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Requisitioning Entry and Printing

Requisitioning Dashboard

The Requisitioning Dashboard is divided into four sections: Requisition Status, Requisitions Submitted for Approval,
Requisitions Awaiting My Approval, and Requisitions Disapproved.

Requisitioning
Regusiton Status Requisibons Awaiting My Approval

0 requiscdons not submties

Submitted for Approval Disapproved
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Requisition Status The Requisition Status area provides a current summary for the user of the

following: number of requisitions that were entered but not submitted, number of
requisitions that were submitted and are pending approval, number of requisitions
currently in the approval process, and number of requisitions disapproved. If the

user is also an approver, it will show the nhumber of requisitions awaiting approval.

Submitted for Approval The Submitted for Approval area displays a list of the requisitions that were
entered by the user and are currently pending approval. The summary shows the
requisition number, requisition description, submission date, and current approver.
(If two approvers are at the same level, the requisition will be shown twice with
each approver’s name.) The scroll bar can be used to display more requisitions
that were submitted for approval.

Requisitions Awaiting My The Requisitions Awaiting My Approval area contains information for those users

Approval who are approvers and have requisitions to approve. The list shows the
requisition number, requisition description, requestor name, submitted date, and
vendor. The scroll bar can be used to display more requisitions that are awaiting
approval.
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Disapproved The Disapproved area provides a summary of the requisitions that were submitted
but disapproved. The list shows the requisition number, requisition description,
disapproved date, individual who disapproved the requisition, and disapproval
comments. The scroll bar can be used to display more requisitions that were
disapproved.
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Enter Requisitions

The Enter Requisitions routine provides a mechanism for entering purchase requisitions electronically into the system.
The requisition entry process is comprised of four steps.

1. Enter the basic information regarding the requisition, including the reference number, date, PO source, building,
contact person, vendor number, and vendor name.

2. Enter the line item(s) associated with the requisition, including the account code, quantity, unit of measure, unit
price, item description, discount rate, shipping, and extended price.

3. Enter the account code and/or shipping distribution for the requisition.

4. Submit the requisition for approval.

NOTE: You must indicate the appropriate approval path of the requisition, therefore you must have the proper approval
channels set up BEFORE you may enter the requisition. If you do not, the system displays an error message stating that
the approval path is required and you will not be permitted to save the requisition. Your supervisor must define your
approval paths through the Approval Path Setup option.

TRANSACTION HEIRARCHY

During the requisition entry and approval process, as long as there is enough of a balance in an account code linked to
that requisition, nVision will allow the requisition record to be saved and later approved. However, if the Business Office
uses up some of the once available funds through the Accounting module, it may result in a negative balance in the
account code on the requisitioning side. ALL Accounting transactions will always take precedence over Requisitioning
transactions. If desired, you can increase the amount in the desired account code by entering a Budget Transfer or enter
the PO directly into nVision Accounting as a Computer PO.

Adding a New Requisition
1. Open the Requisitioning menu tree and double click the Enter Requisitions option. The Requisition Listing
window displays.

Enter Requisitions

Sesech~ AN Buiding (A v Feguestor Name (Al * Approvel Stetus  (A) » Aorovel Name (A

2. Enter Add mode. The New Requisition window displays.

Enter the general requisition information at the top of the window.
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m Requisition - New Requisition =) g@

File Edit View Help

gp New 7 Update 53 Copy | [ Save [& SavedndSubmit [ SaveandClose | ' X [ 4 b M | [2) Refresh
Requisition

Reg Number: Nev: - Not Saved Transaction Date: | 04/26/2012 B
Vendor ID: () (@) Reg Source: Other B
Vendor Name: - Contract/Bid Ref:
Description: [ZJ Ship To Building:

Ship To Contact:
Reguestor: Requser, John B Req Amount: 0.00
Approval Path: APPROVAL PATH 1 E] Approval Status: | Not Submitted

Reguisition Detail

I z = = =
S | Requisition ltems | Account Distribution | Shipping Distribution | File Attschments I Reguisition History

Req Address Ship To Address

A description of the Requisition Entry fields is listed below:

Req Number - This is the number that uniquely identifies the requisition. When adding a requisition, this
number is assigned by the system and defaults to the next sequential requisition number. The requisition
number is not modifiable.

Vendor ID (REQUIRED) - Enter the vendor ID or click Search to search for an existing vendor, or click Add

to add a new vendor record in the Vendor Setup File. The Vendor Name defaults upon entry of the vendor
ID.

Description (REQUIRED) - If the PO Source is Other, Bid, or State Contract, enter free-form text that describes
this requisition. If the requisition originated from a Bid that was imported from nVision Bid into nVision
Requisition, the Description defaults to the name of the bid. Description text displays beneath the Order To
section on the printed purchase order.

Requestor (REQUIRED) - The name of the requestor. This field defaults to the name of the user who is

currently logged into nVision Requisitioning. Use the drop-down arrow to choose from a listing of other
individuals this requestor can enter requisitions for.

) FINANCE MANAGER



Approval Path (REQUIRED) - Use the drop-down arrow to choose the appropriate approval path for this
requisition. The listing shows all approval paths that the requestor is linked to.

Transaction Date (REQUIRED) - Enter in the requisition date (in MM/DD/YYYY format). When adding a
requisition, this field defaults to the current date. You may change the default value as needed. If the
requisition is for the next fiscal year and the fiscal year is OPEN in Tools — System Options, enter a date with the
new fiscal year. NOTE: nVision will check System Options — Fiscal Year tab to ensure that the date entered falls
in a year that is currently Open and is flagged to allow requisition entries.

Req Source - Use the drop-down to select the appropriate Requisition Source. This field defaults to Other.

Valid entries are Other, Bid, EDS, BOCES, Sole Source, State Contract, or County Contract. If the requisition
originated from a Bid that was imported from nVision Bid into nVision Requisitioning, the Bid Number defaults in
the subsequent field. If the Requisition Source is State Contract, enter the State Contract number in the
subsequent field. If the Requisition source is Other, enter the reference number in the subsequent field. If the
requisition originated from an EDS file import or from a BOCES or County Contract, enter the Contract/Bid Ref
number in the subsequent field. The Contract number displays on the printed requisition.

Ship to Building (REQUIRED) — This field defaults to the default building for the requestor, as defined in the
Requestor Setup File. Enter the code representing the building where the requested items are to be delivered.
Use the drop-down to display and choose from a listing of all building codes linked to the requestor.

Ship to Contact — Use the drop-down to select the ship-to contact name, or click Add to add a new contact
name for the selected building. The contact name is displayed on the printed requisition in the Attn line of the
Ship To box.

Req Amount - This system-calculated field reflects the total amount of the requisition line items plus any overall
shipping charges.

Approval Status - This system-generated field reflects the current status of the requisition (i.e., Not Submitted,
Pending Approval, Disapproved). The requisition is in a Not Submitted status when it is first created. Once the
requisition has been submitted for approval, the status is changed to PENDING APPROVAL.

3. In the Addresses folder at the bottom of the window, indicate the address information for this Requisition.

Reguisition Detail

Addresses | Requisition ltems | Account Distribution | Shipping Distribution | File Attschments | Reguisition History

Feg Address Ship To Address
200 COOK STREET =] |DEMO CENTRAL SCHOOLS
Purchasing (Default) 35 BROADWAY
200 COOKSTREET
CARTERSVI GA  [x] CARTERSVILLE GA 30120 DEMOVILLE Ny [=] | 11844 us  [+]

Req Address — The window displays the default purchasing address based on the vendor selected. Change the

default address as needed. Click hd to display any alternate purchasing addresses for this vendor. Highlight

the appropriate address for this requisition.
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Ship To Address — The window defaults the shipping address for the selected building, as defined in Building
Setup. Change the default address as needed.

4. Click the Requisition Items folder at the bottom of the window. Click Add i] in the maintenance toolbar in

the middle of the window or click on number 1 LA in the Line No. field. A window is opened for you to

enter all necessary information regarding this requisition line item.

ltem Mo.: 3| Account A2110500661100 34| Discount Amt 2.00
ltem Desc: | 1st Grade Math Boaks Unit Measure: | BOX ﬂ Shipping Pet:
Quantity: 200 Shipping Amt:
Unit Pnice: 50,0000 Extended Amit; S8.00
Discount Pet: 200
| ok || cancel |

Item No - Enter the item number (if applicable). You can manually type in the item number or click the lookup

4 to display and choose from a listing of valid item numbers from the Items Setup File. The lookup displays
only those items under the Item Categories linked to the requisitioner in the Requestor Setup File. nVision
Requisitioning populates the Item Description and Unit Measure. Note that you are not required to enter an item
number.

Item Desc (REQUIRED) - Enter a free-text description of the item being requested. Note that if you chose an
existing item number from the Items Setup File, the description cannot be modified.

Account — Enter the appropriation account from the Accounts File to which the Requisition item is being

charged. Click the lookup 4 to display and choose from a listing of valid appropriation codes from the Accounts
Setup File. The lookup contains a listing of those accounts that the user has permission to based upon User
Setup. The lookup window displays rows in red if the account balance is zero or negative. nVision will not
allow entry of Payroll accounts with 1 or 8 in the object (.1 or .8).

NOTE: If the line item is being expensed out of more than one appropriation account, leave this field blank.
Click the Account Distribution folder to charge the line item to the appropriate accounts.

Unit Measure (REQUIRED) - Select the code representing the unit of measure (i.e., each, box, dozen) for the

item being requested. Click the lookup 4 to display and choose from a listing of valid unit of measure codes
from the Unit of Measure Setup File.

Quantity - Enter the quantity of the item being requested.
Unit Price - Enter the price per unit of measure of the item being requested.

Discount Pct - If applicable, enter the discount percentage rate for the item being requested. If the discount
percentage is entered, nVision Requisitioning automatically calculates the appropriate discount amount. If you
need to enter a Discount Amount, simply remove the default entry in this field by highlighting the entry and
clicking the Delete button to enable the Discount Amt field.

NOTE: If a discount percentage is specified on the Miscellaneous folder in Vendor Setup, that vendor discount
percentage defaults in this field.

Generate Asset Flag — If the Create Assets from Purchase Orders box is checked in System Options, this

field displays. If the user specifies an account code with 200 through 299 (Equipment) in the object, the
Generate Asset flag is automatically checked for the requisition line item. However, you may check this field for
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any non-equipment account code. Upon saving the requisition record, converting it to a PO, and printing and
posting the purchase order, nVision automatically creates the ‘base’ asset entry record that can be maintained via
the Asset Management — Asset Entry routine. If you do not wish to track assets and their depreciation, uncheck
the box.

Discount Amt - If applicable, enter the discount amount for this requisition line item. If discount percentage is
specified, this amount automatically defaults in based upon discount percentage, quantity, and unit price
specified.

Shipping Pct - If applicable, enter the shipping percentage rate for the item being requested. If the shipping
percentage is entered, nVision Requisitioning automatically calculates the appropriate shipping amount.

NOTE: If a shipping charge is applicable to all items in the entire requisition, use the Shipping Distribution folder
to indicate the overall shipping charge and the account codes to which the shipping is to be charged.

Shipping Amt - If applicable, enter the shipping amount for this requisition line item.

Extended Amt - This system-calculated field is determined by the following formula:
(Quantity X Unit Price) minus Discount plus Shipping.

Once you have completed entering the details for the line item, click OK.

After entering a detail line item, click on the appropriate Line number (1, 2, etc.) to see the detail for the line.

If you make a mistake at any point, highlight the appropriate line item number that you want to delete (the

4

selected line has an arrow preceding it) and press the Delete button m in the Requisition Detail toolbar.

5. If a requisition line item(s) is being charged to more than one appropriation account, click the Account
Distribution folder in the middle of the window to charge the line item(s) to the appropriate accounts.

Addrenams | Fagasiten ey Acmourt Dardusor Shepng Datnbuten | Fie idachoests | Fegustion Histury

Totst Ovder Dispitoson

P A o X Sesch- N N-

by ALDLOS0CLEONO0 - Mc Santh| 000 4200

ALOGITILIOOND | As jones 5000 4300

The Account Distribution Summary section of the window tells you what still needs to be distributed. The
Amount to Distribute represents the total of ALL the requisition lines items. The Line Item Distribution
amount is the amount from those requisition line items where the Appropriation Account was filled in on the

Item Entry window. The Difference totals the extended price of those requisition detail line items where the
Appropriation Account field was left blank on the Item Entry window; that amount must then be distributed to the
appropriate account codes prior to exiting the Requisition Entry routine.

Click in the Account field. Enter the appropriate account code to which the items are to be charged. Click the

lookup 4 to display and choose from a listing of valid appropriation codes from the Accounts Setup File. The
lookup contains a listing of those accounts that you were given permission to use in your User Login file. The
lookup window displays rows in red if the account balance is zero or negative.

nVision will not allow entry of Payroll accounts with 1 or 8 in the object (.1 or .8).
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Tab or click in the Description field and enter free-form descriptive text for this account distribution.

Tab or click in the Pct field and enter the percentage to be charged to the selected account code. nVision
Requisitioning automatically calculates the Amount based on the Difference amount. You are not required to
enter a percentage. If you choose to omit a percentage, simply tab to the Amount field and enter the dollar
amount to be charged to the account code.

Tab or click in the next account distribution line and enter the account, description, percentage, and/or amount.
Repeat this step as many times as needed until the Distribution Status is In Balance.

If you make a mistake at any point, highlight the appropriate account distribution line that you want to delete

(the selected line has an arrow . preceding it) and press the Delete button IY‘ in the Total Order Distribution
toolbar.

6. Click the Shipping Distribution folder in the middle of the window to add the overall shipping charge for all
items on the requisition and the account codes to which the shipping is to be charged.

Addresses | Reguisition ltems | Account Distribution | Shipping Distribution | File Attachments | Reguisition Histor',f|

Shipping Distribution Summany Shipping Distribution
. L 4 Search = & ad, -
Shipping to Distribute: 12.00 K LA AN, x - m
Shipping Distributed: $12.00 Account Drescription Pct Amount
A162140044000 | Shipping Elem 600
Difference: £0.00
: A211022077000 | Shipping HS 6.00
Distribution Status: ‘ﬁ In Balance "

(7)) Enter a shipping amount to distribute.
Then perform the shipping account
distribution to the right.

Indicate the overall shipping amount for the entire requisition in the Shipping To Distribute field under the
Shipping Distribution Summary area of the window. This dollar amount is placed in the Difference field. This
represents the amount remaining to be distributed.

Click in the Account field. Enter the appropriate account code to which the shipping is to be charged. Click the

lookup 4 to display and choose from a listing of valid appropriation codes from the Accounts Setup File. The
lookup contains a listing of those accounts that you were given permission to use in your User Login file. The
lookup window displays rows in red if the account balance is zero or negative.

nVision will not allow entry of Payroll accounts with 1 or 8 in the object (.1 or .8).

Tab or click in the Description field and enter free-form descriptive text for this account distribution.

Tab or click in the Pct field and enter the percentage to be charged to the selected account code. nVision
Requisitioning automatically calculates the Amount based on the Difference amount. You are not required to
enter a percentage. If you choose to omit a percentage, simply tab to the Amount field and enter the dollar
amount to be charged to the account code.

Tab or click in the next account distribution line and enter the account, description, percentage, and/or amount.
Repeat this step as many times as needed until the Distribution Status is In Balance.
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If you make a mistake at any point, highlight the appropriate account distribution line that you want to delete

(the selected line has an arrow 4 preceding it) and press the Delete button m in the Shipping Distribution
toolbar.

Click the File Attachments folder to attach documents or spreadsheets that contain information about this
requisition. This enables you to link information to a requisition. .

Requisition Detail

| Addresses | Reguisition ltems | Account Distribution | Shipping Distribution | File Attachments ;| Requisition History

Mame 5ize Comment Email Attachment Open

Click Add to specify the location of the attachment to be linked to this requisition. Use the Browse
button to find the location and name of the file.

-
Add Attachment l&J
Attachment:
C:\tempQuill Reg.docx Browse...
Comment:
0K | [ Cancel |

Enter any Comments as needed. Check the box if the attachment is to be emailed with the purchase order. Click
OK. The selected file is linked to the requisition.

Requisition Detail

Addresses | Reguisition ltems | Account Distribution | Shipping Distribution | File Attachments | Requisition History

Mame Size Comment Email Attachment
p  Quill Regdocx 11625 v

Highlight the file name and click Open to view the contents of the file. Highlight the file name and click Delete
if you no longer want this file to be linked to the requisition.

NOTE: All attachments linked to a requisition will automatically be linked to the purchase order and can be
emailed with the purchase order, once the requisition has been approved and converted to a PO.
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8. Click the Requisition History folder to see the flow of this requisition.

| Addresses | Regquisition ltems | Account Distribution | Shipping Distribution | File Attachments | Requisition History :

User Action Status Level |Comment Date

Requser, John Entered Mot Submitted 04/26/2012 03:38 PM

The History window displays the status of the requisition — Entered, Submitted, Approved, etc.
9. Once you have completed entering all necessary requisition information, save the record. There are two ways to
save the record:
Click Save to save the record without submitting it for approval.
OR

Click Save and Submit to save the record and move the requisition to the first approver in the approval path
record. The Transaction Comment window displays.

o5l Transaction Comment Iilé]

Submit Requisition

Please enter comment(s) to be used in submitting Requisition(s).

Transactions to process:

Requisition Ma. Comment

LA Please approved books needed ASAP

0K || Ccancel
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This window allows the user to add a note(s) to the requisition upon submission and then pass the notes along
through the approval process. You can enter vendor quote data, conference data, etc. Type in as many
comments as needed. Click OK to continue.

Requisition - 1 l&]

! Are you sure you want to submit this item?

Yes ‘ | No

Click Yes if you want to submit the requisition to the first approver in your approval path. The requisition status
is changed to Pending Approval and the requisition is submitted to the user’s first approver or the Business
Office. The requisition can be seen on the Requisition Entry window until it has been approved by the user’s first
approver or the Business Office.

NOTE: If the Prevent the Changing of the Purchase Order/Requisition Address on a Requisition

option is unchecked in System Options, you can change the vendor requisition address. If that system option is
checked, you are not permitted to change the vendor requisition address.

Updating a Requisition Record
1. Highlight the appropriate requisition record in the listing.

2. Enter Update mode.
3. Click on each folder in the Requisition Detail area of the window and modify the requisition information as
needed. On the Requisition Items folder, click on either the Line Number or the Item Number to display/update

detail line item information.

4., Save the record.

Deleting a Requisition Record
1. Highlight the appropriate requisition record in the listing.

2. Enter Delete mode.
3. The system prompts you to confirm that this is the correct action that you wish to take.

Select YES to delete the requisition record.
Select NO if you do not wish to delete the requisition record.
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Print Requisitions

If you want to generate a printout of the requisition(s) that you entered, you may do so through the Print Requisitions
routine. This routine prints any requisition regardless of the current status. You can choose to print one or multiple
requisitions based on all or a selected approval path, building, and/or requestor.

To Print Requisitions
1. Open the Requisitioning menu tree and double click the Print Requisitions option. The Print Requisitions window

displays.
m Print Requisitions @
Print Requisition ==
Search ‘ﬁ Qf} v | Approval Path:  [All) ¥ | Building Mame:  [All) ¥ | Requestor:  (All) * | Converted: Mo -
Reguisition Mumber Vendor Name Building Name Reguestor Description PO Total Approval Path
1000000281 QUILL CORP JUMNIOR HIGH SCHOOL Amundsen, Diane General Office Supplies 209.89 Office Supply App...
1000000283 ABRAMS & CO. PUBLISHERS, INC. | JUNIOR HIGH SCHOOL Amundsen, Diane Textbooks 488.75 | Office Supply App...
Print Progress Prirt To
0/0 \W10.0.0.6\HP2300_qa - [ Print ] | Close

The window displays summarized requisition information — requisition number, vendor name, building, requestor,
description, PO total, and approval path. Use this window to select the requisition(s) that you want to print.

2. Use the drop-down buttons at the top of the window to restrict the listing to requisitions linked to a selected
approval path, building, or requestor. You can also choose to print only requisitions that were converted to a
purchase order.

3. Highlight the requisition(s) that you want to print. Hold down the Ctrl key and click with the mouse to highlight
nonconsecutive requisitions. Hold down the Shift key and click with the mouse to highlight consecutive
requisitions.

4. Using the drop-down, select the printer to which documents are to be printed. You may also choose to save the
file as a .pdf file.
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| Print
5. Click to print the requisition to the selected printer or to a .pdf file.

REQUISITION Demo CSD RQ#1
10 SCHOOL WAY REQDATE (4262012
NEW YORK NY, 14444 VENDORE 17
FAX =
PEONE &
[ Order To: 1 [ ShipTw: 1
ACADEMIC BOOK SERVICE INC DEMO CENTEAL SCHOOLS
200 COOE STREET 35 BROADWAY
DEMOVILLE GA, 11444
CARTERSVILLE &4, 30120
ATTN: Mary Secretary
" A J
Order Quantity | Descrnption Unit Cost | Discount Shipping Charge | Extended Cost |
.00 BOX 15z Grade Matz Books 0,000 oo 900
2.00 BL Ind Grads Math Books 55,000 5.50 0.00 10430
1.00 BOX 3rd Geads Math Socks 45.000 0.80 0,00 4410
ADDITIONAL SHIFPING 000 0.00
TOTAL TI3EED

If the requisition originated from a Bid, the bid number is displayed beneath the section labeled Order To and the vendor
item reference number is displayed in the section labeled Description.

If the requisition Source is flagged as State Contract, the State Contract # and Description are displayed beneath the
section labeled Order To.
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Copy Unsubmitted or Unapproved Requisitions

The Copy Requisition routine is used to copy a single requisition that was either not yet submitted or submitted but not
yet approved. This routine copies all items from the original requisition into a new requisition. You can then change
information, such as the Ship To Building, Ship To Contact, Requestor, Approval Path, etc., in the new requisition.

From either the Enter Requisition listing window, highlight the appropriate requisition record and click the Copy Record
button. NOTE: You can also access the Copy feature from the Requisition Detail window by clicking the Copy button.

i Widen Hep
I W P MeeBecom S Upters Recos %03 W
[JFazsatareg Lassizme
| Enter Requisitons
Search* *  Rpsucitor herre * Aooro Lat: *  Approesl Nane *
rag & coburen hasder here S0 grous by et cof
" OOLS S Ponmary aetrras v « ) e
4 MECL " L s '3 L - i, 232
p
I3 Requmnncn - b Ragusticn C— e
b Bt You et
- Ard Sueret S et D S A | . &
¢ ol - bod Sare Wl Sees e & o
Negagece
Fng Mt Plew - N - Trassacton Coh &
by 1) 2 n Bt St $ore -
end Mave | RECSC HOOL 5P ConvonBe el
Ceaces 7 Sk Te Balgeg | MCOLE SC -
Shp To Contx — — =
Faguenion , Uherm ¥l FazAmas 1 any
Acurewel Pl e Schocl Zgpy = Arordl Sz | Nt Stomene
Dty
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The original requisition is copied into a new requisition. Click on each tab and add, update, and delete items, and other
requisition detailed information, as needed. Be sure to Save the record.
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Copying Multiple Requisitions

The Copy Requisition routine is used to copy one or more requisitions that were either not yet submitted, submitted but
not yet approved, or converted to purchase orders. You may copy a single or multiple requisitions from one year or
multiple years into the current fiscal year. The copied requisition is issued to the user creating the copy, not the original
requestor. This utility is especially useful for requisitions that are submitted for the same building at the same time each
year. This routine copies all items from the original requisitions into new requisitions. You can then change information,
such as the Ship To Building, Ship To Contact, Requestor, Approval Path, etc., in the new requisitions before submitting
them for approval.

From the Requisitioning menu, click Copy Requisitions. The Copy Requisition Utility window displays.

r N
[74 Demo CSD - Copy Requisition Utility [ 2 i)

Copy Requisitions
The Requisition(s) to be Copied can be selected by Date Range, Vendor or Requisition Number,

How would you like to select the Requisition(s)?

) By Vendor

| By Specific Requisition(s)

Next > Cancel |

LS

The Copy Requisition Utility window allows the user to select criteria that nVision will use to search for all valid
requisitions that meet the specified criteria. You can search for requisitions by:

Requisition Date Range

Vendor and Date Range

Requisition Number and Date Range
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Selecting Requisition Criteria

1.

2. Click

Set the radio button to the appropriate requisition search selection — Date Range, Vendor, or Specific Requisition.

Mext =

3. Refer to the instructions that pertain to the type of search being performed.

If Searching by Date Range

Enter the appropriate Requisition Date Range in MM/DD/YYYY format. Search for Requisitions on a specific
date by entering the same date in the starting and ending fields. Check the Prior Fiscal Year box to change the
date range to the prior fiscal year.

If Searching by Vendor

Enter the appropriate Requisition Date Range in MM/DD/YYYY format. Search for Requisitions on a specific
date by entering the same date in the starting and ending fields. Check the Prior Fiscal Year box to change the
date range to the prior fiscal year.

Use the Vendor Selection drop-down to choose requisitions from All or Selected vendors. The default value is
ALL vendors. Choose specific vendor numbers by clicking on the drop-down arrow and choosing Selection.

The lookup button @) is now displayed, allowing selection of one or more specific vendor numbers. In the
lookup, use the Ctrl and/or Shift keys to choose a nonconsecutive or consecutive range of codes. After making
selections, click OK to return to the Copy Requisitions Utility window to continue the search process.

If Searching by Specific Requisition

Enter the appropriate Requisition Date Range in MM/DD/YYYY format. Search for Requisitions on a specific
date by entering the same date in the starting and ending fields. Check the Prior Fiscal Year box to change the
date range to the prior fiscal year.

Use the Req Selection drop-down to choose All or Selected requisitions. The default value is ALL requisitions.
Choose specific requisitions by clicking on the drop-down arrow and choosing Selection. The lookup button (@)
is now displayed, allowing selection of one or more specific requisition numbers. In the lookup, use the Ctrl
and/or Shift keys to choose a nonconsecutive or consecutive range of requisitions. After making selections, click
OK to return to the Copy Requisitions Utility window to continue the search process.

| Fill
Click ‘j—'/ nVision searches for those requisitions that meet the selected criteria within the requisition
date range and displays them in the listing at the bottom of the window.
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Finance Manager nVision Requisitioning Entry and Printing

L2 [ ]

-
m Demo C5D - Copy Requisition Utility

Find and Select Specific Requisition(s)
Locate one or more requisitions by specfying a Date Range and Reguisition(s).
Fill the grid and then select which reguisitions to copy.

Specify Requisition(s) and Date Range
Date Range: |07/01/2014 E -» 063072015 E Prior Fiscal Year

Req Selection: | All =]

Select One or More Purchase Orders to be Copied

H 4 + M Search -

Lk Requisition # Description Wendor Vendor ID Requestor
Requser, Diane MIDDLE SCHO... Pending &ppro.. 02/12/2014

& 8 -

Building Approval Status Date

» 17 ABC SCHOOL 5. 13
18 ACADEMIC BO.. 17 Requser, Diane | MIDDLE 3CHO... | Mot Submitted  09/15/2014
19 ADWVANTAGE 5. 37 Requser, Diane | MIDDLE 5CHO... | Corverted 10/06/2014
<Back | | Next> | | Cancel

5. Select one or multiple requisitions. Check the Select All box to copy all requisitions in the listing.

6. Click L t=d>
7. The next window prompts you to enter the Target Date of the selected copied requisitions. Enter the target
date in MM/DD/YYYY format.
) FINANCE MANAGER
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Finance Manager nVision Requisitioning Entry and Printing

[24 Demo CSD - Copy Requisition Utility |2 o)
Copy the selected Requisition(s)
» Specify the target Requisition Date.
» Verify that the correct requisitions are listed then dick "Copy Regs”™.
Specify the Target Date for the copied Reguisition(s)
loga20ts ]
List of Requisitions to be Copied
4 4 b P | Search~ & 88 -
Q Requisition # Description Vendor Vendor ID Reguestor Building Approval Status Date
17 ABC SCHOOL S., | 13 Requser, Diane MIDDLE SCHO... ' Pending Appro.. | 08/12/2014
18 ACADEMIC BO.. 17 Requser, Diane MIDDLE SCHO... = Not Submitted 09/15/2014
19 ADVANTAGE S... | 37 Requser, Diane MIDDLE SCHO... ' Converted 10/06/2014
|
i
| < B ] [ Copy Regs ] [ Cancel ]
.'
:
8. Click .
Demo CSD - Copy Requisition Utility v

(9 You have selected 3 Requisition(s) to Copy.

Do you want to continue?

Click Yes at the prompt to confirm that you want to continue the requisition copy process.

) FINANCE MANAGER
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9. nVision displays a prompt stating that the selected requisitions were copied.

r : B
Demo CSD - Copy Requisition Utility [

fﬂ) 3 Requisitien(s) have been copied.

—)

Click OK at the prompt.

Go to the Enter Requisitions window to view the copied requisitions. Note that these requisitions are in a “"Not Submitted”
status.

Seach A N Bddag st » Resusuor Name (A v epeval Satun (AL v Aporwal Mare (Al -

Lol A1 HATHIKK

fesiny (sane Mitce Sowe Afpraa AJ3LS00RELSL0 vl

Enter Update mode on a selected requisition in the listing window and make changes or new entries in the copied
requisition as needed. Modifications may be needed in scenarios such as the following:

1. If the account code is inactive or hidden, the account code, quantity, and extended amount are blanked out on
the Requisition Items window and/or the account code, percentage, and distributed amount fields are blanked
out on the Account Distribution window.

2. If the account code is inactive or hidden, the account code is blanked out on the Shipping Distribution window.

3. If the vendor is inactive or hidden, the vendor number and name are blanked out on the parent requisition
record.
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