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Most important thing to remember 
when entering requisitions: 

 
 

SAVE 
 

and 
 

UPDATE 
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XRQM – CREATE A NEW REQUISITION 
Reference Page 

(to wfREQM-Requisition Maintenance) 
 
1. Navigating to a blank wfREQM form (aka Header Screen or Cover Page) from the Main Menu  

(See page 3-2) 
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 OK button (See Screen Print B). 
c. At the window titled “Enter “N” o Number or <ENTER> to assign automatically”, leave the field blank 

and press Enter or click OK button (to assign automatically)  (See Screen Print C).  
d. In the “Alert” window, press Enter or OK (See Screen Print D). 

 
 
2. Key Fields to complete on the wfREQM Form: (Tab key can be used to navigate from field to field) 

Field Name Hints Reference  
Screen Print(s) Page # 

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 1st 4 letters of vendor name F1 through F4 3-3 & 3-4 
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 

Commodity 
See Section 7 – Purchasing Manual OR type “…”; 
3 digit numeric code; capital assets include 1 digit 
alpha; Buyer field will auto-populate appropriately. 

I1 through I4 3-6 

Approvals 
Approvals already granted.  Detail to view APRV 
screen; Workflow will auto-populate Next 
Approvals field.   

J1 & J2 3-7 

AP Type AP Accounts Payable K1 and K2 3-7 

Printed Comments 
Detail to wfRE form; SITE/BLDG-ROOM/DEPT; 
2nd line – Current Quote (<30 days) 
(maximum 24 characters per line) 

L1 through L5 3-7 & 3-8 

Comments Detail to wfRE form  
(Note: this field is different than Printed Comments) M1 through M5 3-8 

Priority  Most often used for Blanket PO’s N 3-9 
Line Items Detail via RQIL to RQIM form (see 3 below) O1 through O7 3-9 & 3-10 

Requisition Done 

N = Unfinished Requisition 
Y = Completed and launches req into the approval 
process, ultimately to be generated into a 
Purchase Order by the Purchasing Department.   

V1 through V5 3-12 

 
 

3. Key Fields on the RQIM screen (aka Items screen) to complete: 
Field Name Hints Reference 

Screen Print(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; 
Percent; Quantity 

1 GL account (budget number) OR 
>1 (may split by quantity) U 3-11 

 

4. SAVE & UPDATE! V1 through V5  



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

Menu: 
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Screen Print A     

 
 
 
 
 
 
Screen Print B    

 
 
 
 
 
 
Screen Print C         

 

Type XRQM in the Quick Access field and click →GO button 

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

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

 
 
Screen Print D    

 Press Enter or OK 
 
 
 
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. 
 



2. Key Fields on the wfREQM Form to complete 
Requisition Date, Initiator 

 
Screen Print E                      

 

Allow the system to default to the current date 
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  Screen Print F1        Vendor ID 

  

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

 
 
 
 
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.    

 
Screen Print F3   

 

Select Vendor by: 
a. Mouse Method:  Click to make checkmark and click Save Icon 
OR  
b. Keystroke Method:  Type # AND press Enter key (or F10 key). 



Vendor ID (continued) 
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Screen Print F4             

 

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. 

 
Address 

 
 
 
 
 
Screen Print G1                        

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 G2                  

 

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). 

http://bussrv.sdccd.edu/purchasing/assets/Colleague%20New%20Vendor%20Intake%20Form.XLT


 
Ship To 

 
 

COMMON SHIP TO CODES 

DC SDCCD Distribution Center (aka Central Receiving) – used by 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 
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Screen Print H1   

  

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

 
 
 
 
 
 
 
Screen Print H2    

 

 

Select correct Ship To Code by: 
1) Click to make checkmark and click Save Icon, 

OR  
2) Type # and click Save Icon 



Commodity 
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Screen Print I1    

 

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 
“…” (3 periods/ellipsis) in the field and press Enter key.   

 
 
Screen Print I2 

 

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

 
 
 
 
 
 
Screen Print I3 

 

Use the Page Down key or the scroll bar to move down the list. 
Select correct Commodity Code by: 

1) Mouse:  Click to make checkmark and click Save Icon, OR  
2) Keyboard:  Type the # AND press Enter key (or F10 key) 

NOTE:  Any equipment with a 
purchase price of $200 or more 
will have a Commodity Code 
ending with an alpha character. 

 
 
 
 
Screen Print I4 

 

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



Approvals 
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Screen Print J1 

   
 
 
Screen Print J2 

 

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 
displayed (use the arrows ▲▼ to view). 

When the req is finalized (see page 3-12), 
detail to this APRV screen to view where the 
req is in the approval process.   
 
The names listed in the right column (Next 
Approvals) are those who still need to 
approve.  Names listed in the left column 
(Approvals) are those who have granted their 
approval.   
 
Note:  Names will auto-populate in the Next 
Approvals column in order of authority level. 

 
 

AP Type 
 
 
Screen Print K1     Screen Print K2 

      

Type AP and press Enter; field will fill in. 

 
 

Printed Comments 
Screen Print L1 

    
 
 
Screen Print L2 

  

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

• 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. 



Printed Comments (continued) 
 
Screen Print L3 
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Screen Print L4 

 

SAVE & 
UPDATE 

 
Screen Print L5 

 

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

 
 
 Comments 
Screen Print M1   

 
 
Screen Print M2 

  

Detail (use blue icon) to open 
Comments (wfRE-Requisition 
Maintenance) screen.

Comments are different than 
Printed 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.   
 
When applicable, include the 
following: 
1. Rep Name & contact info  
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. 

 
 
Screen Print M3 Screen Print M4 

  

SAVE & 
UPDATE 

 
 
Screen Print M5 

 

The field rotated to line 2.   
Click the small Up Arrow▲ to view the info entered. 



Priority 
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Screen Print N 

 
Generally, this field is left blank.  When needed, select the special 2 alpha character code 
by clicking the drop-down arrow and choose from the following options:   
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 Item 

Description on the Items screen (should be included on Screen Print O5) 
CO Construction Contract 
EO Equipment Maintenance 

 
 
 
 
 
 
 
 
 
 

Line Items 
 
Screen Print O1 

 
 
 
 
 
 
Screen Print O2 

 
 
 
 
 
 
 
Screen Print O3 

 

Detail first to the RQIL screen. 

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. 

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. 

 
 



2. Key Fields on the RQIM screen (aka Items screen) to complete: 
 Line Items Description 
Screen Print O4 
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Screen Print O5   

 
 

 This field has word wrap, but 
no spell check.   

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

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

Information for very short 
descriptions can be entered in this 
field. 
 
However, it is recommended to 
Detail (use blue icon) to a larger 
RQIM screen for entering a full 
and complete description.  
 
Always start with the generic noun 
(e.g., PRINTER), followed by 
important details such as size, 
color, model, product number, 
platform, etc.  See Section 2 of the 
Purchasing Manual. 

 
 
 
Screen Print O6 

 
 Screen Print O7 

 

SAVE  
& 

UPDATE

 
 Est Price 
Screen Print P 

 

Calculator 

Enter the Cost/Price in the field.  Written and 
verbal pricing quotes should be noted on the 
2nd line in the Printed Comments field (see 
Screen Print L2).  Forward all quotes to 
Purchasing attached to the Requisition printout 
(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  

  
 

Unit of Issue 
 
 
 
Screen Print R 

 

Indicate how many.

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

EA Each 
LT Lot 
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.

 
 



Work Or/Type/Flg 
 

SDCCD Datatel Colleague Purchasing Training Manual 3-11 
 
Revised July 2007 

 
Screen Print S 

 

Optional – for special use by DSC 

 
 
Screen Print T Tax Codes 

 
 

• 5S - 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 
does not charge tax.   

• 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 
State, there may be exceptions. 

• 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. 

• If another tax code is required, type “…” (3 periods/ellipsis) to retrieve the entire list.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

GL Account No 
Percent 

Quantity 
 
 
 
Screen Print U 

 
 
 
 
 
 
 
 

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 Purchasing Manual for easy reference. 

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

3. Quantity – Will default to the 
total number entered in 
Quantity. 

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

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.    

 
 
 
 
 

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. 
 



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 
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Screen Print V1 Screen Print V2   

  
  
 

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 

 
 
 
 

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. In the 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 V4 Screen Print V5 

       
 
 
 
 



  Printing the Requisition 
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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 (IT staff may have affixed a 

special label with this code on the printer in your area for identification purposes.) 
• Enter the ellipsis (“…”) and press Enter to retrieve the resolution screen listing all 

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 
• 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 
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  Printing the Requisition 
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Screen Print W2 

 
 

Screen Print W3 

 
 

Screen Print W4 
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  Printing the Requisition 

Sample of Form  
(not actual size) 
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   Name Telephone Fax

Date

SDCCD, District Office, Purchasing and Contract Services

Employee or Student:  Complete and send directly to Accounts Payable.  

OR 
Name of Individual

*Name of Company / Corporation

City State

Tax ID Information (FEIN #)

     Ann Cavaliere (A-E)
     Albert Segovia (F-M)
     Judith Griffin (N-R)
     Arsenia Tantoco (S-Z and #'s)

Woman-Owned

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.   

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

DBA or acronyms?

American Indian/Alaskan Native

Business Category

New Vendors must submit a completed W-9 Form 

Primary Contact Name

Address (to be printed on PO)

Commodity Code(s)

Telephone

   This section must be completed if you want to be notified by Purchasing of the Vendor ID number.  

   Site/Campus/Department

OR Individual, Social Security #

Email

Zip Code

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

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

Resale #
(if applicable)

Add an address sequence Address change

Caucasian/White

Hispanic/Latino

Ethnicity Specify One
Sole Proprietor

CorporationAsian/Pacific Islander

Public Agency/Non-ProfitBlack/African American

Minority-Owned

Disabled-Veteran-Owned

Vendor ID (Colleague)

VENDOR INTAKE / SETUP FORM

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.

Fax

Click here for list of commodity codes.

New Vendor:  Complete ALL information below.
Existing Vendor: Enter Vendor ID # (in box at top right) and indicate changes below.

San Diego Community College District
Purchasing & Contract Services - 619-388-6562
http://bussrv.sdccd.edu/purchasing

Rev. 6, 9/13/07



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:  

Vendor/Supplier Intake/Setup Form Procedure

Purpose

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.  

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

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

The Initiator:

For New Vendors

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:

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

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.  

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.  
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