delegation of authority for the department
ID.

« CSUF runs a process on all approved purchase requisitions to check that the
approver has delegation of authority for all department IDs used on the
purchase requisition. If not, the requisition will be put on hold and you and
your approver will be notified. The requisition will NOT be processed until the
necessary corrections are made.

@© Be sure you know the department ID(s) for which your approver(s) have
delegation of authority. If an approver approves a requisition for a
department for which they do NOT have delegation of authority, the only
solution will be to cancel the requisition, re-create it, and then have the
correct approver approve it.

Split the Costs Between Two or More Chartfields

The process for splitting the costs between two or more chartfields is the same.
However, you have to first choose if you want to split by quantity (which is the
default) or by amount.

Split by quantity example: You are purchasing 10 laptops. One chartfield will cover
the cost of 5 laptops and a second chartfield will cover the cost of the other 5
laptops.

Split by amount example: You are purchasing 10 laptops. One chartfield will cover
75% of the cost of the 10 laptops and a second chartfield will cover the remaining
25%. Or one chartfield will contribute $500 towards the cost of the 10 laptops and
the second chartfield will cover the remaining cost.
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View information on how to split costs

1. Choose the type of split you want to use: Quantity or Amount.

If you choose to change this later, you may have to delete any additional

rows you have already filled out. It's recommended that you make this
selection BEFORE adding any rows.

Maintain Requisitions
Distribution

Requisition ID NEXT

Line 1
Schedule 1
Ship To RECV Central Re
“Distribute By | Quantity v
L Amount
“Liquidate By |grawmmr
SpeedChart Q | Multi-SpeedCharts

Be sure that BOTH the Distribute By and Liquidate By fields match.

2. Verify the first chartfield you want to use and modify the fields as
needed.

Distributions
5 Q v
Chartfields Details Asset Information Budget Information 113
Distrib  Status Percent Quantity gﬂ:‘:':ﬂ::wdise GL Unit Account Fund Dept Program Class Project
1 Open 100.0000 10.0000  100,000.00 FLCMFQ. | 616002 Q THEFCQ 10356 Q Q Q Q

Creating a Purchase Requisition // Downloaded: 06-30-2023 // Disclaimer: This document is only valid as

Page 25
of the day/time when it is downloaded. Please view the original web document for the current version.




3. Click the plus sign icon at the far right of the screen.

¢ You can use the minus sign icon to remove rows.

GL Unit Account Fund Dept Program Class \N\
Q Q Q Q Q.+

FLCMFQ, 616002 THEFCQ 10356

4. Choose the number of rows you want to add. This will be the number
of different chartfields that you wish to split between. Then click OK.

cfsdev.fs.calstate.edu says

Enter number of rows to add:

A

A. Enter the number of rows to add. E.g., if you want to split between 3 different
chartfields, enter 2 to add two additional rows.
B. Then click OK.
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5. Enter the Percent and Merchandise Amount (Split by Amount) or
Quantity (Split by Quantity). Then modify the chartfields as necessary.

Distributions
5 Q 20f2 v
Chartfields Details Asset Information Budget Information 113
Distrib  Status Percent 'T;':Eﬁ:dise GL Unit Account Fund Dept Program Class Project
1 Open 50.0000 50,000.00 FLCMFQ, | | 616002 Q | |THEFCQ 10356 Q Q Q Q
2 Open 50.0000 50,000.00 FLCMFQ 616002 Q THEFLQ 10352 Q Q 29187 Q Q
Continue adding rows and modifying chartfields until the way the costs should be
split is correct.
4. Once you have verified that the information on the Distribution
screen is correct, click OK.
Maintain Requisitions
Distribution
Requisition ID NEXT Item Dell Latitude 14' Laptop
Line 1 Status  Active
Schedule 1
spTe RECV | cemalie Quantiy 100000 £
‘Distibute By | Quantity N Open Quantity 10.0000
“Liguidate By | Amount hd Merchandise Amt 100,000.00 USD
SpeedChart Q, | Multi-SpeedCharts
Distributions
5 Q .
Chartfields Details Asset Information Budget Information 113
Distrib  Status Percent Quantity gﬂ::::z:dise GL Unit Account Fund Dept Program Class Project
1 Open 100.0000 10.0000/  100,000.00 FLCMFQ 616002 Q THEFCQ 10356 Q Q Q Q
Cancel Refresh
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5. Click Return to Main Page to go back to the main Requisition Entry
screen.

You can click the Save button to save your requisition on this screen if you

wish. You'll also be able to save your requisition on the main Requisition
Entry screen.

Maintain Requisitions
Schedule
Business Unit FLCMP Requisition Date  01/28/2021
Requisition ID NEXT Status  Open
Return to Main Page
Line Q 10f1 v View Al
1 Htem Dell Latitude 14' Laptop Quantity 10.0000 Merchandise Amt 100,00000  USD
Schedule
H Q 1-10f1 v | View Al
Details 113
G = 5 Merchandise .
Sched Ship To Quantity Price Amount Due Date Attention To Status
1 B |Recv @ = [100000 10,000.00000 100,000.00 |05/03/2021 Solo,Han % [ Active + | =
Add Ship To Comments
| Save ‘ Notify Refresh

Add Update/Display

2. Click Save at the bottom left of the screen to save your
requisition.

¢ Inorder to save a requisition, you must have filled out all of the line details.
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Maintain Requisitions
Requisition

~ Headey (@

[ *Requester

“Requisition Date
Origin

“Currency Code

Accounting Date

Add Itejns From @

Line (
5 |Q

Details | |»

View frintable Version

‘ Save ‘ Notify

Requisition Name

Business Unit FLCMP
Requisition ID NEXT

50802547190
01/28/2021

ONL

usbD

01/28/2021
Requisition Defaults

Requisition Activities

Purchasing Kit
ltem Search

Line Description

Refresh

Q

a

1 B | Dell Latitude 14' Laptop '4@

Commencement 2021 Materials

Solo,Han

Requester Info

Online Entry

Dollar

Edit Comments

Catalog

Requester ltems

Quantity

10.0000

Copy From

An|

“uom

EA 4

3. A Requisition ID has been assigned and the requisition is saved.

¢ You can still modify any field on the requisition after you have saved it.

Maintain Requisitions
Requisition

Business Unit

FLCMP

[ Requisition ID DDDGGEDSH]

Requisition Name

Commencement 2021 Materials

Adding Additional Line Items

1. Click the plus sign icon at the end of the Line Details to add
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additional line items.

H Q | ViewAl

Details i

Line Description Quantity “uom Category Price

Supplier Supplier Name

1 B DellLatitude 14 Laptop & 10.0000 EA Q| 20400 Q | 10,000.000( 100,000.00 0000000276 Q. DELL MARKETING LP 05/03/2021i%  Open + || -

2. Enter the number of line item rows you want to add and click OK.

cfsdev.fs.calstate.edu says

Enter number of rows to add:

1]

@© Remember that you can't save your requisition until ALL blank rows are
populated. It's recommended that you add just one row at a time: add one
row, fill out the line item information, click Save, and then add another row.

This way, if you are interrupted while filling out the requisition, you will only
lose the one line item row you were working on if you are timed out after 20
minutes of inactivity.

3. You can now proceed with filling in the line item information.

Remember you still need to go to the Distribution screen to verify the
chartfields for this line item!
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Line ®
"5 Q
Details | |I»
Line Description Quantity *uom Category Price gﬂerchandise Supplier Supplier Name
\mount
1 R | Dell Latitude 14' Laptop 'ﬁ@ 10.0000 EA Q20400 Q | 10,000.0001 100,000.00 0000000276 Q | DELL MARKETING LP
2 B ;@ 0.0000 EA Q Q 0 0.00 0000000276 @ | DELLMARKETINGLP

Due Date
05/03/202 =]

051037202 53]

Status

Open

Open

© ow @

QoW @

5. Once you have completed all line item rows and added any
comments/attachments, click Save to make sure all of your

changes are saved.

Next Steps

Maintain Requisitions
Requisition

Business Unit
Requisition ID
Requisition Name
~ Header (@
*Requester

*Requisition Date

Origin

Purchasing Kit Catalog
ltem Search Requester ltems
Line |
5
Details
Line Description Quantity “uom
R | Dell Latitude 14’ Laptop '4@ 10.0000 EA 4

View Pgiitable Version

‘ Save ‘ Notify Refresh

“Currengy Code  “

FLCMP
NEXT
Commencement 2021 Materials Copy From
50802547190 Q| oo an
01/28/2021 Requester Info
ONL

Online Entry

SD

Dollar

01/28/2021
An

Requisition Defaults Edit Comments

Requisition Activities

Are you ready to send this requisition for approval? View instructions on how to

send a requisition for approval.

Not ready to send for approval yet? You can simply sign out of CFS if you are done.

You can return and find your requisition to continue working on it later.
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https://csuf-erp.screenstepslive.com/m/70022/l/471801-sending-a-requisition-for-approval
https://csuf-erp.screenstepslive.com/m/70022/l/471801-sending-a-requisition-for-approval
https://csuf-erp.screenstepslive.com/m/70022/l/471799-finding-and-modifying-an-existing-requisition

Need More Help?

Technical issue with CFS? Contact the IT Help Desk at helpdesk@fullerton.edu or
657-278-7777.

Questions about how to do something in CFS? Contact IT Training at
ittraining@fullerton.edu or 657-278-5647.

Questions about procurement policies or status of a requisition/purchase order?
Contact Procurement at DL-C_and _P@fullerton.edu.
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