Most important thing to remember
when entering requisitions:

SAVE

all

UPDATE
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1.

XRQM - CREATE A NEW REQUISITION

Reference Page
(to wfREQM-Requisition Maintenance)

Navigating to a blank wfREQM form (aka Header Screen or Cover Page) from the Main Menu

See page 3-2)

(See Screen Print D).

a. Type XRQM in the Quick Access field and click —~GO| button (See Screen Print A).
b. In the window titled “Requisition LookUp or (A)dd”, type A and press Enter key (to choose highlighted
OK) or click the button (See Screen Print B).
c. Atthe window titled “Enter “N” o Number or <ENTER> to assign automatically”, leave the field blank
and press Enter or click @ button (to assign automatically) (See Screen Print C).
d. In the “Alert” window, press Enter or

2. Key Fields to complete on the wfREQM Form: (Tab key can be used to navigate from field to field)
Field Name Hints Referen_ce Page #
Screen Print(s)
Requisition Date Current date will default E 3-3
Initiator Login ID (generally first initial & 7 characters of last name) E and F1 3-3
Vendor ID Type 1%' 4 |etters of vendor name F1 through F4 3-3& 34
Address Detail to select correct address sequence G1 and G2 3-4
Ship To 2 alpha character code (from list) H1 and H2 3-5
See Section 7 — Purchasing Manual OR type “...”;
Commodity 3 digit numeric code; capital assets include 1 digit | 11 through 14 3-6
alpha; Buyer field will auto-populate appropriately.
Approvals already granted. Detail to view APRV
Approvals screen; Workflow will auto-populate Next J1 & J2 3-7
Approvals field.
AP Type AP Accounts Payable K1 and K2 3-7
Detail to wfRE form; SITE/BLDG-ROOM/DEPT;
Printed Comments 2" line — Current Quote (<30 days) L1 through L5 3-7 & 3-8
(maximum 24 characters per line)
Comments (DN<e);[2I|tht|2 &T(ilszdﬂzgre]nt than Printed Comments) M1 through M5 3-8
Priority Most often used for Blanket PO’s N 3-9
Line ltems Detail via RQIL to RQIM form (see 3 below) 01 through O7 3-9 & 3-10
N = Unfinished Requisition
Requisition Done Y = Comple_ted and launches req intp the approval V1 through V5 312
process, ultimately to be generated into a
Purchase Order by the Purchasing Department.
3. Key Fields on the RQIM screen (aka Items screen) to complete:
Field Name Hints Sc?ee;ﬁrlg?iz?(s) Page #
Description Generic noun, etc. O1 through O7 3-9 & 3-10
Est Price Estimated Cost/Price of item P 3-10
Quantity How many? Q 3-10
Unit of Issue 2 digit alpha (EA, LT, DL, PK) R 3-10
Work Or/Type/Flg Optional - generally used by DSC S 3-11
Tax Codes 5S Sales Tax — 7.75%, leave blank, etc T 3-11
GL Account No; 1 GL account (budget number) OR U 3-11
Percent; Quantity >1 (may split by quantity)
4. SAVE & UPDATE! V1 through V5
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1. Navigating to a blank wfREQM form (aka Header Screen or Cover Page) from the Main
Menu:

Type XRQM in the Quick Access field and click button

Screen Print A
A Datatel - R18_Production - CF
File Edit Apps

qtions  Help

Be | BB diad X® 9 @ @

[uick Access (“ROM

Type A and press Enter key (to choose highlighted OK) or click the @ button

Screen Print B

igtion LookUp or [4]dd

|4~
k. Cancel | [etail Finizh Help

Leave the field blank and press Enter or click [OK] button (to allow the system to
assign the requisition number automatically)

Screen Print C

MHurdber ar <ENTER> ko azsign autamatically

ok LCancel ekl Eirizh Help

Screen Print D

Mumnber will be aszsigned automatically upon completion of Feq

QK:I\_

Press Enter or @(]

This customized screen is titled wfREQM (tab title), which is basically functions the same
as baseline REQM, only this screen has Workflow is fundamentally working behind it.
Workflow automatically moves the requisition forward through the approval process, auto-
populates the name(s) of the Next Approver, and an email notifications are generated.

SDCCD Datatel Colleague Purchasing Training Manual 3-2

Revised July 2007



2. Key Fields on the wfREQM Form to complete

Screen Print E

wiR E G M-R equisition Maintenance I

Requisition Date, Initiator

Allow the system to default to the current date

/

R equizition:

Requisition Date | 07A01/07 @]

|nitiatar

taintenance Date

Statuz Date;

R equigition Amk

Desired D ate @

\

Type in login ID. Click in another field and
full name will populate.
/

Screen Print F1

R equizsition:

Requizition Date I 07407 4

[ritiator BRELTEREIEE]

Desired [ate I @]

Status:

Maintenance Date
R equizition Amt

Wendor D |DATE

<«

Mame 1 |
Address 1 |
Chy/SEEp |

Vendor ID

Screen Print F2

Enter Vendor Code number, if known. If not, enter the vendor name (or at least the first 4 letters)
(remember ARMA rules apply) and press Enter to open the LookUp Screen (e.g., Datel Systems).
Make selection. If vendor name has two words (e.g., Hewlett Packard), type HEW PAC.
If a different address is needed, see Address section, Screen Print G1, page 3-4.

wiFEQM-Fequisition Maintenance  BOSM-Requisition Ship Ta Maint |

CORP Lookup Screen

<«

using CORP, VWiew: Wendors

Name

_J Sedq:

Address=s

53IC Code

I}, Status

Entryv Date

Source TThere Used
|7 w_ l: Datel Systems Inc Lg3e Puffin B4

0024301 Zan Diego, CA 92123 12/0Z 04

TRy - COR, VEN

-

{—

Screen Print F3

\Select Vendor by:

OR

a. Mouse Method: Click to make checkmark and click Save Icon

b. Keystroke Method: Type # AND press Enter key (or F10 key).

Beag Mumber, (F)lag, (S)orcfSelect:

Controller LookUp Besolution

Page 171

|1 4~

Hx]
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Vendor ID (continued)

Only after doing a thorough search in the database and the Vendor does not exist, please
submit a New Vendor Intake Form to Purchasing to have the vendor setup in the system.
A new Vendor ID number will be provided to you by Purchasing to enter in this field.

Note to previous CF users: Reqvendor is no longer used.

Screen Print F4
Yendor D Types LI
Mame 1 | :I
Address 1 | =
ChStiZp | | |

Address

Vendors often have multiple addresses. Detail to the Address Resolution Screen and
make a concerted effort to select the correct address (see Screen Print G2). Do not
use an inactive or voided vendor address. If you do not see the correct address,
email the AATech in Purchasing and request a new address sequence to be added.
Do not correct the system by overwriting any of the original addresses!

Screen Print G1

W vendar D 0024201 Types 1 | =
Mame 1 || Datel Systems Inc =
Addresz 1 || 5636 Ruffin Ad E]ﬂ/
Ciy/ST/Zp |San Diego fCa  [92123

Select correct vendor address by:
a. Mouse Method: Click to make checkmark and click Save Icon

OR

. b. Keystroke Method: Type # AND press Enter key (or F10 key).
Screen Print G2 \ Y P P y( y)
wiREQM-Requisition Maintefance waEFM-Hequisition Maintenance |

1
DS \ ADDEREZE RESOLUTION
usi‘mg ADDERESS, Wiew: ADDRESS

JI Segft Address Lines \ Status RBezident= Type
v l: 5636 Puffin PBd \ Datel Systems Inc Vendor/Pur |

San Diego, CA 92123 \

|
|
\

|- =8

1EE2 Main St

\ Datel Systems Inc Wendor,/Pur
San Diego, CA 92111 \
|_ 3: Z5 EBhort \ Datel Systems Inc Vendor S Pur
Chula Wista, Ci 31510 \
=
Controller LookUp Besolution

Page 1.2

Zeq Number, (F)lay, (Short/Select:
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Ship To

COMMON SHIP TO CODES

DC SDQCD Distribution Center.(aka Central Recgiving) — used py Continuing Education; District
Office; DSC; and for ALL microcomputers, printers, and equipment over $5000.

CT SDCCD City College Receiving

MS SDCCD Mesa College Receiving

MR SDCCD Miramar College Receiving

SB See Below — used for subscriptions, memberships, professional services, and Blanket Orders

SR Received — used for Confirmation Requisitions

PU Pick Up = used when the end-user will be picking up the item—with preauthorization from
Purchasing

For a list of all the Ship To Codes, type “...” (3 periods/ellipsis) in the field and press

Screen Print H1 Enter key.
Currency /
ShipTa [.. «— i
Ship “ia

Select correct Ship To Code by:
71) Click to make checkmark and click Save Icon,
OR
/ 2) Type # and click Save Icon

Screen Print H2

| =R -ﬁ@/

r | 1: cCC SDE¢D Cemtre City Deceiwinmg =
I i CH SDC/CD Cesar Chawvez Receiwving
r a: /c,a/ 5D¢ED NTTC Corry Station
r /4/ CT sr:-/:n:n City College Receiwving
W [& 5. nc ssln:n:n Distribution Center
I_ & Lo SPCED District Office
I_ 7 EC #DCED ECC Peceiving
o 8: GL FUCCD Great Lakes |
I_ 2 MC /SDCED Mid-City PReceiwing
r 10: ME /sr:-n:n:n Military Ed
I_ 11: MR / SDCCD Miramar College Recw.
I_ lz: M= / SDCCD Mesa College Receiving
|- 13: MT / SDCCD MTOC NCOIC
I_ 14: HNC / SDCCD North City Beceiwing
I- 15: HNT / SDCCD Military Ed Meridian
u 16: NV / SDCCD Navajo Cont Ed Campus |
i
Controller LookUp Besolution v Page 1/z
Seq Mumber, (Filag, (S)ort/E8elect: |5| |ﬁ| |£|
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Commodity

NOTE: A hard-copy list of SDCCD Purchasing Commodity Codes
are identified in Section 7 of the Purchasing Manual, OR.

) To retrieve the list of all the Commodity Codes in the system, type
Screen Print |,1 “...” (3 periods/ellipsis) in the field and press Enter key.

FOB |
Commodity

The list is long; it may take a while to open.
Click Y or N.

Screen Print 12

'ou are about to zelect thro e entire file. OF. to Proceed [7/M]

L

NOTE: Any equipment with a

purchase price of $200 or more Use the Page Down key or the scroll bar to move down the list.

will have a Commaodity Code Select correct Commodity Code by:

ending with an alpha character, / 1) Mouse: Click to make checkmark and click Save Icon, OR

2) Keyboard: Type the # AND press Enter key (or F10 key)

Screen Print I3

I_ I 33: 1k / CAFETERIL |2 EITCHEN EQUIPMENT ;I

r Z4: 165E CAFETERIA (2 EITCHEMN EQUITP OWER #Z00

r 2E: E0O0 CLOTHING, |APPAREL, UNIFORMS, & ACCESS0RIES

r 36 Zly/ COMPUTEER HABRDWARE & PERIPHERALS

r 772040 COMPUTER HABRDWARE: CPU OWER #Z00 J

r I 28 E04M COMPUTER HAPDWARE: MONITOR OWER #z00

Fﬂ Z8: EQ4p COMPUTER HRPDWARE: PRINTER OWER #z00

r 40: E04H COMPUTER HAREDWARE: OTHER OWER $z200

r 41: Z08 COMPUTEER SOFTWARE

r 4F: EOSE COMPUTEER /W OVER $Z00

r 43: EZe0 DENTAL EQUIF & SUPPLIES

r 44: EgOE DENTAL EQUIFP OWER #Z00

r 45: E&E DRAPERTES | CURTAINS, UPHOLSTERY MATERTAL

r 46: E70 DREUGES & PHREMACEUTICALS

r 47: E85 ELECTRICAL] PARTS & SUPPLIES

Ir 48: z85E ELECTRICAL PARTS OVE $200 |
Controller LookUp Resolution v Page 379 =

Beg Mumber , (F)lag, (S)ort/Select: |39 |ﬂ| | x |

The Commodity field will display the selection and the Buyer field will auto-
populate with the appropriate name. These two fields are directly linked.

Screen Print 14

Ship To IF FOB ]
Ship ia Co ity COMPUTER HAR
Approvalz 1 | E]::I Line ltems I E]
Buwer |Edward L. Coak Printed Comments ﬂl E]:
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Screen Print J1

Spprovals 1 !

/

Screen Print J2
wiSPRM-Approvals Meeded I REQM-Reguizsition Maintenance

Approvals

This field will remain blank for now. This field can be viewed
later in the approval process and will display the name(s) of
the Approvers immediately after they complete their approval
of the requisition. When the req reaches the status of
Outstanding, all the names of the Approvals granted will be
displaved (use the arrows A V¥ to view).

When the req is finalized (see page 3-12),

APRY-Appravals [~detail to this APRV screen to view where the

REQUISITION MAINTENANCE

Authorizations

Approvalz Dates

0e/21/m7 |

Rogers, Darrell

A LD S

Screen Prinlt K1

req is in the approval process.

t~ The names listed in the right column (Next
Approvals) are those who still need to
approve. Names listed in the left column

Hest Approvalz

1 [[5chamu, Damon [= (Approvals) are those who have granted their
2 approval.

g Note: Names will auto-populate in the Next
i J Approvals column in order of authority level.
5 =

AP Type

L Type AP and press Enter; field will fill in.
/
/ Screen Print K2 ¢

AP Tupe [6F &

AF Tupe |.-'1‘-.F' Accounts Papable

Screen Print L1

Frinted Comnments ﬂl @d\

Printed Comments

= Detail (blue icon) to open the wfRE screen. This is a free-form field.
(This field is sometimes referred to as the Fnd llse field )

Screen Print L2

wiREQM-Requisiion Maintenance  WRE-Requisition Maintenance |

Requizition Printed Comments

Commetts

STTE/ELDE-ROOM/DEDT ‘/LLK

SQFATEELd, EFLESQ7

-

e Use the format SITE/BLDG-ROOM/DEPT.
The location description cannot exceed 24
characters (the first line of text), even though
the entire area appears to have a lot of
space. This identifies the location where you
want the Receiving Department to deliver the
goods.

® Quotes: Sales Quote Number and Date of
Quote are to be entered on the second line
(see Screen Print L2). Quotes must be
current (within 30 days old when they reach
Purchasing). If the expiration date is past 30
days old, it is your responsibility to contact
the vendor to obtain an updated quote.
The name and address printed on the quote
needs to match the name and address
selected in the Address field.
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Printed Comments (continued)

Screen Print L3

X i ;

SAVE &
UPDATE

Screen Print L4

ancel record or Fetum o editing

Cancel |

Return I

Screen Print L5
Printed Comments

The field rotated to line 2. Click
the small Up Arrow Ato view the
information entered on line 1.

Comments

Screen Print M1

. — Detail (use blue icon) to open
Camments 1| @ﬁ'|/ Comments (WfRE-Requisition

Maintenance) screen.

Screen Print M2

wiREQM-Requisition Maintenance  WRE-Requisitian Maintenanuﬂ/

Comments are different than
Printed Comments

1 Comments

Comments

(see Screen Prints L1 and L2).

This is a free-form field. This area is
for internal communication to
Approvers and/or Purchasing staff
about the requisition.

VENDOR DREP: JOE SMITH, CELL £13-L5EE-LEEEL

WILL ACCOMMODATE SPECIAL SPREADSHEETS OFTEN USED
IN BUDGET DEVELOPMENT
June 21 2007 03:40pm

Grela, Pattie

SAVE &
UPDATE

-

Screen Print Mj/

| R dx Q% 7 © @

2l
THIZ PRINTEER Ha= AN EXTRA LARGE PAPEL TR}LYVN

When applicable, include the

following:

- 1. Rep Name & contact info

Y — 2. Internal Notes — This screen can
be seen by anyone who has
access to this requisition.

To add a system-generated

Date/Time/Login Stamp following

your comments, select option from

Edit menu.

File ’H Fawvorites Tools Help

Quii Cut
—  Copy

= Paste

I

Field Delete

‘Wide Edit ‘

Date)Time/Login Stamp

[~

Screen Print M4

Update record, Cancel record or Return to editing

Update | Cancel Fietumn

Screen Print M5 -IC—)?ekﬁt?:d rotat”ecﬂjto/_l\ine 2_At e i artored
Comments 2 B:IT_\_ ick the small Up Arrow A to view the info entered.
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Priority

Screen Print N Generally, this field is left blank. When needed, select the special 2 alpha character code
Pricrity - by clicking the drop-down arrow and choose from the following options:
I PP PREPAY ORDER (must adhere to Ed Code requirements)
RT RUSH ORDER (identify WHEN you need in Comments (Screen Print L2)
FX FAX ORDER TO VENDOR
CF CONFIRMATION ORDER (invoice must be forwarded to Purchasing)
BO BLANKET ORDER (will become a Blanket PO — BPO)
PE EMERGENCY PO (already preauthorized by Purchasing)
CK CHECK TO CAMPUS (provide individual name & phone number after the ltem
Description on the ltems screen (should be included on Screen Print O5)
(6]0) Construction Contract
EO Equipment Maintenance

Line Iltems

Screen Print O1 Detail first to the RQIL screen.

Lirie |tems I _ B‘/_ _ | The RQIL screen is a summary listing all the line items. The following basic
actions can be performed on this RQIL screen:

a) Create a new line item

b) View or maintain information about an existing line item

c) Delete an existing line item

Detail (blue icon) to the RQIM screen to begin entering information.

Screen Print O2
wiRE QM -Fequizition Maintenarﬁe/HmL-H equizition Item List

Req 3 Status: Statuz Date:

Vendor..

Dezcriptian [uantity Eztimated Price Extended Price Tax

ol
-
REEE

Note the tabs at the top. The tab furthest to the right is the active screen. Clicking
on the previous tabs will access viewing capability only. To save any information
entered, execute Save & Update on each screen prior to exiting or leaving.

Screen Print O3
wiREQM-F equisition Maintenance I ROIL-Fequisition ltem List  RQIM-Fequisition tem Maintenance

Requizition;

Wendor Name 1 | =]
Cammodity
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2. Key Fields on the RQIM screen (aka Items screen) to complete:
Line Items Description

Screen Print O4
% Drescription ﬂ
2

Information for very short
descriptions can be entered in this
field.

Screen Print O5

wiREQM-Fequisition Maintenance I ROIL-Requisition [tem List I RQIM-Requisition ltern Mantenance  RGIM-Requisition [tem Maintenance

However, it is recommended to
™ Detail (use blue icon) to a larger
RQIM screen for entering a full
and complete description.

Item Description

+ Always start with the generic noun

Comments (e.g., PR'NTER), followed by
PRINTER, HP LASERJET important details such as size,
2100, COLOR, 1lzZ3ME

T, (ThRED SoREEE, & color, model, product number,
PAPER TRAYS, 60 platform, etc. See Section 2 of the
PAGES/MIN. &£000 SHEET .

CAPACITY, INCLUDES 3-¥R Purchasmg Manual.

ONSITE UARRANTY] |

v' This field has word wrap, but
no spell check.

v' To force a blank line, press the
Enter key (hard return).

v' Every 2 lines = 1 line on Req
printout or PO (50 characters).

SAVE

Screen Print O6 UPIS&ATE
X Q& g 0 @
Screen Print O7

Update record, Cancel record or Feturn to editing

Update Cancel | Returmn |

Est Price
Screen Print P . ) -
DESC[iptiDﬂ ﬂ FRIMTER HP LASERJET Enter the Cost/Price in the field. Written and
: verbal pricing quotes should be noted on the
ﬂ 3100. COLOR, 125HB 2" line in the Printed Comments field (see
E szt Frice | | Screen Print L2). Forward all quotes to
Purchasing attached to the Requisition printout
Calculator (see Section 3-17 of the Purchasing Manual).
All pricing is verified in Purchasing — more
information provided will speed the processing.
Quantity
Screen Print Q Indicate how many.

[luantity I 1

Unit of Issue

How are the items offered, especially when packaged?
Most common codes are:

EA Each
. /
Scrgen PrintR LT Lot
Uniit of Iszue |E4 Each . DL Dollar (used for Blanket and construction orders)

PK Package (if you use this, make sure you indicate how many
are in a package—especially important for science lab orders.
Type “...” (3 periods/ellipsis) in the field to retrieve the full list.
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Optional — for special use by DSC

Screen Print S /N

work Or/Type/Flg |

Screen Print T

Tax Codesz ﬂ

Screen Print U

 ~ STt =

Work Or/Typel/Flq

Tax Codes

does not charge tax.

State, there may be exceptions.

e 58S - Generally the field will default to 5S Sales Tax 7.75%. This code is used for all taxable items
in the State of California. Even when an out-of-state vendor claims they do not charge tax, the
District is legally liable for paying a “use tax”; Accounts Payable will pay the State if the vendor

e Blank — Leave this field blank only if this is a non-taxable item, which include labor, rentals,
services, most magazine subscriptions, as well as memberships. However, according to the

e Manual Tax — When only part of an item is taxable, you must change the tax field to SS (See
Section 10 for instructions on overriding the tax amount.
e If another tax code is required, type “...” (3 periods/ellipsis) to retrieve the entire list.

1. GL Account No — Enter the GL Account Number (aka GL or
budget string) in this field; the last 4 digits comprise the Object
component. A complete list of object codes is located in
Section 9 of the Purchasina Manual for easv reference.

GL Account No
Percent

Quantity

Quantty —— |

GL Acount Mo Percent
1 »

=

GLAm: | <& |

B <«<@&T
]

|_ =

This number represents which budget account number
you are viewing. It is possible to have multiple account
numbers—but only one will show at a time.

Percent — Generally will be
100%. Some requisitions will
be split among 2 or more GL
accounts.

Quantity — Will default to the
total number entered in
Quantity.

GL Amount — Will default to the
total amount for this item.

After completing the GL (Budget) Account Number Area, follow the

seven (7) IMPORTANT steps on the next page.

Special notes when using multiple account numbers...

>

>
>

>

It is possible to pay for each item with multiple account numbers. This division can be done by quantity or dollar
amount. However, in order to complete or SAVE the item, 100% must be allocated.

Quantity — purchase multiple items, using a different account number for each.

GL Amt — Determine the exact dollar amount from each budget account number. May be used for BPO’s or at

year-end when expending remaining monies from various account numbers.

Contact the contract administrator (Grants & Contracts or Special Funds) if you intend to combine Restricted and

Unrestricted Funds; must meet the terms allowed by the grant.
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IMPORTANT!!!!
FINALIZING THE REQUISITION

After completing the GL (Budget) Account Number Area, follow these seven (7) steps:

1 SAVE & UPDATE. Another blank screen will appear for your next line item. (A separate RQIM
screen must be completed for each line item on the requisition — for example, if you are
requisitioning three different items, the RQIM screen must be completed three times.)

2 Upon completing 1 line item, it is best to SAVE out and be assigned a requisition number,
otherwise risk losing all your entries. Cancel out of the blank screen — and confirm Cancel

Screen Print V1 Screen Print V2

B dxYaQ« 739 @O @

Cancel record o Befum to editing

Cancel Fistun

3. SAVE and UPDATE on the RQIM screen and return to the RQIL (summary page).

4. SAVE and UPDATE on the RQIL screen to return to the wfREQM form. SAVE and UPDATE to
be assigned a Requisition Number — write this number down!

Screen Print V3

This Requisition has been assigned a Number of 00005913

ak |

5. If you do not have any more items to enter, proceed to Step 7. If you have more line items to
enter, start at the beginning by entering this requisition number on the Requisition LookUp
window (see Screen Print B) and continue with entering the additional line items.

6. SAVE and UPDATE each screen, back through each tabbed form progressing from right to left.

Requisition Done
7. Inthe Requisition Done field, change the No (N) to a Yes (Y). This action launches (sends) the
requisition forward via Workflow’s Automated/Requisition Approval Process.

Screen Print V. Screen Print V5
R equizition Done R equigition Done “
SDCCD Datatel Colleague Purchasing Training Manual 312

Revised July 2007



Printing the Requisition

Printing the Requisition

A. Open CF; PU - Purchasing; REQ — Requisitions; XSRS — Single Req. Sign Off Print

B. On the Requisition Lookup Window, enter the requisition number (e.g., 14727) and click
OK or press Enter (will look similar to Screen Print W1).

C. Save & Update from the XSRS screen (see Screen Print W2).

D. Verify the following 2 fields (use Screen Print W2 as a sample):

1) Output Device — leave the default “P” for Printer
2) Printer — this field designates the printer (in your area), select by using one of the
following methods:

Enter the alphanumeric code of the printer in the field
special label with this code on the printer in your area
Enter the ellipsis (“...”) and press Enter to retrieve the
the District printers connected to Colleague

Enter “do...” for all District Office printers

Enter “c...” for all City printers

Enter “me...” for all Mesa printers

Enter “mi...” for all Miramar printers

(IT staff may have affixed a
for identification purposes.)
resolution screen listing all

Enter “ec...”, “mc...”, etc. for the appropriate Continuing Education site
Make your selection by:
1) clicking a checkmark in the white box next to the appropriate printer and click the

SAVE icon, or

2) type the Seq number (e.g., 18) and press Enter.
E. Save & Update.
F. The printer will automatically print the form (will look like sample on page 3-15).
G. Click Finish to close the window (See Screen Print W4)

Screen Print W1

#SRS-Single Req. Sign Off Print |

Requizition: 0014727 Statuz: Mat Approvec Status Date:  07/01/07
Initiator W Fieq. Date [O7/01/07
Vendor Mame LI AMERICAN PEST CONTRO d Desired Date | 06/30/03
2 Expire Date
3 [
Printed Commerts _1 [DGCAACILITIES SERVICES ) |
2 )
3 [ 3J53]
Line [tems
Description Quantity Unit Price Extended Price
=B ANKET ORDER®= 1.000 £,000.0000 £.,000.00 d

EEEHEEEE

Fequizition Amt

I

£.000.00
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Printing the Requisition
Screen Print W2

#5R5-Single Req. Sign OFff Print |

Iniitiator IB. J. Franklin Req. Date | 07A00/07
Wendar Name _1 J|AMERICAN PEST COMTROL d Desired Date | DE/30/08
2 Expire Date
___d

Update record, Cancel record ar Feturn ta editing

Update Lancel I Betum |

Drescription B
=< AMKET ORDER™* 1.000 E.000.0000 £,000.00 j

EEEEEEE

I

Requisition Amt B.000.00

Screen Print W3

# Datatel - Colleague_Test - CF =18l x|
File Edit Favorikes Tools Help
QuickAceess[FSGL <] Ed6o | 3 WA X @& 9 @O @
|| *SRs-Req. Sign OFf Single Print |
B4 if Single Frint
Deseription:
Dutput Device [P Printsr Spcler -IF)
Printer
Form Name
Barmer
Copies |1
Dete Time:
Dther Options
_1 [moEiecT _]ﬂ
_2 [T F)
_3 [FrEsD F) -
=2 Page width
[ P?ge t:ngfh
op Margin
g Bottom Margin
=
=
= |
Sl

i /start| (§ & » {32 Datatel UL... = ]2 Mizrosoft ou... ~| B8] Documentz - mic... | e % /g EOGEMN 11em

Screen Print W4
ngle Req. Sign OFF Pri |

Started
LCurrent

Tiotal Elapsed
Est. Completion
Ended

Processed 0 of 0

[” Close automatically when complete Finizh I

Sponled trpUD190800T MPPRT 0V GW vaa' to dal2270b [Ip10). sequence 54094 ;I

Click FIMISH to complete...

-
A F
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Printing the Requisition

Sample of Form
(not actual size)

Receiving Requisition Slgﬂoff Sheet Requisition: 0000625
See Below i . Fodti 014
alor Pattie Grels Requisition date: 07/01/035
Shipping Information Below frattator: Mre::Fatiic rm,ld y “ !
Buyer: Mrs. Ann M. Cavali Desire date: 06/30/06
Commodity code: 615 anproval date:
Vend Priority: BO Approval date:
endor 2003691 Institution 1D: PRIMARY: ] e g
OFFICEMAX NORTH AMERICA PO Number: B6000469
OFFICEMAX A BOISE C Phone : 800-472-6473
9389 DOWDY DR STE A-C Fax
SAN DIEGO CA 92126 Print Date: Sep 27 2006
# Quantity Description Unit Price Ext. Price
1 1.0 LT ***BLANKET ORDER"** 2,000.00 2,000.00

FOR THE PURCHASE OF MISCELLANEOUS OFFICE
SUPPLIES FOR PURCHASING & CONTRACT SERVICES.

FROM 7/1/05 TO 6/30/06

AUTHORIZED PERSONS: PATTIE GRELA OR JUDITH
GRIFFIN, 619-388-6562, DISTRICT OFFICE, RM 270

PRICED DELIVERY SLIP TO BE PROVIDED AT TIME OF
DELIVERY/PICKUP. MONTHLY STATEMENT AND ORIGINA
INVOICES TO BE SENT TO ACCOUNTS PAYABLE AT THE
ABOVE ADDRESS.

***NOTICE TO VENDOR*** PURCHASE OF EQUIPMENT
IS NOT AUTHORIZED UNDER THIS BLANKET PURCHASE
ORDER. NO CHANGES ARE ALLOWED WITHOUT PRIOR
WRITTEN AUTHORIZATION

OF THE DISTRICT PURCHASING DEPARTMENT.,

NOT TO EXCEED PO TOTAL WITHOUT PRIOR WRITTEN
AUTHORIZATION OF
DISTRICT PURCHASING

SUPERSEDES AND CANCELS

PO 500003.
GL: 11_1010_74300_677000_4002 COMM. CODE:

' DOPURCH/ZTO/GRELA

TOTAL:  $2,000.00
Approval Date Page: 1
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San Diego Community College District Vendor ID (Colleague)
Purchasing & Contract Services - 619-388-6562
http://bussrv.sdccd.edu/purchasing

VENDOR INTAKE / SETUP FORM

[ | New Vendor: Complete ALL information below.
[ | Existing Vendor: Enter Vendor ID # (in box at top right) and indicate changes below.
[ | Employee or Student: Complete and send directly to Accounts Payable.

*Name of Company / Corporation

OR
Name of Individual

DBA or acronyms?

Primary Contact Name

Address (to be printed on PO)

L] Add an address sequence [ | Address change
City State Zip Code
Tax ID Information (FEIN #) OR Individual, Social Security #
Resale #
(if applicable)
Telephone Fax Email
Commaodity Code(s) Click here for list of commodity codes.

Click here to retrieve the W-9 Form from the IRS website
http://www.irs.gov/pub/irs-pdf/fw9.pdf

New Vendors must submit a completed W-9 Form

*Note - Notification of Company/Corporation name change MUST originate from vendor.

MINORITY, WOMAN AND DISABLED VETERAN-OWNED
BUSINESS ENTERPRISE CERTIFICATION SECTION

Consistent with State law, administrative regulations, and the District's Equitable Opportunities for Business Enterprises Program, a specific declaration
as to your status is required.

Business Category Ethnicity Specify One
D Minority-Owned D American Indian/Alaskan Native D Sole Proprietor
D Woman-Owned D Asian/Pacific Islander D Corporation
D Disabled-Veteran-Owned D Black/African American D Public Agency/Non-Profit
D Caucasian/White
D Hispanic/Latino
This section must be completed if you want to be naotified by Purchasing of the Vendor ID number.
Name Telephone Fax
Site/Campus/Department Date

Send this Vendor Intake/Setup form to the appropriate Tech listed below. If vendor is new, include the W-9 form.
The Tech's area of responsibility is based on the FIRST LETTER of the Individual's LAST NAME, or the FIRST LETTER of the Company Name.

SDCCD, District Office, Purchasing and Contract Services

Ann Cavaliere (A-E)

Albert Segovia (F-M)

Judith Griffin (N-R)

Arsenia Tantoco (S-Z and #'s)

Rev. 6, 9/13/07



Vendor/Supplier Intake/Setup Form Procedure

Purpose

This form is used for setting up New Vendors in the Colleague Finance System. And recently this form is
also being used for making revisions in the system to an existing vendor (e.g., address change; add an
address sequence, contact information, etc.)

Location & Downloading the Vendor Intake/Setup form:

Open Internet browser and go to http://bussrv.sdccd.edu/purchasing

Double-click the For Employees button on left menu and then click the Forms button under For Employees.
The New Vendor/Supplier Intake/Setup Form is in the Colleague section, download and Save it to your
Desktop, renaming it to match the vendor name. The Tab key may be used to easily navigate through the
form when entering the information. The form may be: a) completed online and submitted via email, or b)
printed, completed in hand-written format, then faxed or mailed.

The Initiator:

For New Vendors

1) Contacts the vendor to obtain the information requested on the Vendor Intake/Setup Form.

2) Completes (or asks the vendor to complete the form) and submits the form to Purchasing preferably via
email. After saving the completed form on your Desktop, select File, Send To, Mail Recipient (as
Attachment), enter the name of the appropriate Tech and click Send. Other options are sending via Fax
(x6893) or use inter-District mail to send the handwritten completed form to the appropriate Tech.

For Existing Vendors

1) Enters the Vendor ID number in the box (top right) of the Intake Form and enters vendor name to confirm.
Enter only the changes needed for that vendor. Send to Purchasing.

Note: Notification of Company/Corporation name change MUST come from vendor.

The Tech:
1) Sets up the new vendor ID number in the Colleague Financial system
2) Enters the vendor ID number on the Intake Form and returns the form to the Initiator. (Note: when

sending via email, press Enter (to move to a different cell) after ID number is entered, then select File, Send
To, Mail Recipient (as Attachment) to return to Initiator.

Any requests for setting up an employee or a student in the Colleague Finance database system are to
be sent to Accounts Payable.

The Tech's area of responsibility is based on the FIRST LETTER of the Individual's LAST NAME, or the FIRST LETTER
of the Company Name. Address to:

SDCCD, District Office, Purchasing and Contract Services

Ann Cavaliere (A-E) x6794

Albert Segovia (F-M) x6564

Judith Griffin (N-R) x6795

Arsenia Tantoco (S-Z and #'s) x6797
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