EIFULLERTON

Approving a Purchase Requisition

This article covers how authorized purchase requisition approvers can approve
purchase requisitions in CFS (Common Financial System).

@ Don't have access to approve requisitions? Need to specify that you are the
approver for a specific person? View the IT Access Request Form guides and/

or web tutorials on how to fill out a Finance Access Request Form.

How does this process work?

Requisitions are reviewed and approved online in CFS before a purchase order is
created. “Open” requisitions are reviewed and marked as “Approved” by an
authorized Approver. A nightly batch process budget checks the eligible requisitions,
and then the requisition becomes available for the Procurement department to

source to a purchase order the following morning.
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1. You will receive an email indicating that you have a
purchase requisition to approve. Open the attached PDF file.
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Christmas comes but once a year, e approve this requisition for Christmas dinner,

Bob Cratchit
Senior Clerk
Scrooge & Marley
(657) 278-5647 | | beratchit@fullerton. edu || wwew fullerton. edufittraining

@ You may want to copy the Requisition ID by highlighting the number and
then holding down Ctrl + C (or Command + C on a Mac). This will allow you to
paste the number when approving rather than having to type it out.

The Requester will send an email to their Approver notifying them of a requisition
requiring their approval.

Open the attached PDF document to review the requisition.
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2. Review the requisition for completeness and accuracy.

Requisition
CSU Fullerton
Business Unit: FLCMP APPROVED
. Reg ID Date Page
Ship To: RECEIVING (657) 278-2531 0000007601 04/16/2014 1
CAL STATE FULLERTON Requester Telephone Entered By
800 N STATE COLLEGE BLYD Cratchit. Bob 657/278-5647 Cratchit, Bob
FULLERTON CA 92831-3599
ine-Schd-Dist Description Category Quantity UOM Price Extended Amt Due Date
Eistribution Account Fund Dept Prgm Class Project Dist Amt
Supplier: 0000000002 CSU FULLERTON
1-1 Goose (cooked) 03700 1.0000 EA 100.00 10000 12/25/2014
1-1-1 660003 THEFD 10356 100.00
Line Total: 100.00
Total Reguisition Amount: 100.00
Christmas comes but once a year, sir.

Review the requisition (and any attachments) for completeness and accuracy. All
details of the requisition, including comments, are included in the PDF.

If any corrections need to be made, contact the Requester who created the
requisition. You will receive an updated PDF via email when the corrections are
made.

If the requisition is correct as is, proceed to the next step.

It's important to ensure the chartfields are correct to avoid charging the
requisition incorrectly.

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

View How Do | Access CFS? for more information.

Approving a Purchase Requisition // Downloaded: 10-26-2023 // Disclaimer: This document is only valid as Page 3
of the day/time when it is downloaded. Please view the original web document for the current version.


https://csuf-erp.screenstepslive.com/m/50073/l/471797-how-do-i-access-cfs

INFORMATION TECHNOLOGY

4. 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.

Approving a Purchase Requisition // Downloaded: 10-26-2023 // Disclaimer: This document is only valid as Page 4
of the day/time when it is downloaded. Please view the original web document for the current version.


https://csuf-erp.screenstepslive.com/m/50073/l/863771-adding-navigation-tiles-to-your-cfs-homepage

5. Select Requisition & Purchase Order and then click Add/

Update Requisitions.

ﬂ» Process Monitor

Slﬁ. Report Manager

] ChartFields

The California State Unive
COMMON FINANCIAL SYSTEM

'

I Requisition & Purchase Order o

Add/Update Requisitions o

Requisition Document Status
Print Requisition

Print Purchase Order
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6. Click Find an Existing Value.

Requisitions

Find an Existing Value Add a New Value

Business Unit |[FLCMP Q

Requisition ID | NEXT

Add
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7. Enter the Requisition ID and then click Search.

Requisitions

Find an Existing Value
¥ Search Criteria

Business Unit
o Requisition ID
Requisition Name
Requisition Status
Origin
Requester

Requester Name

Use the following search to look for an existing Requisition.

Add a New Value

= v FLCMP

begins with + | 0000021229

begins with ~

= o

begins with ~

begins with ~

begins with ~

Hold From Further Processing O

O cCase Sensitive

) 2 L
‘ Search ear Basic Search & Save Search Criteria

A. Enter the Requisition ID from the email you received in step 1; if you copied the
requisition number from the email, you can paste it in to this field.
B. Click Search.

Can't open the requisition?

If you get an error saying you do not have authorization to update the requisition,
this means that you do not have authorization to approve that requester's
requisitions. View the IT Access Request Form guides and/or web tutorials on how
to fill out a Finance Access Request Form to add yourself as an approver for the
requester.

Alternatively, a different approver who does have authorization to approve that
requester's requisitions can approve the requisition. For example, most division
finance managers have access to approve all requisitions created by the requesters
in their division.
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8. Click the approve icon.

Maintain Requisitions

Requisition
[ )
Business Unit FLCMP Status  Open & X
Mot Chk'd :
Requisition ID 0000021229 Budget Status  NotCh =
Requisition Name | Commencement 2021 Materials (J Hold From Further Processing

¥ Header (@
*Requester 50802547190 Q

Solo,Han
*Requisition Date |02/17/2021 Requester Info
iein | ONL
Origin Online Entry

x | )
Currency Code UsD Dollar

Accounting Date | 02/17/2021

Amount Summary 3@

When you are ready to approve the requisition, click the green checkmark icon at
the top of the page.

The requisition is automatically saved when you approve it.

Get an error when you clicked on the Approve icon?
Occasionally, you will see an error message that says the Accounting Period is not

open. Follow the steps below to correct the issue by changing the Accounting Date
to a date in the current Accounting Period/month.

1. Click OK on the error message.

The Accounting Date 2021-01-11 is not open. The Open period for FLCMP is from 2021-02-01 to 2021-02-28 (10200 373)

The Accounting Date is not open.

=n
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2. Click on the calendar icon next to the Accounting Date.

¥ Header @
*Requester 50802547190 Q Solo Han
*Requisition Date |02/17/2021 Requester Info
imin | OMNL
Origin Online Entry
“Currency Code UsD Dollar
Accounting Date | 01/11/2021
3. Click Current Date.
Calendar
January w2021 0w
s M T W T F 8§
1 2
3 4 5 6 7 8 9
10111 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31

You can choose any date in the current month, but for simplicity's sake you can

simply click Current Date.

4. If the requisition does not automatically continue the approval,
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click the Approve icon again.

Maintain Requisitions

Requisition
Business Unit FLCMP Status  Open & X
Requisition ID 0000021229 Budget Status  NOt Chid i

Requisition Name  Commencement 2021 Materials [J Hold From Further Processing

¥ Header @

“Requester | 50802547190 Q Solo.Han
*Requisition Date | 02/17/2021 Requester Info
igin | ONL
Origin b Online Entry
“Currency Code USD Dollar
i 02/18/2021 —

Accounting Date Amount Summary @
Requisition Defaults Edit Comments Total Amount 10.000.00 UsD
Requisition Activities T
Document Status

Typically as soon as you correct the Accounting Date, the system will continue with
the approval process and the Status will change to Approved.

If not, click on the green check mark icon again to approve the requisition.

9. Click Yes to save your approval.

Do you wish to save the current document? (10250, 336)

If you choose Yes, document will be saved. If you choose No, document will not be saved.

[ Yes | No |
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10. You're done!

Maintain Requisitions
Requisition

Business Unit FLCMP Status Apprt}vedl X
Budget Status o =

Requisition ID 0000021229

Requisition Name | Commencement 2021 Materials (J Hold From Further Processing

¥ Header @

*Requester | 50802547190 Q Solo.Han
*Requisition Date |02/17/2021 Requester Info
ieti OMNL
Origin Q Online Entry
. UsD
Currency Code Dollar
Accounting Date | 02/18/2021

Amount Summary 3

Once the Status is Approved, you're done! You can log out of CFS and/or close the
window.

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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