Requisition Inquiry
What’s happening with my requisition?

Once you have completed your requisition, it will be routed by the system for the
appropriate approvals. Once all the approvals are done, it will be forwarded to
Purchasing and Contract Services for the creation of a Purchase Order. Before it
becomes a Purchase Order you can access it via XRQM or RINQ. You may
make changes to the req only if no approvers have approved the req. The best
way to view the req is to use RINQ (Requisition Inquiry).

File Edit Apps Favorites  Options  Help

Mnemonicl leGo | BN dx Q& 9 B @

=3 CF A L4 AP - Accounts Payable
——J AP - Accounts Payable _J BU - Budget Management
_.J BU - Budget Management — ) F¥ - Fived Assets
—-J FiX - Fived Assets _d GL - General Ledger
_.J GL - General Ledger M - Inventary
-J IN - Irwventary _J Pl -Paaled Investments
_..J FI - Pooled Investments —J PP - Physical Plant
_.J PP - Physical Plant —J PU - Purchasing
[Lj——J PU - Purchasing _J P& - Projects Accounting
- PCD - Purchasing Defaults/Codes Def ) FM - Fixed Azsets [mport
[F-id  WEM -Wendor Maintenance —| 4 CC-Communications Management
- APR - Approvals o FR¥ - Financial Reparting Expart
==& REQ - Reguistions CFS - Colleague Financials Setup
C] REQM - Requisition Maintenance /E UT - Utility Master Menu

-[5)  ®RCP - Requisition Copy Double Click on

Requisition Inquiry

RING - Requisition [nguiry
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...... [¢J PROSI- Requisition Ship Ta Inguir
------ Q UMRQ - Unauthorized I n Progres:
------ Q RREG - Requisition R egister
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[
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What’s happening with my requisition?

" — | — — — g — 1
a || RIMNG-Requisition lnguiry
T Outztanding
Requisition Date [D5/11/05 PO Humbers _1 | IF= PO b
Initiatar |Kathleen Dawvns BPD Mumbers _1 | IF]= numaoer
Required Date Comments ;I E]::I
Enpire Date
Yendor 1D | 0034297 Friority |RT RUSH ORDE
WEERERE oize Office Solutions
C/ST/Zp | San Diego I |921 21
Ship To |DC SDCCD Distribution Center
— Appr/Date 1 I = Approvals
Line [tems
Detail in Ciescription Quantity Estimated F'rlc:e Extended Price
for more @ CHaIR, RED WITH CARPET 2.000 250.0000 500.00 Yes j
info @ ESTIMATED SHIFFING 1.000 25.0000 25.00
Taxes Arnounts Item Total 525.00
1 |55 Sales Tax - 7.753% 000 -« Taw Tatal 30.00
2 - Feq Taotal 555.00 |
Contraller Mame Walue 141
- hd

This is the summary page — all the pertinent information is viewable here.

All of the blue icons(aka detail boxes) when clicked on, will detail in and give
you additional information. When you detail in on the items you be presented
with another menu where you need to choose the Item screen you want to view.

Detailing on the Items will bring up this menu....

RING-Requisition Inguiry I
RQIS will take you
. 0000215 Statys Outstandin : e 05/11/05 to the Item
I Summary screen
Decide which . ol fj‘— :
— aMments -
screen you Recuistion lem Inqay. Evpire Date RIN will tak_e_you
want Priority [T AUSH ORDE to the Requisition
T Item Inquiry
i ) screen.
Appr/Date _I
D escription ISeIectedItem e Extended Price Tax And UTEC W|”
1| IF] [CHAIR.REDY 00000 500.00 [Yes =
2 fF) [ESTMATED: [ pr | Cancel | Hep | FD0O0 25,000 take you tO. th_e full
sCE [ : : Item Description
:I“ ® | | 7= | screen
Tanes Amounts Item Tatal 525.00
1 IS5 Sales Tax - 7.75% SD.UDj Tax Tatal 30.00
2 - Feq Tatal 555.00 I Chose one and
Controller Line [tems Walue 1/2 CIICk OK
I
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What’s happening with my requisition?

RQIS- Requisition Item Summary

RIMO-Requisition Inquiy  RAIS-Fequisition lkem Summary |

| v

1 I E] |CHAIR, RED 'WITH CARPET
|

2| E] |ESTIMATED SHIPFING

Wendor _1_|[Bioise Office Solutions ﬁ Dezired D ate: I
Buyer |Vanessa Wwihite Imitiator | Kathleen Downs
Description
Gty Ordered Oty Accepted Estimated Frice Extended Price Tax

2000 | | 250.0000 | 500,00 |Yes

26.00 I

_ | 1000 | I /0000 |
28|
I I I
ArE |
I I I
e I I I
Tares Amaourits Itern Total 525.00

RIIN — Requisition Item Inquiry

RING-Requisition \nquiwl ROIS-Aequisition ltern Summarny  RIIN-Requisition |tem Inquiry

Wendor Mame 1 |[Boise Dffice Solutions ::I

Commadity |E15 Office Supplies: General
Stock No
Description 1 | |[sEFIEH W TH CARPET]
_2|[CASTERS, #245-42-234

Est Price I 2500000 E] I Desired Date

.3 _
@ - [tm PO Status

Quantity IW Fired Asset
Uit of lzsue W VendarPat [

d Trade Disc Amt I—@ I_ FormdBawfloc [ I_ I_
Trade Disc: Pct Comments 1 @:CI
Evtended Price soon ] [

Work Order/Tppe
Tan Codes 1[SS Sales Tax - 7.75% =
GL &ccount Mo Percent Quantity GL Description
_1 [mAoio74s00er7o006e0m 0] [T00000 | 2000 [Logistical Sves : CAP ﬂ
GL At | 500.00 | ]
Proj 1D d

‘ Controller Description Value 1/2

UTEC — Edit Comments...

L

Comments

CHAIE, BED WITH CARPET ;l@
CASTERS, $745-47-234

=

HINE!-F\squlsllmnlnqulryI RBI5-Reguisition [tem Summawl RIIN-Requisition Item Inguiry - RIIN-Requisition ltem nguiry I
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How can | see the Purchase Order?

If a Purchase Order has been created for this requisition, you can detail in on the

Purchase Order.

tel - Colleague_Test - CF

it Faworites Tools  Help

cf 10 | R ax Q% § @ @

| RIMO-Requisition [nguin | Click here if you
want to detail
into the
o — ——— Purchase Order
Requisition Date | 04/13/05 PO Murnbers LI FOD00114
Initiator |Albert Segovia BPO Numbers _1 — or the Blanke':
Fiequited Date [04/28/05 Comments ﬂ—@ﬁ Purchase Order
Expire Date | 06/20/05
Vendor ID |0034612 Pricrity
Name ﬂ ﬁ
Cip/5T/Zp [San Diega [Ca [szioe I
Ship To |DC SDCCD Distribution Center E]
— Appr/D ate Ll | ﬁ
Line Items
Description Cluantity E stimated Frice Extended Price Tax
_1 [ ] [COFIER.CANON MAGERLNM 1.000 8,502 7500 BA02.76 [ves -]
T ul —
3
wy =
Tanes Amounts Itern Total 850276
1 55 Sales Taw - 7.75% E53.96 j Tax Total 658.96
2 - Req Total [ Si6Le2 I_

From here you can see the P.O. and once again you can detail down using the
Blue Icons to see the description and IF the P.O. has been paid, you can even

see the payment information

RIMNG-Requisition Inquiny  PLI004-Purchase Order [nguin |

Click here if you
want to see the

Status Date: 05/,

PO Number: FOO0O0114

PO Date [IEEENE ) PO At | 3.161.72 ReqMOs _1|[o0oo156 IE) =] voucher payment
Appi/Date_1 | | = Youchers 1|[V0000273 Pt information.
Yendar |0 W@ Purged IDs 1] =
Name 1|[S&N DIEGD IKON = Comments 1[[7 IF]=]
Addiess 1 |[7420 Mission Valley Rid = PdCom 1l
Cty/ST/Zp [San Disgo [Ea~ [azioa
Buyer |Wanesza White Initiator |Albert Seqaovia
Ship To |DC SDCCD Distribution Center E]
Line Items
Drescription Item Status Expected Date Tasd
Ordered Accepted Rermaining Uit Price Remairing Price
_1 ) [COFIER CANONIMAGERUNNE [Paid [0a725/08 E
1.000 | 1.000 | | 8,502 7600 |
2\ | | [
I I J =
Remaining T axes Amounts Fiemaining 0.00
1 J Tares [ 000
2 | Tetals [ om0 [
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How can | see the payment information?

When you detail in on the Voucher field it will bring up the Voucher Inquiry
screen. Here you can see when it was paid, how much was paid, the invoice
number and the check number. (Colleague calls all payments ‘vouchers’ — not to
be confused with the District payment via the Voucher Form).

tel - Colleague_Test - CF = 1ol xI],
it Favorites Tools Help
o SHBe | R dX Q% 9 O @ |
=l HINQ-HequisitionlnquiryI PING-Purchase Order Inquig  ¥OUIVousher Inguiry I
Status: Outstanding Status Date:  04/19/05
91E1.72 L
|
Voucher Dt [04/13/08 PO Mo [POO0OTTE ] Rerviou | IF)
Wendor ID E] Comments ﬂl E]:
Mame 1 |[San Diega lkon =| Tatal &mt 8,161.72
Address 1| [7420 Mission Valley Fid = Cash Disc
Ci/ST/2p |San Diego ID’-\ |92‘I 0a
AP Type | AP Accounts Payable Bank Code |WP Wouchers Papable
Due Date | 05/09/05 Pay Youcher |Yes
— Approvals Dates Check Mo/Date |
1 | = Paid Amaunt o
Line Items
Degcription Quaritity Extended Price Irvoice Mo Tax
1 I E] COPIER.CANDM IMAGERUMNNE 1.000 850278 SDI114 iz IS
2
3T
Y . |
Item Tatal 8,502 76
Taxesddmts llISS Sales Tax - 7.75% | E58.96 ::I Currency I
-l ~ P

And since you will be using this inquiry to check on all of your requisitions — you
can add an icon for this report by Right Clicking on the menu item.

B CF A 29 AP -Accounts Papable
—-J AP - Accounts Payable _J BU - Budgst Management
_.J BU - Budget Management ) F# - Fived Aszets
—-J F - Fined Assets _J GL- General Ledger
_.J GL - General Ledger _J IN - Inventary
-—J IM - Inventory _ Pl - Pooled Investments
_.J Pl - Pooled |nvestments _J PP - Physical Plant
_..J FF - Physical Flant —J PU - Purchasing
[Lj—-J PU - Purchasing _J P - Projects Accounting
_.J PCD - Purchasing Defaults/Codes Def o FM - Fixed Aszets Import
—-J WEN - Wendar Maintenance —| _d CC- Communications Management
-J APR - Approvals o FR - Financial Reporting Export
I_é|--J REQ - Requisitions _J CFS - Colleague Financials 7~ |p
I -[5) REQM - Requisition Maintenance T - Utility b &zter ke
#RCP - Requisiion Capy Right Click will allow you to add
RING - Requisition IngfYe's Riel=E0na =" this to your Favorites — See
RIS - Requisiion ltem Summary Section 10 for more info about
RA5! - Requizition Ship To lnguir favorites
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XGLI - GL approvers inquiry form

This inquiry form is to find out who are all the approvers for a particular GL account.

Type XGLI in the Quick Access field and click GO

Quick Access IXG LI - I Elco

#GLI-GL approvers inguiry Farm |

Enter the GL account using
underscores between GL
components — and click OK.

GL Approver

GL &ccts 1D

[12_1956_74260_c72000_6407

ok | Cancel | Detall | Finish Help |

7 E
: i
: i

@

1a

Comment _1 | =

HGLI-GL approvers inguiry form

For this particular GL account,
there are 3 approvers required by

GLMao..: 12 1956_74260 672000 F407 the system. The specific org roles
are listed. See Org Role guide to
interpret.

If you want to see the name(s) of
the person(s) assigned to each

|
@\

GLapprover 1 | role, click the blue detail box to
_2 [7B3GRC4A | open the ORMI screen.
_3 [AITADMINA F
4] ]
5 | ]
6 | l
7 ]
8 | ]
3| ]
10 -]
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SGLI-GL approvers inquing form  ORMI-Organization Role Members

Approval Linsit Yalue

Approval Type

Approval Categary

Fa LD B

[ B o TR o e

I% =
Pri ‘workload
Organization Role Resources Starl ol Percent
Rogers . Charles ', 0m./01/m Tes J

To Exit and return to the Main Menu, click Cancel ALL.

| R dx Q% 9 © @

The org role Title and the
name of the person(s)
assigned to this role are
displayed.
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