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Course Intro C O r e ;p“

Welcome to the eProcurement Course!

Today, we will explore the enhancements introduced by the upgrade to PeopleSoft.

Guidelines for today’s class:

Put cell phones on silent or vibrate

Save your questions for the end of
each unit.

This course will provide an overview
of system upgrades and changes

Welcome to the eProcurement Course!

We ask that during this course you:
* Put cell phones on silent or vibrate and Remain engaged.

* questions can be asked at the end of each unit

In this course we will be covering the new upgrades to PeopleSoft and how they
will affect eProcurement processes.




Course Intro

Trainer - Facilitator — Participant Roles

Trainer Facilitator

e Share the presentation:

* Cover course content Training Material Location
¢ Speak to the functionality e Manage time
e Answer any questions at the e Direct questions from

end of each section participants to the Trainer

at the end of each section

¢ Share the course evaluation
survey: eProcurement
Course Survey

Core P

¢ Ask questions in the chat
throughout the training

NOTE:
* Unable to turn on camera

* Unable to speak

Here is a brief overview of the Roles throughout the training.

The Trainer will :

- Covering the course content

- Speaking to the functionality

- & answer any questions at the end of each section

The Facilitator will:

- Share the presentation

- Manage time




- Direct questions from participants to the Trainer at the end of each section

The Participants will:

- Ask questions in the chat throughout the training

NOTE:

*You will be unable to turn on camera

*You will be unable to speak, so please make sure to

ask your questions in the chat.



Course Intro

Benefits of Fluid User Interface

Intuitive & Easy to Easier Navigation
Use
» Responsive and can » Fast and intuitive
adapt to various navigation
screen sizes » Perform tasks easier
and faster

Caters to Various
Users

» Self-service users

» Agency users

» Executive decision-
makers

A few of the benefits of the new Fluid User interface are:

* It’s intuitive and easy to use
* Easier navigation

* (Caters to various users




Learning Objectives

At the end of this course, you will be able to:

' Create anew requisition

Manage existing requisitions

' Requisition Approvals
. Create new receipts
. Manage existing receipts

The primary goal of this course is to provide an overview of creating new requisitions,
managing current requisitions, approving requisitions, and generating new receipts, all
within the new fluid Ul (User Interface) for eProcurement.




Course Intro

Today’s Agenda

Core P

Course Overview and Objectives

Unit 1: Creating a New Requisition

Job Aids

Q&A

Unit 2: Manage Requisitions

Job Aids

Q&A

Unit 3: Approvals

Job Aids

Q&A

Unit 4: Receipts

Q&A




Fluid interface.

Core P

Unit 1: Creating a New Requisition

In this unit, we’ll cover the process of
creating a new requisition in the updated

In this unit we will explore the process of creating a new requisition in the updated

Fluid UI

» Discuss navigation changes
»Compare revised pages

» Provide an overview of the process once requisitions are submitted




Unit 1: Creating a New Requisition ‘ O reDj

Creating Requisitions Key Points

Requisition Defaults

The requisitioning
process is broken
down into three
(3) steps:

Add Items and Services

Review and Submit

Create Requisitions Key Points

Three (3) step requisitioning process:
1. Define Requisition

2.  Add Items and Services

3.  Review and Submit




Unit 1: Creating a New Requisition

New Look

The fluid interface features tiles for easy navigation.

Core-CT Financials -

eProcurement

Approvals Creale Requsion Manage Requls/tions
— ==
— — = =
= = ==
E@ -t 23
& — [T
]
My Receipts AddiUpdats Recelpes Requisition Accounting Entries
— [
ag I
T o= =1

Canvert Req To Contract

Sourcing Workbench

New Look

Here is a look at the brand new fluid interface. We have highlighted some of the new
tiles you will be using for key eProcurement tasks including the eProcurement tile,
approvals, create requisition tile, manage requisitions tile, my receipts tile, and

add/update receipts tile
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When to use an eProcurement Requisition

) When selecting items from the State Catalog.
) When buying office supplies via Punch-Out.

) When there is a need for a Special Request

) When submitting ITD10, DAS-BID, TSR, or PSA/PQOS Requisition Type.

10

When to use an eProcurement Requisition
When selecting from the State Catalog
When buying office supplies via Punch-Out
When submitting Special requests
When submitting ITD10, DAS-BID, TSR, or PSA/PQOS Requisition Types

10
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Navigation to Create a New Requisition

m Navigate to the Employee Self Service homepage.
m Select Core-CT Financials from dropdown menu.
m Click the eProcurement Tile.

m Click the Create Requisition Tile.

eProcurement Create Requisition
Employee Self Service v

Employee Self Senvice I Nﬁ? 3 ! —
Core-CT Financials ‘ ‘ o0 :
o0 \

Core-CT HRMS

11

Now we will talk about how you can navigate to
creating a new requisition:

To Create a New Requisition:

1.Navigate to Employee Self Service

2.Select Core-CT Financials from dropdown
menu.

3.Click eProcurement Tile.

4.Click Create Requisition Tile.

11
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Unit 1, Part 1: Define Requisition CO rem
-

Requisition Defaults

The Requisition Defaults page is where you fill in your preferences for Header, Line, Shipping, and
Distribution Defaults.

Business Unit and Requester N | -t e -
should default based on the :
User ID. If a user has access to
multiple Business Units, the
proper one must be selected.

< | 0 Q

Default Entry

111

Enter BU/Requester

*Requester | Q|

12

Requisition Defaults

The Requisition Defaults page is where you fill in your
preferences for Header, Line, Shipping, and Distribution
Defaults.

*At this point you can enter the Buyer, The Ship To, Due
Date, and the Chartfield Coding which will be applied to
each line of your requisition. If ordering from the Catalog,
or doing a Punchout order, there is no need to enter the
Vendor, Vendor Location, Category or Unit of Measure as
they will default in with your item. The Account Code will
also populate in the Chartfields1 Section if ordering from
the Catalog (or Punchout), and will override any different
value you enter in the defaults.

*The Distribution Chartfields are now displayed in 3

12



separate tabs (Chartfields 1, 2 and 3).

*Use the Show All Columns icon to display all the fields in
the Accounting Defaults on the same page.

*If the items are Inventory items, click on the Details tab to
enter your IN-Business Unit.

|f the items are Assets, click on the Asset Information tab
and enter your AM Business unit and your Profile ID.

12



Unit 1, Part 1: Define Requisition

Requisition Defaults

Core P

s d ()
Business Unit Requisition Name seescrbnias et
Requester - Requisition 1D
“Currency Priority [Mediur
Card Number
Please nOte: The P Use Procurement Card
Default Options box Detatk Options
has been removed petautt
from the Requisition ————
. Line Defaults
Defaults page. This
functionality is now o Tappls . ":*-w-“v
managed through .
Mass Change, which T —
we will cover later in ik o
Due Date nlion
this course. Distribution Defautts
Ac nting Tag
Accounting Defaults )
Chartfields1 el =

13

Note that the Default options box previously found in between the Header and Line

defaults has been removed. This is now managed through the Mass Change link, which

will be covered later.

13



Unit 1, Part 1: Define Requisition O rem
‘ -

Requisition Types

Requisition Defaults [ Dane

» Header Defaults

The user must select the
appropriate Requisition Type.
Once arequisition is Saved,
the requisition type cannot be
changed. As an example, lets Line Defauits
select Requisition.

Suppller IL a

Suppllar Location a

]ob Aids: Ship To | 1640000558 Q Amsntion
* Types_of_Requisitions_DAS_BID.docx

« BITS-Funded_Assets ITD-10_Requisition_Job- | ... oo . .
Aid.docx SpoodChan a

* BITS-Funded_Assets_ITD-10_Requisition_Job- iz o | o | meemsmai | oonma e
Aid.docx Locaion 1 GLumt =

¢« PSA POS_Requisition.docx 1w acone Q| [swE a al [+] [=

* Types_of_Requisitions_Requisition.docx
¢ Typesof Requisitions TSR EQUIP.docx
* Types_of Requisitions_TSR_MACR.docx

14

It is important to select the correct Requisition type at this stage. Once a requisition is
saved or submitted, the req type cannot be modified. On the left, you will find
hyperlinks to the various job aids for the different requisition types.




Unit 1, Part 1: Define Requisition

Requisition Types

Requisition Types Definition

(Subject to change)

ITD-10 Purchasing IT (Information Technology) Items or Services.

DAS-BID Requisition used to initiate the start of a Bid for a procure ment that is not on contract
or replaces an expiring contract.

TSR-MACR Telecommunications, Moves, Adds, Changes, and Repairs.

TSR-EQUIP Telecommunications Equipment.

PSA Personal Service Agreement, is a formal contract with a personal service contractor.

See CGS (4-212(2)and (3)) | Thjs contractor, whether an individual, firm, or corporation, is engaged by an agency to

-Chapter 55a

provide services in exchange for a fee. The PSA outlines the specific services or end
product that the contractor is obligated to deliver to the agency.

POS
See CGS POS (4-70b (a)1) -

Chapter 50
(Subject to change)

A Purchase of Service Contract is a formal agreement between a state agency and an
organization for the acquisition of direct human services provided to clients.

Regs.

Regs. Covers most requisitions not mentioned in the above types.

Core P

15

Here are the different types of requisitions:

ITD-10 which is for purchasing IT items or services.

DAS-BID are used to initiate the start of a bid that is not on contract or replaces an

expiring contract.

TSR-MACR are for Telecommunication, Moves, Adds, Changes, and Repairs.

TSR-Equip are for telecommunications equipment.

PSA are Personal Service Agreements.

POS is a Purchase of Service Contract.

Reqgs covers most other requisitions.

15



Unit 1, Part 1: Define Requisition ‘ O rem

Requisition Types

Requisition Defaulls

Depending on the

Requisition Type -

selected, a hyperlink
displays under the S
selection. The a
hyperlink opens to e

custom pages that

also require input. —— Sl I— R

Each requisition
should have one L e =
Buyer. [ e 0 : H =

Charfiakist

Defining_Requisition_Obligations.pdf.docx
16

Each Requisition type has a distinct hyperlink that appears below the dropdown menu,
directing you to custom pages that also require input. On this example, the Req Type is
Requisition, which prompts the Obligation Amount hyperlink; the link opens to a page
where values are required for certain fields.

Reminder: each requisition should have one designated buyer. If the requester is NOT
also the buyer, one needs to be entered on the req defaults.

At the bottom, there is a hyperlink to the 'Defining Requisition Obligations' job aid.

16



Unit 1, Part 1: Define Requisition

Distribution Defaults

Percent
- Distribution Line
GL Unit e —
Account

vYVvYywvy

Fund
Dept
SID
Program
Bud Ref

vVvVvyy

Chartfields 3

PC Business U nit
Project

Activity

Source Type
Category

Y vVVVvvYyyY

Subcategory

Entering_Requisition_Defaults.docx

17

Here, you will find Distribution Defaults and ChartFields 1, 2, and 3.

*ChartField 1 includes the following fields: Percent, Location, GL Unit, and Account.

*ChartField 2 contains: Fund, Department, SID, Program, and Budget Reference.

*ChartField 3 features: PC Business Unit, Project, Activity, Source Type, Category, and

Subcategory.

At the bottom, you’ll find a hyperlink to the Entering Requisition Defaults' job aid.

17



Unit 1, Part 1: Define Requisition

Distribution Defaults (cont’d)

» IN Unit
» Budget Date
» Stat

Distribiition Defaults
SpeedChart q

Chartfieids1 Chartfields2 Asset Information Show All
IN Unit 72 Budget Date 11 Stat T2

a 08282024 ]

Asset Information

AM Business Unit
Profile ID
Capitalize

Cost Type
Description

v Vv VY vywy

Diswibution Defauits

Chartfields! || Chartfislds2 | Chartfieldsd
AM Business Unit 1 Puafile 1D 11 Capitalize 11 Cost Type 11

DASM1 a TCNTRLITEM a Nan Cap

Description 71

Entering_Requisition_Defaults.docx

18

The Details tab includes fields for Inventory Unit, Budget Date, and Stat.

The Asset Information tab contains fields for Asset Management Business Unit, Profile

ID, Capitalize, Cost Type, and Description.

At the bottom of the page, there is a hyperlink to the 'Entering Requisition Defaults' job

aid.

18



Unit 1, Part 1: Define Requisition

Create Requisition

View the Navigation Collection on the left side of the Create Requisition Page. The following options are

available:

Core P

[(Jlo o

Create Requisition

Catalog
Web Suppliers

SpECial Requests [ catalog

@ Web Suppliers

Fixed Cost Service £ Special Rquests
B3 Fixed Cost Service

Time and Materials

(@ Time and Materials

Variable Cost Service [ vaiave costsenice

[ Templates

(=]
~N

Templates O Fovoies

Favorites

| Catalog I

19

View the Navigation Collection on the left side of the Create Requisition Page where

you see the following options:

* (Catalog
Web Suppliers

Special Requests
Fixed Cost Service

* Time and Materials
e Variable Cost Service

* Templates
* Favorites

19



Unit 1, Part 2: Add Items & Services

Catalog: Catalog Search

Use Advanced Item Search for precise catalog item results by providing detailed information.

Core P

Advanced Search

| Search Name |

Save Search Criteria

Advanced ltem Search

Description | Contains Any | |

Manufacturer | Contains Any ~| |

Manufacturer ID | Contains Any VI |

Supplier | Gontains Any | |

Supplier ID | Contains Any vi !

ttem 10 [ Contains Any v | |

UPHID |Equals v |

Category ID | Contains Any | |

Supplier item ID | Contains Any vl |

Manufacturer item 1D | Contains Any vi i

Category |_Conla|nsAn;l Vl |

'Avoid using the Search Name function

. —

Use the Advanced Item Search
to search for catalog items.
Enter as much information

available to narrow the search

results and find the exact items
to order.

Please Note: Oracle has removed the “Search by
Contract ID” Field, previously located at the
bottom of the Search page.

20

When you click Catalog, you will be directed to the search page.

The more information provided, the more refined the search results will be.

Avoid using the Search Name field.

Please note that Oracle has removed the Search by Contract ID field.

To search by the CM #, or Item ID, enter the last set of digits between the % wildcard.
Ex: to get results for CM_2157_9014998, only enter %9014998%

20



Unit 1, Part 2: Add Items & Services

Catalog: Catalog Search

Enter desired search criteria and click Search.

Advanced Search x

Seacch Name Q | Searsh Tips

Manufactun

Create Requisition

ftam Casagory

108 D e
K BLUIE BURNISH PADS HLPERFORMANGE SICASE

1AL SUPPLIES NG

PADS HI-PERFORMANGE S/CASE

€ IAMTORIAL SUPPLIES NG

Sresess Sogesac

NISH PADS F

1-PERFORMANGE

$24.69

' Ao Can
$31.54

W Aeame L
2928

e Adate o
f32.09

w snmcn
£36.19

W Aaam can

s T through 230 of 230

Sort By | Description v

21

This is the Advanced Search page, with 'pads' entered in the description field,

displaying a search result of all catalog items containing 'pads' in their descriptions.

21
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Unit 1, Part 2: Add Items & Services ‘ O repn

Catalog
Using the catalog search results, you have the option to add items to your cart or view its details.
Create Requisition — - ‘ : / Click Add to
_ Cart to add
&) s an item to
the shopping
Remember cart.
to only select
single AANCE &

Supplier
Requisitions.

item details.

Adding Itemsto a Req using Search.docx

D-/ Click the

Arrow to show

22

The left panel displays filters where a
single supplier can be selected to
show all results for that supplier

Click the arrow to view item details,
and click Add to Cart to include items
in the shopping cart.

Remember to follow the policy of one supplier, one buyer, and one Requisition per
Purchase Order.

At the bottom is the hyperlink to the Adding Items to a Requisition using Search job aid.

22



Unit 1, Part 2: Add Items & Services

Catalog: Item Details

Core P

The Item Details page provides information about the selected item and allows you to enter additional
information such as the quantity of the item, add to your cart, add to your favorites, and add to templates.

Create Requisition

Item Details

#3050-17 SKY BLUE BURNISH PADS HIPERFORMANCE S/CASE 508265

S

m 0 CM_2157_9014998

JAMITORIAL SUPPLIES INC

23

The Item Details page includes a long description of the item, which can help
determine if it is the correct item to request. The Item ID represents the Catalog

Management number.

For any questions about contract pricing in the catalog, contact a Contract Specialist at

DAS Procurement.

Enter the desired quantity, then click the Add button to include items in your shopping
cart. With the new Persistent Cart Functionality, you can add items to your cart, and
return later to complete your purchase.

23



Unit 1, Part 2: Add Items & Services ‘ O repj

Web Suppliers

To purchase an item through a web supplier, navigate to the Web Suppliers tab and click on a punchout
supplier. Then use the supplier's site to search for an item, choose your quantity, and add it to your cart.

= sty i B St O boesn | Wit >

Create Requisition
; ‘ Step into Clean
with Our Floor
- (are Solutions
| -ﬁ‘u — I ueto 4% o
T I I .o '
o el “i 50%

g 7, Instant Claonb, Lo g 7

Smart Solutlons for m, 35 4 Endlass Corvonlenca. | ﬂ 60 4

Everyday Needs 100 nows s S
Ve . -

24

To purchase an item from a web supplier, navigate to Web Suppliers and select a one of
the punchout suppliers. You can then use the supplier's site to search for items and add
them to your cart.

24



Unit 1, Part 2: Add Items & Services

Web Suppliers (cont’d)

Clicking Continue to Checkout on the Web Supplier’s site brings the user back to the Fluid Checkout page.

am:s
Ext. Price: $11.20

| CONTINUE SHOPPING

Core P

Creats Requisition

Checkout

25

Clicking "Continue to Checkout" on the supplier's site redirects you back to the Fluid

Checkout page.

25
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Special Requests

To add items that are not in the Catalog, use the Special Request tab to describe/add goods to the
requisition. Please note the required fields are marked with an asterisk.

26

Special Requests
*Navigate to the Special Request tab to add items not listed in the Catalog.
*Use the Special Request page to describe and include goods in the requisition.

*Some fields are mandatory (marked with asterisks), such as the Supplier ID, which is
crucial for accurate processing.

*You can choose to share Additional Information with the supplier, which will be visible
on the purchase order or receipt pages.

26



Unit 1, Part 2: Add Items & Services

Fixed Cost Service

Use the Fixed Cost Service page to request a onetime service for aflat fee.

Example: A
contractor is hired to
repair electrical
panel. The contractor
will complete all
necessary repairs for
the price of 5$1500.

Create Requisition

0l Catsiog Fixed Cost Service

Repsa Eectrcat Panet
£ Specal Reauasic e

3 Fined Cont Sarvice Price | 1500.00

27

Fixed Cost Service

*Use the Fixed Cost Service page to request a one-time service for a flat fee.

*Example: A contractor is hired to repair an electrical panel, completing all necessary
repairs for a total price of $1,500.

27



Unit 1, Part 2: Add Items & Services

Time and Materials

Core P

Request a service for which the fee is based on the time worked and there is a cost for materials.

Time and Materials

Example: A plumber is
hired to repair a broken
water heater at an
agency. The plumber will
complete the repairat
the rate of S50 per hour.
The job is expected to
take 4 hours. A new part
is needed to make the
repair ata cost of 575.

28

Time and Materials

*Use the Time & Materials link to request a service where the fee is based on the time

worked and includes costs for materials.

*Example: A plumber is hired to repair a broken water heater at an agency. The
plumber charges $50 per hour, with the job expected to take 4 hours. Additionally, a

new part costing $75 is required for the repair.

28



Unit 1, Part 2: Add Items & Services ‘ O rem

Variable Cost Service

Variable Cost Service tab is where the amount of time to make the repair or service is unknown and there
are no materials required

[ canming Variable Cost Service

Example:

Troubleshooting e = :
computer issues @ a bl e

cost of $125/hr. not o e
knowing how many S pete = .

hours it may take.

29

Variable Cost Service

*Variable Cost Service applies when the time required to complete the repair or service
is unknown.

*No materials are needed, and the total cost is unknown.

*Example: Troubleshooting computer issues at a rate of $125 per hour.
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Templates
Add a template to a requisition by selecting it and clicking “Add” on the Templates tab.

Create Requisition

= Checkout
equisition Uefaults
R n t: — Checkou

[l catalog Templates

1 row

% Web Suppliers
Description Quantity

Q Special Requests prm—
Eye Wash ‘ |' Add! | » !

[} Fixed Cost Service

I
I[ [ Manage Personal Templates ‘
(3 Time and Materials |

7} Variable Cost Service Personal Templates |--up\‘|@|
1 row
] Tempiates “Hempiste Naing *Description _ Allow Sharing -
1 [Test Template ] Eyewash ] Ne | \ Share Detais | \ Detais | I+ | = |
O Fauties Copy Personal Template Retum fo My Profile
Add,Delete,Share Templates (Create Requisition).docx 30
Templates

*Use the "Add to Template(s)" button to save requisition lines for future use.

*Select the line(s), click "Add to Template," and choose an existing template or create a
new one.

*Access templates from the Templates tab on the Create Requisition page.

*To add a template to a requisition, select it and click "Add" on the Template Tab.
*Pricing will update automatically with new Catalog requisitions.

*Inactive items will not be available for checkout.

*To delete templates, click "Manage Personal Templates," select the template, click the
minus sign "-", confirm the deletion, and then click "Done."

*A hyperlink to the Add/Delete/Share Templates job aid is available at the bottom of
this slide.
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Favorites

Add frequently purchased items to the Favorites tab to simplify future requisitions.

< o o 3 a : @

Create Requisition

el
Requisition Defaults = Checkout

[ catalag Favorites

% ‘Web Suppliers

I | Add to Favorites Groups |
> Favorites Groups Delete a Favorite
£ Special Requests Favorites - Ung rounM B 1 row

I E addte 'rwslste-a” @ Delete Selected I

| Item Description Supplier Name Price Currency UOM Quantity

| pda H Add to Favorites Group(s)

3 Fixed Cost Service

Gé Time and Materials

PERIAN  noBLE suPPLY |—

BloGisTice | 10327 USD  CA 1 |e—m| [ Detete | \_>|
£+l Variable Cost Service LLS L Pl —_—
[ Templates
7 Favorites
[
Adding Favorites to Favorite Groups (CreateRequisition).docx 31
Favorites

*Add frequently purchased items to Favorites for easier future requisitions.

*To add an item to Favorites, click "Add to Favorites" and confirm by clicking the "Done'
button.

*To delete a Favorite: Go to the Favorites Tab, click "Delete," and confirm the deletion.
*To add a Favorite item to a requisition, edit the quantity and click "Add."

*Group Favorite items by selecting checkboxes, clicking "Add to Favorites Group(s),"
and providing a name and description for the group.

*An exclamation icon indicates inactive items, with a hover-over message for more
details.

*Pricing on Favorites automatically updates with each new Catalog pricing.

*A hyperlink to the Adding Favorites to Groups job aid is available at the bottom.

31



Unit 1, Part 2: Add Items & Services ‘ O rem

Shopping Cart

Click the Shopping Cart icon for the Cart Overview. The Cart stays active, updating as you add items. Always
click the shopping carticon before adding items to a new req to ensure there are no unneeded items left
from a previous session.

Cart Overview

1 Item(s)
Order Total  148.14 USD

Create Requisition

oy #3050-17 SKY BLUE BURNISH
) caog PADS H.PERFORMANCE 5ICASE
598265 ‘ @ |

24.69 USD "6 Case s

32

Shopping Cart
*Click "Shopping Cart" for an overview of your cart.
*The cart remains active, updating as you add items.

*Take advantage of the Persistent Cart Functionality to save your progress in between
sessions and return later to complete/save your order.

*Even if the cart icon shows a zero, always click it to check for any unneeded items left
from a previous session or requisition (this is a known Oracle bug).

*Select the Checkout button to bring up the Requisition details

32



Unit 1, Part 3: Review and Submit

Checkout

Core;’p’ﬂ

Select the Checkout button to bring up your Requisition Summary, Justification Comments field, and Requisiti

Lines Overview.

Create Requisition

Requisition Summary I

Justification Comments

Requisition Lines Overview

SelectAll Actions

Priority | Medium »

o0 Type | Requisition
Dispaich Method | Print

Order Total 148.14 USD

Clicking the Schedule

Details button brings

you to the Schedule
Details page.

Clicking the > brings
you to the Line

#3050-17 SKY BLUE BURNI Details page.
‘v\l ftam D CM_2157_5014538 Quanlty_ g of Measure  Price  Cumency  Total
£ Supplier € & C JAMITORIAL SUPPLIES INC 6 cA 2469 USD BRI
[ Line Comments £ Delste
Order Total 148.14 USD
33
Review

* Select the “Checkout” button to access your “Requisition Summary,” “Justification

Comments” field, and “Requisition Lines Overview.”

* The lines added to the requisition will display in the “Requisition Lines Overview”

box.

* Clicking the arrow will expand each line for review and editing.

* Clicking the Schedule Details button brings you to the Schedule Details Page,

including Distributions.

33
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" -
¥ Line1

Line Details i zamme

‘SEASE S5as .
e o Suemmary

Purchasing Authority
defaults to Contracts

The Contract ID will
default on Catalog items
and Punchout
requisitions but must be
entered for Special
Requests that have a
purchasing authority of
Contracts.

The requisition cannot
be saved without a
Contract ID if the
purchasing authority is
Contracts.

34

Line Details

*Click the Line Details tab to access the Line Details page.
*All information on this page defaults automatically.

*The Purchasing Authority defaults to Contracts.

*The Contract ID will automatically populate for Catalog and Punchout orders, but it
must be entered for other Regs with a Purchasing Authority of Contract.

34
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Schedule Details

Requisition Line Details.

» Used to manage and
track the delivery ! it
schedules of v il 105017 $Y BELIE BURINIS PADS HLPERFORMANCE SCASE S81215

requisition line items.

» Specify important
details such as delivery =i
=1
dates, quantities, and D

locations for ordered
goods or services.

» The pagealso provides
access to Distributions
ChartFields.

35

Schedule Details
*Select the Schedule Details tab to access detailed schedule information.

*This section provides a comprehensive item summary used to manage and track the
delivery schedules of requisition line items.

*Specify important details such as delivery dates, quantities, and locations for the
ordered goods or services.

*The Schedule Details tab also offers access to the Distributions ChartFields.

35
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Split Funding

To split the funding for this line, click the + sign to add another distribution row under the distributions drop
down.

..................... [ou]
"

ePro Split Funding.docx 36

Split Funding

*Click the arrow to expand the line for editing.

*Navigate to the Schedule Details tab.

*Click the Distributions dropdown to expand and display the Accounting Lines.
*To split the funding for the line, click the + sign to add another distribution row.

*Enter the additional ChartField information, ensuring to adjust the percent field to
reflect the correct value for each line.

*A hyperlink to the ePro Split Funding job aid is available at the bottom.
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Mass Change

[cancel Mass Change |l
» The Default Options box it Ioramation
has been removed from Note: The information below does not reflect the data in the selected requ]S\[lOn lines. When the 'OK' button is clicked, the data entered on this page will replaCe the
the Req ui siﬁon Defaults data in the CO”ESpOndiHQ fields on the selected lines that are available for sourcing
Thisf i lity i Stigiplisr1D ‘7‘1‘ Buyer i a’i
page. Thisfunctionality is - e —
now handled through sebeigars | 0000 @) Categoy | 9
Mass Change « Shipping Information
Ship To |0640000558 Q| Due Date | =]
) Load Values From ‘ Add One Time Address | Attention | |
Defaults fillsin fields with Ship Via | COMMON a
information from the Corfmaaty Freight Terms |FOB DEST q_}

ReqUISItI on DefaUItS. + Distribution Information

) s Changes made to the “Apply Distribution
fields on the Mass Changes
Change page will

All Distribution Lines ~ ‘

Please enter GL Business Unit before selecting other chartfield values

1row
override the Requisition Chartfields1 H Chartfields2 H Chartields3 H Detalls H Asset Information H Show All ‘
Defa UItS' Distribution Line 1 Percent 7L Location 1. GL Unit 11 Account T4
| | [acore a| [smaE al | a| \:\ \f‘
Using the Mass Change Link.dox 37

Mass Change

*The Default Options box has been removed from the Requisition Defaults page. This
functionality is now handled through Mass Change.

*The Load Values From Defaults option populates fields with information from the
Requisition Defaults.

*Changes made to fields on the Mass Change page will override the Requisition
Defaults.

*A hyperlink to the Using the Mass Change Link job aid is available at the bottom.
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Mass Change

Core P

To edit multiple lines on a requisition, select the desired lines by checking the boxes in front of the lines or
the Select All check box and click Mass Change from the Actions drop down menu.

(cancel|
+ Line Information

Note: The information below do
data in the corresponding fields on the sef

Supplier Locs

v Shipping Information

v Distribution

*Apply Distri

Distribution Line 14

Mass Change
s not reflect the data in the selected requisition lines. When the ‘OK’ button is clicked, the data entered on this page will replace the Youl 14834 USD
lected lines that are available for sourcing
Supplicr ID \ Q] Buysr ‘ &i
o | &y Category | Q)
Ship To | 0640000558 Q] Due Date | =]
Retrofit field changes to the selected existing requisition lines/schedules not already sourced to POs.
OK | | Cancel |
" | ANl Distribution Lines v
Please enter GL Business Unit before selecting other chartfield values
- 1row
Chartfieldst H Chartfields2 H Chartfields3 ” Details H Asset Information H Show All
Percent T Location 1l GL Unit 14 Acc sroer Total 148,94 USD
| | |acore Q| |state al | al [+] [—]
Load Values From Defaults
38

Mass Change

*To edit multiple lines on a requisition, select the desired lines by checking the boxes in
front of each line or use the Select All checkbox.

*Click the Actions dropdown and select Mass Change.

*On the Mass Change page, click the Load Values From Defaults link to view the

current chartfields from the Req Defaults page.

*Edit the fields as needed, and click the Done button when finished.

*A pop-up window will appear, asking if you want to “Retrofit field changes to the

selected requisition lines/schedules not already sourced to POs.” Click OK.
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Line Comments and Attachments

Click the Line Comments icon to add comments for a particular line. The line comments can be directed to
the Supplier and display on the purchase order; display on the Receiving pages; or display on the Voucher
pages. Select the appropriate checkbox(es).

Send to Supplier

hhhhhhhhhhhhhh

Line Comments

*Click the Line Comments icon to
open the Line Comments and
Attachments for a specific line.

*Line comments can be directed to
the Supplier and will display on the
purchase order, receiving pages, or

39



voucher pages accordingly. Select the
appropriate checkbox(es)
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Line Comments and Attachments

In Line Comments and Attachments, the user can Add Attachments to the Requisition.

\ e isition Line C. and = m File Attachment ” m - .
¢ " +|[= Choose From o . —
i y B

omments
aaaaaaaaaaaaa mments E
1200 - eProcurement ILT P
Comment Text
s I N
st o

File Attachment * m File Attachment || Remuisition Line Comments and Atischmants
From s From — R

@_ o512 ancsl2003 slsx
)] File Size 31KE

test2 exeel2003 xbux
@ Flls Size: 31KB

Comments_and_Attachments.docx 40

In the Line Comments and Attachments page, users can also add attachments that
allow requesters to communicate supplemental information and requirements to
suppliers, approvers, and other Core-CT users, and are always tied to the requisition.

Use the Add Attachments button to include supporting documentation with the
requisition.

Once the file is uploaded, Click Done.

1.  Click the Add Attachment button.
2.  Click the My Device button.

3.  Select the file you wish to attach.
4. Click Open.

5.  Click Upload.

6.

7.

Click Done again once all attachments are added.

Attachments are permanently associated with requisitions, and once sourced, they
carry over to the purchase order. Attachments will be sent to the supplier when
the Send to Supplier box is checked and the PO is dispatched via email.

* At the bottom, there is a hyperlink to the Comments and Attachments job aid.
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Save and Submit

The Submit button saves the requisition and initiates workflow. The Confirmation page will display. The Save
button will save the requisition without initiating workflow. The system will assign a Requisition ID but will
not display the Confirmation page.

Save and Submit

*The Submit button saves the
requisition and initiates the
workflow. A Confirmation page will
display, and the requisition will be
routed to the Req Amount Approver
1's approvals list.
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*The Save button saves the
requisition without initiating the
workflow. The system will assign a
Requisition ID, but the Confirmation
page will not be generated/displayed.
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Confirmation Page

The Confirmation Page displays after clicking the submit button. From this page you can View Approval
Chain and view a Print Preview.

Confirmation Page

*The Confirmation page appears after
clicking the Submit button.

|t displays summary requisition
information, including the
Requisition ID generated upon saving
the requisition.

*Click the View Approval Chain
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button to see the approval status
path with the approvers in the
workflow.

*Click the Print Preview button to
view a printable version of the
requisition (Note: The State of CT is
intended to be paperless, so printing
may not be necessary). A pop-up
window will appear asking, “Do you
want to print the requisition with
distribution details?” Click Yes or No
to proceed to the printable view.

*You can edit the requisition by
clicking the Edit Requisition button.

*To return to the My Requisitions
page, click My Requisitions.
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Creating Requisitions: Key Points

Three (3) step requisitioning process:

Requisition Add ltems and

Defaults Services

Core P

Review and
Submit

43

Create Requisitions Key Points

Three (3) step requisitioning process:
1. Define Requisition

2. Add Items and Services

3. Review and Submit
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Unit 1: Key Points

Comments can be routed
to the vendor with the
PO, display on the
receipt, or display on the
voucher.

Attachments can be
included and sent to the
supplier with purchase
orders dispatched through
email.

Creating Requisitions: Key Points

You can Split Funding
and assign Distribution.

Core P

The Confirmation page
provides summarized
information and lets
you know the
requisition has been
submitted successfully.

You can save
requisition lines as
Favorites and/or
Templates to create
new requisitions.
Templates can be
shared.

44

Key Points Continued

*Comments can be routed to the vendor with the purchase order, displayed on the

receipt, or shown on the voucher.

*Attachments can be included and sent to the supplier with purchase orders dispatch

through email.

*The Confirmation page provides summarized information and confirms that the

requisition has been saved successfully.

*You can save requisition lines as favorites and/or templates.

*Funding can be split, and distributions can be assigned accordingly.
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Updated Job Aids

Requisition Type: Requisition Types_of_Requisitions_Requisition.docx
Requisition Type: TSR Equipment Types of Requisitions TSR EQUIP.docx
Requisition Type: DAS Bid Types_of Requisitions_DAS_BID.docx
Requisition Type: ITD-10 Types_of_Requisitions_ITD-
101_Agency_Funded_IT_Purch.docx
Requisition Type: TSR MACR Types_of_Requisitions_TSR_MACR.docx
Requisition Type: PSA/POS PSA_POS_Requisition.docx
Entering Requisition Defaults Entering_Requisition_Defaults.docx
Creating a TSR Requisition Creating_TSR_Requisition_Job_Aid.docx
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Here are all the job-aids associated with Creating a new
requisition.
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Updated Job Aids

Job Aid Name Job Aid Links

Creating a Multiple Distribution Requisition creating_multiple_distributions_reqg.docx

BITS-Funded Assets ITD-10 Requisition BITS-Funded_Assets_ITD-10_Requisition_Job-Aid.docx
Adding Favorites to Favorite Groups (Create Requisition) Adding Favorites to Favorite Groups (CreateRequisition).docx
Add/Delete/Share Templates (Create Requisition) Add,Delete,Share Templates (Create Requisition).docx
Adding Items to a Requisition Using Search Adding Items to a Req using Search.docx

Comments and Attachments Comments_and_Attachments.docx

Defining Requisition Obligations Defining_Requisition_Obligations.pdf.docx

ePro Split Funding ePro Split Funding.docx

Using the Mass Change Link Using the Mass Change Link.docx
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What Questions Are There?

) Post questions within the chat

47

Are there any questions about what was discussed in Unit 1: Creating Requisitions? If
you have any specific topics or points you'd like to revisit, feel free to ask!

47



Core P

Unit 2: Manage Requisitions
. ‘ \_' L 3 )U

-.-__
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é

In this unit, we'll explore how to manage existing
requisitions, perform key tasks using the Fluid
interface, and cover navigation changes.

48

Manage Requisitions

In this unit, we will explore how to manage existing requisitions, perform key tasks
using the fluid interface, and discuss navigation changes.

*Managing Existing Requisitions: Learn how to find, edit, and update requisitions as
needed.

*Key Tasks: Familiarize yourself with essential actions in Manage Requisitions

*Fluid Interface: Understand how to navigate the updated interface for a more
streamlined experience.
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Navigation to Manage Requisitions

m Navigate to the Employee Self Service homepage.
m Select Core-CT Financials from dropdown menu.
m Click the eProcurement Tile.

m Click the Manage Requisitions Tile.

Employee Self Service v

Core-CT HRMS

eProcurement Manage Requisitions
o 0 L

49

To access My requisitions using the fluid
interface:

1.Go to Employee Self Service.

2.Select Core-CT Financials from the
dropdown menu.

3.Click on the eProcurement Tile.

4.Click the Manage Requisitions Tile.
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My Requisitions

The Manage Requisitions tile will default to the My Requisitions page, which contains the requisitions
created by the user, for their default Business Unit, within the last seven days. Filters can be adjusted
accordingly to expand or narrow your search results.

| (Cance! Filters m_l
Business Unit | DASM1 Q| Reguisition Name
My Requisitions —— —_—
Requisition
Rt Soaecd || Mepsrs Saach

al

—

50

My Requisitions

* The Manage Requisitions tile will default to the My Requisitions page, which
contains the requisitions created by the user, for their default Business Unit, within
the last seven days.

* Click “Filters” button to edit the search criteria. The
defaults are Business Unit and Requester. The Date
From and Date To default to the previous week.

 The Requests Status defaults to All but Complete.

 Use any of the other filters to expand or narrow your
search results.

 you also have the ability to search by Budget Status to
bring up Reqgs in budget error
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Actions

Click the Actions drop down list to select an action for the requisition you are working on. Use the Manage
Requisitions page once a requisition has been saved to edit, cancel, and copy requisitions. You can also view

the Request Lifeline, Approvals, and a Printable Version.

Business UniURequisition 1D 11 Requisition Date T4 Requester 1 Name Request State 74 Budget Status 1 Total Asount T2

DASM1/0000008920 0804/2024 DAS: Pending hat Chicd 2653 USD
0000008918 DASM1/0000008518 DEZT/2024 Das Pending Mot Ghicd 5417 USD
0000008917 DASM1/0000008917 08132024 DAS Pending hit Chicd 5417 USD
000000BE1E DASM1/0000008316 077312024 DAS Pending Mz Chicd 5417 USD
Test0723_1 DASK1/0000008513 07232004 DAS. Pending Mot Chit 887.10 USD
Test 0723 DASM /0000008512 07/23/2004 DAS: Pending Mot Chkd 837,10 USD
ore2 DASM1/0000008911 O7/49/2024 DAS Pending Mat Chikd 887,10 USD
0718 test DASM1/0000008910 07192024 Das Pending Nat Chicd o87 10uUsD
TEST HOLD BUTTON DASM 10000003903 O7/182024 DAS Canceled Valid 000USD
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Actions

o) Click the “Action” drop down list on the left to see the available options for a
particular requisition depending on the roles that are assigned to your user ID by
Security.

o The Actions that display are Details, Copy, View Print, Cancel, Edit, and View
Approvals.
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Unit 2: My Requisitions

Details

Core P

The Details page displays a Requisition Summary, Requisition Lifeline, and the Line items of the Requisition.

+ Requisition Summary

itam
Image

i Description 71

Line 1 - ACCORDION EXPANDING FILE
POCKET - LEGAL - 8 50 INCH X 14 INC

me ILT Example

it DASM1

Requisition 1D 000000BS20

o 09042024

State Panding

B

B

EE

Trem 1D 11

CM_2157_4412100

ShipTo i Line State 1

0840000558 Pending Approval 1 Box 2653

Line Details

dBy DAS.

A Not Checked
al Amount 26 53 USD

i

8

Quantity 73 UOM 13 Price T4 Total Amount 11

26.53UsD

®

CancelLine
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The Details page provides a Requisition Summary, a visual Requisition Lifeline, and a
list of the Line Items included in the requisition.

52



Unit 2: My Requisitions

Copy

The Copy action allows users to quickly duplicate an existing requisition

Checkout page. Users can not copy Punch Out requisitions.

Core P

. Updates can be done on the

Create Requisition

Edit Shopping Cart

1 itemis) o buy now.
~ Requisition Summary
Business Unit DASMI

Requisition Name [ILT Example 3 |

Requester DAS-
Currency USD

Item Description 1. Status 1. Price 71

#3050-17 SKY BLUE BURNISH PADS HI-PERFORMANCE 5/CASE 598265 Open 24869

Total 148.14USD

e
Comtnus shoppng | [ pdats Cart ‘

4 iy 7, Unitof
Curency 11 Quantity 71 Ot

Copying an Existing Requisition.docx

53

Copy Feature

This feature is especially helpful for creating new requisitions based on previous orders,

saving time by replicating all line items, quantities, and other relevant details from the
original requisition. Users can then modify any copied information as needed via the

checkout page.

The req type defaults to Requisition on the new req, and the user must change it if

necessary.

Please note that Punch-Out requisitions cannot be copied.

At the bottom, there is a hyperlink to the Copy an Existing Requisition job aid.
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View Print

The View Print action will display a printable version of the requisition.

Busingss UNE. DASH. Requester. Status: Fendng
Requisiton: (000009323 Requested By: DAS Cureney: USD
Requisition Name: LT Exarle 2 Entered Date: 21524 Requisition Total: 143,14
Obligation Amourt. 145,14 Start Date for Gen Standing PO 2020-08-18
End Date: 20250530 Custom Field 1- PRN

The User WiII be aSked s an‘ ADS HI-FERFORMANCE SICASE cA 48
if they want it with or i saese  roseicon
without the distribution R

details displayed. e e

fion: #3030-17 S BLUE Quantity. & UOM Prgs:  Lins ol 145 1% Cniret ID: 21PSRE103A8

Shipping Quantity: &

sion. DAS. 8 Dats: = Shipping Tots: 14614
Ship Via: COMMON Freight Terme:FO3 DE5T Hi
Uni
Diat Py Losatan @y et Amoumt  GLUT “Aczount
o acoR 500 7 =
Do you want to print the requisition with distribution details ? 3 Funa Frogam ST
opnary B Projact Opmam
‘ Yes | | No | s acena -
GL Bass Amount Currency ‘Sequancs. Capitaica
T uso [ [
Diat. ‘Statue Lacaban aty Fecanl “Amount LUt “Hocount
BcoRE 100 7 338
Dot Fune o
owszm 000 o
OpnaTy B o OpemAm
: NPT Des_now [
| GL Bass Amaunt ‘Currsacy Saquene Capitziizs ‘
w u ]
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View Print

The View Print action displays a printable version of the requisition. The user will be
prompted to choose whether to include distribution details or to view it without those
details.
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Cancel

The Cancel action will cancel the requisition.

This will cancel your entire requisition. Are you sure you want to do this? Requisition 0000008921 Canceled
‘ Yes ‘ No | I OK ‘
<0 O n: @
My Requisitions H
‘ Requisition Search H Keyword Search |
2rows
Action 1, Requisition Name 14 Business Unit/Requisition ID 1t Requisition Date 74 Requester Name 14 Request State 14 Budget Status . Total Amount 4
© ILT Example 2 DASI/I1/0000008921 09/0412024 DAS. Canceled Valid 0.00 USD \ > \
Q ILT Example DASM1/0000008920 09/04/2024 DAS Pending Not Chk'd 26.53 USD >
Canceling a Requisition job aid.docx
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The Cancel action will terminate the requisition. You will be prompted with, "Are you
sure you want to do this?" Once canceled, the request state will be marked as

canceled.
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Edit

The Edit action allows the user to edit the requisition. A pop-up window appears, indicating that editing a
requisition may restart the approval process. Click ‘OK’ to acknowledge. Click Checkout to proceed.

This requisition is pending approval. Editing this requisition may reinitialize approval process

\ oK ‘ Cancel

53 usD 1 8 1 Detetr

Total 26.63 USD
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Edit

The Edit action allows the user to modify the requisition. A pop-up window will appear,
informing you that editing a requisition may restart the approval process. Click ‘OK’ to
acknowledge this message, then click Checkout to proceed. You can make Req
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Edit

Click the Schedule Details button or the > to navigate to the Line Details page to make edits to the
requisition.

Create Requisition

=3
Checkout
order Total 148,44 USD Clicking the Schedule
Regutsimon Summary Details button brings you
e Sies Prioity [ edum v to the Schedule Details
e Lo " page where Distributions
————— / are displayed.

Clicking the > brings you
to the Line Details page.

57

To make edits, click the Requisition Defaults hyperlink, or Schedule Details button or
the arrow ">" to review or change the Line Details/ Schedule Details pages.
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View Approval

The View Approval action allows the user to see where the requisition is in the approval process.

Approval Chain

Amount Approval
< ILT Exampla Pending

Start Now Path

Req Amount Approval

Z Pen
REQ AMT APPROVER 1
Req Budget Approval
Awaiting Further
T ILT Exampla Approvals

Start New Path

Req Budget Approval
Bl Not Routed +

REQ BUDGET APPROVER
Line Numbies  lism Description Merchandias Amourri  Supplier Name Contract Purchaning Aumoriy Req Purchasing Approval

| #3050-17 XY BLUE BURHISH PADS 4 PERFORWANCE SCASE 598785 mE i UsD C 3C JANTORIAL SUPFLIES IC I conT Awaiting Further
2P v
ILT Example Approvals

Start Mew Path

Req Purchasing Approval

Gl ot Routed +

AEQ PUHCH APPROVER

Review_Approval_History_Job_Aid.docx 58

Approval Chain

The Approval Chain action enables the user to see the current status of the requisition
in the approval process.

At the bottom, there is a hyperlink to the Review Approval History job aid.
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My Requisitions Key Points

Click Actions drop down list to select an action for the requisition you are working on:

Core P

) Details: Displaysthe requisition lifeline.

Actions X
y Re Details ) Copy: Copies the original requisition line details
and coding. Punch-Out Requisitions cannot be
copied.
Reql Copy bhword Search
View Print ) View Print: Brings up a Printable version.
) Cancel: Displaysa pop-up window confirming you
Cancel wish to cancel the requisition.
Actio ) il Business Unit/Requisition ID 1
Edit ) Edit: Allows users to edit the requisition (name,
quantity, etc.)
ﬁ Q, View Approval AESM1/0000005658
) View Approval: Displayswho approved the
@ Test Reg 04091 AESM1/0000005657 requisition and at what stage in approvalsitis
currently.
59
To review:

Click Actions drop down list to select an action for the requisition you are working on:

v

Details: displays the requisition lifeline

Copy: Copies the original requisition line details and coding. Punch-Out
Requisitions cannot be copied.

View Print: Brings up a printable version.

Cancel: Brings up a pop-up window confirming you wish to cancel the requisition.

Edit: Allows users to edit the requisition (name, quantity, etc.)

View Approval: displays who approved the requisition and what stage in
approvals it is currently at.
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Updated Job Aids

Job Aid Name Job Aid Links

Copying an Existing Requisition Copying an Existing Requisition.docx
Review Approval History Review_Approval_History_Job_Aid.docx
Viewing a Copy of a Requisition Viewing_a_copy_of_a_REQ.docx
Canceling a Requisition Canceling a Requisition job aid.docx

Job Aids for Managing Requisitions
Here are the job aids associated with
managing requisitions:

1.Copy an Existing Requisition -
Steps for copying requisitions based
on past orders.

2.Review Approval History -
Information on checking the approval
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status of requisitions.
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Core P

What Questions Are There?

) Post questions within the chat

61

Are there any questions about what was discussed in Unit 1: Creating Requisitions? If
you have any specific topics or points you'd like to revisit, feel free to ask!
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Unit 3: Approvals

In this unit, we’ll go over the Approvals process. This
session will guide you through the streamlined and
intuitive Approvals interface, designed to improve the
efficiency and transparency of the approval process.

62

Approvals

In this unit, we will cover the Approvals process. This session will guide you through the
streamlined and intuitive Approvals interface, designed to enhance the efficiency and
transparency of the approval workflow.

Key topics will include:
*Navigating the Approvals interface
*Understanding approval statuses

*Managing and tracking approvals effectively
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Navigation to Approvals

m Navigate to the Employee Self Service homepage.
m Select Core-CT Financials from dropdown menu.
m Click the eProcurement Tile.

m Click the Approvals Tile.

Employee Self Service v

Employee Self Service I \@
Core-CT Financials ‘ ‘ S @
o0

Core-CT HRMS

76
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Approvals Navigation

1.Navigate to Employee Self Service

2.Select Core-CT Financials from dropdown
menu.

3.Click eProcurement Tile.
4.Click Approvals Tile
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Approvals Overview

» Review and Approve Requests: Approvers can quickly review requisitions, view all
relevant details and access Approval options directly from the Approvals page.

» Integrated Workflow: The approvals process is integrated with the overall requisition
lifecycle, ensuring that all necessary documentation, and compliance steps, are
completed before approval.

Throughout this session, we’ll explore how to navigate the Approval screens, process
requisitions efficiently, and manage common tasks such as adding comments and reviewing
history for a complete audit trail.

This streamlined process not only enhances visibility for approvers but also ensures compliance

with your organization’s procurement policies.

64

*Quick Review: Approvers can efficiently review requisitions, view all relevant details,
and access approval options directly from the Approvals page.

*Integrated Workflow: The approvals process is seamlessly integrated with the overall
requisition lifecycle, ensuring that all necessary documentation and compliance steps
are completed prior to approval.

Throughout this session, we will:
*Explore how to navigate the Approval screens
*Process requisitions efficiently

*Manage common tasks such as adding comments and reviewing history for a complete
audit trail

This streamlined process enhances visibility for approvers and ensures compliance with
your organization’s procurement policies.

64



Unit 3: Approvals

Pending Approvals

Core P

On the Pending Approvals page, the user sees Requisitions and Purchase Orders that are pending approvals,
based on the user’s role.

Purchase Ordsr
19 usB

Pending Approvals
viaw By | Typo - All
& o " -
nqmmm
[ @ ﬂ,m. DASM 1 DONDDNA3ZS | DAS.
Requishion i .
ey DASM1 1 DOD0DBE TR/ DAS-

DASM1 | D0B0DDBSCY | DAS

DAZM1 | DOUDDUBEA0 | DAS-

DASM1 / D0BD0UBE3T  DAS

DASM1 | D00DDIBES?  DAS

DASM1 | D0BD020629 | DS~

245 Plam Batio inapacton

CAS Plast Hatar motor 2

SHIINTERNATIONAL CORP

INTERNATIONAL COOUING TOWER LUSA INC

POWER RESOURCES INC

CRAINGER INDUSTRIAL SUPPLY

SHIINTERNATIONAL CORP.

RELWBLE ELECTRIC MOTOR INC

JP MORGAN CHASE BANK

Roq Budger Approver

Fuq Amoane Approvar

Rng Amoans Approver

Req Amoant Approvar

1

1

Rog Amouns Approver 3

Rog Amoant Approver

PO At Approves Lest

Rousen

Fiouted

Fosted

an 10K Foed
10052623

# of POs pending
Approval

# of Requisitions
pending Approval

Clicking the Req/PO will

directthe user to that
Req/PO.
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On the Pending Approvals page, the user can see:

*}# of POs pending Approval

*# of Requisitions pending Approval

Clicking on a requisition or purchase order will direct the user to that specific item for

further review.

65



Co re-p'l

Requisition Approval

=[N nLa : @

i u w
Request for ILT Example 2 5

B =2 | View Approval Chain

5 Header s pencing your approvat

Summary [ oo | Approval Line Detail
Busincss Unit DASM1 Requisition 1D 0000008523 Obligation Amount 148.14
Routed Date September 18,2024 Requisition Date September 18, 2024 Oblig Start 0911812024 ‘ L
Requester DAS- Entered by DAS- Oblig End 0813072025 _— View Printable Version
Card Number Budget Header Status Not Budget Checked ‘ RERESLinpearon |
Edit Requisition

v More Information

Viw Pnable Version |
|

v Lines

Edit Requisition

Approve

Line Number  Item Description Merchandise Amount Supplier Name Contract ID Purchasing Authority
1 #3050-17 SKY BLUE BURNISH PADS HI-PERFORMANCE SICASE 593265 14814 USD © & CJANITORIAL SUPPLIES INC sipsipiaan  CONT >

Deny

Approver Comments

I
(=]
~N

More
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On the Requisition Approval Page, you have the following options:
*View Approval Chain

*Approval Line Details

*View Printable Version

*Edit Requisition

*Approve

*Deny

*And More, where you can find options for Pushback, Hold, and Request Information.
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Unit 3: Approvals Corepl

Approval Chain

Clicking the Approval Chain box displays the multiple steps in the approval process and their status.

Approval Chain D
_— 1 AmcuntApproval
el ) ILT Example Pending

Requisition Start Now Path

Request for ILT Example 2
146,14 USD Req Amount Approval

i —

& Approved

Summary
Business Unit DASMT Requisition 1D 0000008823
Routed Date September 18, 2024 Requisition Date  September 18, 2024 Z Pending +
Requester DAS- Entered by DAS- AS.
Insented Approver
Card Number Budget Header Status Not Budget Checked

FH Remianon Req Budget Approval
~ More Information

. Awaiting Further
View Printable Version > ILT Example Approvals
Stant New Path
v Lines
Req Budget Approval
Line Number  tem Description Gnaise Amount supptierNamel oo +

1 #3050-17 SKY BLUE BURNISH PADS HLPERFORMANCE SICASE 588265 14814 USD C&caNITOR

REQ BUDGET APPROVER

Approver Comments

Req Purchasing Appraval

Awaiting Further
ILT Example Approvals

IAppmda\ Chain > Start New Path

Req Purchasing Approval

EE Mot Routod 7T

Review_Approval_History Job_Aid.docx 67

Clicking the Approval Chain box displays the various steps in the approval process along
with their current status.

At the bottom, you will find hyperlinks to the Review Approval History job aids.
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Unit 3: Approvals

Approval Line Detail

Core P

Selecting a Line displays the Approval Line Detail page which shows the Line Details and Shipping
Information of the specific line item selected. Clicking on the line under Shipping Information brings up the

Distribution details.

| Distributions
«— | O © Fluid Approval Distribution
i
Approval Line Detail
CRMANGE SICASE s812es

Requeat for ILT Example 2 .

14814 USD :

[ Headeris pencing your approval

on B Program wagat ATt FC
#305047 SKY BLUE BURNISH PADS HI-PERFORMANCE 5/CASE 590265 et Gy . s v e s SOl aecounn SR w § FT L Bivmens 1. Proect
14814 USD o000 5T v 1000 DASIHIBA W0M 14000 3390 WOWPD  DAS_NOWPROW
Line Details s son0n sTaTe anr uso o paszem  wom o s WONPG  as moPROM
Business Unit DASM1
Line 1
Supplier Name G &G JANITORIAL SUPPLIES IN
Price 2469 USD
Category 47000060

Shipping Information <

Sehedule Ship To Quantity Price Amount Attention Due Date

1 0640000558 6Ca 2469 USD 148.14USD DAS- >
Back To Heade!
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Selecting a Line displays the Approval Line Detail page which shows the Line Details
and Shipping Information for that line. Clicking on the Schedule line (under Shipping

Information) shows the Distribution details.

68



R Co re:D’.

View Printable Version

Clicking View Printable Version brings up a printable version of the requisition.

Busness Une. Da3H1 Fensater St Paede; oo
Fequaion: CO0IST) Carency U0

Fequisiion Neme: 7 S1arge 2 Enered Dute 57620 Reguistion Total. 161 14

69

Clicking View Printable Version brings up a printable version of the requisition, you
have the option to view with or without the distribution details.
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Unit 3: Approvals

Edit Requisition

Clicking Edit Requisition brings up the Edit Requisition page allowing the approver to edit the requisition.

@ 53 5 Py bt

Edit Requisition

Core P

Edit Shopping Cart for Requisition ID
1 item(s) to buy nowe.

~ Requisition Summary
Business Unit DASM1

1o Name. [T Exampie2

Requester DAS-
Currency USD

Continue Shopping || Update Car ‘

Approving_Requisition_After_Editing_Job_Aid.docx

ttem Description 1 Sttus 7 Prics Curtency 11 Quantty 11 UEOF gy
#3050-17 SKY BLUE BURNISH PADS HI-PERFORMANCE 5/CASE 598265 Pending 2469 usD !E ‘ CA ‘ 1§ Delete
| J | B Dol |
Total 148.14 USD
70

Clicking Edit Requisition opens the Edit Requisition page, allowing the approver to

make changes to the requisition. Click Checkout to proceed.

At the bottom, there is a hyperlink to the Approving Requisition After Editing job aid.
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Unit 3: Approvals

Edit Requisition

Core P

Click the Schedule Details button or the > to navigate to the Line Details page to make edits to the

requisition.

Create Requisition

Checkout

Reguision Summary

ity | Maedium ~

_sarages Sty Quanity i ot MenserePric < e
ANITORIAL SUPFLIES INC s ca Me  uso

we | Requisson v

Clicking the Schedule
Details button brings you
to the Schedule Details
page, where you can also
access the Distributions

Clicking the > brings you
to the Line Details page.

Approving_Requisition_After_Editing_Job_Aid.docx
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Click the Schedule Details button or the > to navigate to the Line Details page to make

edits to the requisition.
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Unit 3: Approvals

Approve

Clicking Approve prompts the user to enter Approver Comments before clicking Submit to approve the
requisition. Comments are not required for Approvals. A notification appears on the Pending Approvals
page and is no longer visible to this approver.

[cancel] Approve

You are about to approve this requast

Approver Comments
Enter Comments here|

Pending Approvals
You have spproved the requast,
& oM ™
75 o
F Ordet H
Requisition
W Requisifen ) 424,000 08 DASM1 [ ODODODEIZS | DAS: Leqal Review - GavOA SHI INTERNATIONAL CORP Req Budget Approver Routed
- Ush 05192023
Requisition
9 N DASM1 / 0000000618 | DAS- CAS Plant Caoling Tower Reps INTERNATIONAL COOLING TOWER USA INC Req Amount Approver 1 Foutad
98150 00 USD 9257202
Requisition Approvals.docx 72

Clicking Approve prompts the user to enter Approver Comments before clicking Submit
to approve the requisition. Comments are not required for the Approve Action. Clicking
Submit will Approve the req, which will drop form the current Approver’s level, and
move to the next level of approvals. An Alert Notification will go to the Requester once
areqis fully Approved.




Unit 3: Approvals ‘ O re

Deny

Clicking Deny prompts the user to enter Approver Comments before clicking Submit to deny the
requisition. Comments are required for Deny. A notification appears on the Pending Approvals page and
the requisition is terminated.

[cancet| Deny

You are about to deny this request.

Approver Comments

& oa

DASS1 /0000001326 { DAS. MO8 101 EPLUS TECHNOLOGY INC Req Amount Approver 1

DASS1 /0008001327 { DAS- MO8 POS ey Caivice Roproves Roued
92024

Requisition Approvals.docx 73

Clicking Deny prompts the user to enter Approver Comments before clicking Submit to
deny the requisition. Comments are required for Deny. An Alert notification goes to the
Requester and the requisition is terminated from the workflow.
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Unit 3: Approvals

More

Core P

Clicking More brings up more options including Pushback, Hold, and Request Information. Comments are

required for these functions.

/

You are about to pushback this request

Approver Comments

\ Cancel \ Pushback

Enter Comments Here

\ Cancel | Hold

You are about to put this request an hold

Approver Comments

Enter Comments Here

‘ Cancel | Request Information

You are about t request more information for this request

Approver Comments

Enter Comments Here

Placing_a_Requisition_on_Approval_Hold.docx

Requisition Approvals.docx
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Clicking More brings up more options including Pushback, Hold, and Request

Information. Comments are required for these functions.
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Job Aid Name Job Aid Links

Approving Requisition After Editing Approving_Requisition_After_Editing_Job_Aid.docx
Review Approval History Review_Approval_History_Job_Aid.docx

Placing a Requisition on Approval Hold Placing_a_Requisition_on_Approval_Hold.docx
Add ADHOC Approver/Reviewer Add Adhoc Approver_Reviewer.docx

Requisition Approvals Requisition Approvals.docx
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Here you have the job aids associated with approvals.
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Core P

What Questions Are There?

) Post questions within the chat

76

Are there any questions on Unit 3: Approvals? If you need any clarification or have

specificinquiries, feel free to ask!
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Unit 4: My Receipts

In this unit, we’ll cover creating and managing
receipts in 'My Receipts' using the new Fluid Ul,
highlight navigation changes, and demonstrate
how receipts are managed within the Fluid
interface.

77

In this unit, we’ll cover creating and managing receipts in 'My Receipts' using the new
Fluid Ul, highlight navigation changes, and demonstrate how receipts are managed
within the Fluid interface.
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Receipts Overview

A receipt is created to accept item(s) or services received. The receiptis then saved, and the vendor payment
process continues in the Accounts Payable module.

» Receipts are required for all Purchase Orders.

» Receiving can be done in both Purchasing and eProcurement modules:
*  The PO must be dispatched.
* The user needs the General Receiver or Casual Receiver role to receive.
* Casual receivers are limited to receiving dispatched POs that originate from
requisitions they created.
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Receipts Overview

Receipts are required for all Purchase Orders.

Receiving can be done in both purchasing and eProcurement modules
The PO must be dispatched

The user needs the General Receiver or Casual Receiver role to receive.

Casual receivers are limited to receiving dispatched POs that originate from
requisitions they created.
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Unit 4 Part 2: Add/Update Receipts ‘ O rem

Navigation to Add/Update Receipts

m Navigate to the Employee Self Service homepage.
m Select Core-CT Financials from dropdown menu.
m Click the eProcurement Tile.

m Click the Add/Update Receipts tile to add and update receipts.

Employee Self Service v

eProcurement Add/Update Receipts
Employee Self Senvice I \ﬁ? FE
Core-CT Financials ‘ ‘ =
00 i g

Core-CT HRMS
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To navigate to receipts using the fluid interface:

1.Navigate to Employee Self Service

2.Select Core-CT Financials from dropdown
menu.

3.Click eProcurement Tile.
4.Click Add/Update Receipts tile

79



7
Unit 4 Part 2: Add/Update Receipts ‘ O repn

Add/Update Receipts

To add a receipt, click the
Add New Receipt hyperlink.

I Q, Search in Menu o H
d . | rrrrrrrr iteria
R UPEEIS & (e D) SElEe: Received Date From | 08/13/2024 [j To |09/12/2024 Eﬂ Show Status | Received/Open ~|
the Purchase Order to T : '.
. Business Unit | DASM1 Ql Receipt ID | Ship To |
receive, then enter the

|
search criteria (PO ID). ' - . -

Process Receipts
Make sure to delete the

defaulted Ship To value
before searching.

To add a receipt, click the Add New
Receipt hyperlink.

To update a receipt, search the
purchase order you wish to receive,
Be sure to delete the defaulted Ship
To value before conducting the
search.
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Unit 4 Part 2: Add/Update Receipts ‘ O rem

Add/Update Receipts

After searching by PO ID, click Details to navigate to the Receiving page.

Manage Receipts

Search Criteria
Received Date From |07/14/2024  []| To [08/13/2024 ! Show Status | Received/Open vl

Business Unit i,DASW Ql Receipt ID ‘7 ‘ Ship To ‘ ‘

PO Unit | Q] Po D [0000020999 ‘ Clear l

Add New Receipt Process Receipts Inspection Review ASN Receipt Manage Retumn To Suppliers
Receipts

EIEY of2 v View Al
Business Unit  Receipt ID Date POID Supplier Status

DASM1 0000091312 07/26/2024 0000020999 SAVOLB6973-001 Received B L3 =] B [E]

DASM1 0000091311 07/26/2024 0000020195 COVEND2270-001 Received % =] E]

Return to Manage Requisitions. Requisition Cycle

81

After searching by PO ID, click the Details icon to navigate to the Receiving page.
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Unit 4 Part 2: Add/Update Receipts ‘ O repn

Add a New Receipt

On the Receiving page, to add a new value, ensure the correct Business Unit is selected and check the PO

Receipt box. The Receipt Number is automatically generated. User can also Find an Existing Value to search
for an existing receipt.

‘ Q, Search in Menu

Receiving

Add a New Value

Q_Find an Existing Value

“Business Uniff |pasSmM1 Q

“Receipt Numbe)l

NEXT |

PO Receip4 I

Add ‘
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On the Receiving page, to add a new value, ensure the correct Business Unit is selected
and check the PO Receipt box. The Receipt Number is automatically generated. User
can also select Find an Existing Value to search for an existing receipt.
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Unit 4 Part 2: Add/Update Receipts

Add a New Receipt

Core P

Here, the user inputs information into the Search Criteria fields to locate and update an existing Purchase

Order.

Add/Update Receipts

Select Purchase Order

Selucted Rows

83

Here, the user inputs information into the Search Criteria fields to locate and update an

existing Purchase Order.
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Unit 4 Part 2: Add/Update Receipts

Add a New Receipt

On the Receiving page, enter information such as received quantities and shipping details as applicable. Users
may also need to update information like delivery dates or receiving locations. Save to complete the process
and generate the receipt record in the system.

Add/Update Receipts

Maintain Receipts

Receiving
Business Unit DASM1 Receipt Status ~ Open X
ReceiptiD  NEXT Header Comments/Attachments Activities
Header Detalls
> Header
Select Purchasa Order Frint Delivery Report [ Run PO Recelpt Accrual

Receipt Lines

|=||a] w Al
T [ | T 1 1
| Receipt Lines H More Details H Links and Status \‘ Item / Mig Data || Optional Input || Source Information | (1>
. - 7 . Accept Close . Device  Device
Line Item Description Receipt Qty Receipt Price  Penalty Gty | Staws Frme Serial x|
PS: Javid Nasibov's Rate B T - T
1 B e s 10000 @ [150480.00000 | Penaity 1.0000 Open l Device Track X
Interface Receipt nterface Asset information

ml Nty H Refresh ‘ ‘ Add H Update/isplay
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On the Receiving page, enter information such as received quantities and shipping
details as applicable. Users may also need to update information like delivery dates or
receiving locations. Save to complete the process and generate the receipt record in

the system.

84



Unit 4 Part 2: Add/Update Receipts

Find an Existing Value

Enter the Receipt Number, Purchase Order Number (PO Number), or Supplier ID into the corresponding

search fields.

Receiving

Find an Existing Value

Core P
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Enter the Receipt Number, Purchase Order Number (PO Number), or Supplier ID into

the corresponding search fields.
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Unit 4 Part 2: Add/Update Receipts

Find an Existing Value

Review the Search Results and select the relevant receipt to view or update.

Core P

“ Search Results
Only the first 300 resuls of a possible 88320 can be displayed. Business Unit "DASM"
[1-10.01300 5 50 | View1oo
: P0 . . ,
Business  Receipt Bl of PO PO Receve  ShipTo Shipment  Supplier Received  Receipt
Unit Number  Lading g:;‘"e“ femiD  Nimber  Receipt | source Location Number D Supphet Name 1 Date Status Hser D Descaption Refoiriage
DASMI 20408 ak)  DASMI  (blank) 0000020403 Ondine 0540000558  (blank 0000138368 ROADSTONELLC ~ 05/11/2023  Received DAS- (olank) >
DASM1 1364 (blank)  DASM!  (blank) | 0000009259 Y Onfine 0430000023  (blank) 0000010075 DELLMARKETING | 091252013 Moved 086 (blank) >
FIP
DASM1 14732 (dlank)  DASM1  (bank) 0000008913 Y Ondne 0840000035  (blank) 0000012108 CONSTRUCTION  031/2014  Received DAS- {lank) >
INC
3 o i FLETCHER q :
DASMI 10300 (blak)  DASM1  (blank) 0000010300 Y Ondine 0640000035  (blank) 0000012838 FLETGHER 07212018 Received DAS tolank) >
DASM1 ONEXT blank B MORGAN
(blank)  DASM1 (blank) 0000019694 Y On-line 0640000558  (Dlank) 0000059169 10/31/2022  Received DAS- (olank) >
CHASE BANK
% 2 1 SAVOL BLEACH
DASM1 0000091312 (blank) ~ DASM1  (biank) 0000020999 Y Ondne 0540000558  (blank) 0000020356 gy 071262024 Received  ACC. Accenture ®lank) >
DASMI 0000091311 (blank)  DASM1  (blank) 0000020195 Ondine 0640000550  (blank) 0000130585 COVENDIS 071262024 Received  ACC. fhccenlure (olank) >
DASM1 0000091310 (blank)  DASM1 bank) 0000020984 Y on-i 0640000558  (biank) 0000000089 | Py SR 05282024 Recaived DAS olank) >
(blank) (biank) n-ine (biank) e, | sz ecalve : (blank)
me o Q : W B MASON
DASM1 0000091309 (blank)  DASM1  (blank) 0000021058 Y Ondne 0840000558  (blank) 0000010334 e G 05/162024  Received DAS- {lank) >
EPLUS
DASMI 0000091308 (blank)  DASM1  (blank) 0000021025 Ondne 0540000550  (blank) 0000064731 TECHNOLOGY 02202024 Moved DAS- (olank) >
INC
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Review the Search Results and select the relevant receipt to view or update.
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Unit 4 Part 1: My Receipts ‘ O rem

Navigation to My Receipts

m Navigate to the Employee Self Service homepage.
m Select Core-CT Financials from dropdown menu.
m Click the eProcurement Tile.

m Click the My Receipts tile to view and update receipts.

Employee Self Service v

Employee Self Service I %
Core-CT Financials ‘ ‘ ‘l %

Core-CT HRMS
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To navigate to receipts using the fluid interface:

1.Navigate to Employee Self Service

2.Select Core-CT Financials from dropdown
menu.

3.Click eProcurement Tile.

4.Receipts can be viewed and updated in the
My Receipts tile

5.Click My Receipts tile




Unit 4 Part 1: My Receipts

My Receipts

On the My Receipts page, the user sees active receipts they have created. The search criteria filters adjust the
results depending on user security. The user has the option to dick Activities, Delivery Information, and/or

Edit Receipts.

My Receipts Delivery Manual Close
Information Landed Cost
E
DASM1 0000091309 05/16/2024 0000021058 WBMASO05641-001 Received =3
DASM1 0000091310 052812024 0000020984 NEWERIT089-001 Received -
| Activities " ChartFields | Edit
Receipts

Please note: The ChartFields and Manual

Close Landed Cost icons are displayed but

are currently not active functions.

88
My Receipts

On the My Receipts page, the user can view active receipts they have created. The
search criteria filters adjust the results based on the user's security permissions.

Users have the following options:
*Click on Activities

*View Delivery Information

*Edit Receipts

Please note that the Chartfields and Manual Close Landed Cost icons are displayed but
are currently inactive functions.
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Maintain Activity and Comments

On the Maintain Activity and Comments page, the user has the option to track activity history and add
comments.

Maintain Activity and Comments
Business Unit  DASM1 Receipt No 0000091311 Receipt Status Received
Activities | Q i v View Al
"e *Due Date Comment o B
o \ 2] |
A
Receipt Line Q
Header Comment _— Line Comment
l Return to Search j | Moty
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On the Maintain Activity and Comments page, the user has the option to track activity
history and add comments.




Unit 4 Part 1: My Receipts ‘ O rem

Delivery Information

On the Maintain Delivery Information page, there are two tabs, Delivery Location and Location Comments.

The user adds or updates delivery information under the Delivery Location and Location Comments tabs as
needed.

Maintain Dafivary Information
i

Overy Locaton [l Lccaton Comrmes

Maintain Delivery Information

envery Location ]| Location Comments.

Uit DASAI Recent No  DO00081311 Ship To 0640000550

COLUMBUS BLVD HORTH TOWER 15 Destmibution Line 1
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On the Maintain Delivery Information page, there are two tabs, Delivery Location and
Location Comments. The user adds or updates delivery information under the Delivery
Location and the Location Comments tabs as needed.
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Unit 4 Part 1: My Receipts CO repn

Edit Receipts

Clicking on the Edit Receipts icon directs the user to the Add/Update Receipts page where they can make
modifications to the selected receipt.

Add/Update Receipts

Maintain Receipts

Receiving

Business Unit  DASM1 Receipt Status  Fully Received b S
RecelptiD 0000091311 Header CommentsiAttachments Actities
Header Details Document Status

> Header

Select Purchase Order [ Print Delivery Report 1 1 Run PO Receipt Accrual
Receipt Lines

[=][q]

| Receipt Lines “ More Details || LinksandStatus || fem/MfaData || Optonalinput || Sourcelnfomation | B

. » Receipt — Accept Close Device  Device

Line Item Description - Receipt Price  Penalty oy Status Category Cloae Serial Devlcsl [ Devlc

1 1.0000 ® Penalty 1.0000 Received 43000000 C Device Track X
 interface Receipt Interface Asset Information

E‘ Return to Search H Notify H Refresn ‘ ‘ Add ‘ Update/Dispiay
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Clicking on the Edit Receipts icon directs the user to the Add/Update Receipts page
where they can make modifications to the selected receipt.
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Receipts Key Points

» Areceipt is created to acceptitem(s) or services received.
* Optional information for the receipt of items, such as comments can be entered. The receipt is
then saved, and the vendor payment process continues in the Accounts Payable module.

» To receive in the eProcurement module,
* The associated PO must be dispatched
* The Casual Receiver or General Receiver role is required.

> The Receipt Date is the date the item(s) were received. It is not the date the receipt is created in
Core-CT. Edit the Receipt Date field, if appropriate.

Receipts Key Points

To recap:

o Receiving is required for all Requisitions. A receipt is
created to accept item(s) or services received.
Optional information for the receipt of items, such as
comments can be entered. The receipt is then saved,
and the payment process continues in the Accounts
Payable module.

o Toreceive in the eProcurement module, the
associated PO must be dispatched. Either the Casual
Receiver or General Receiver role is required.

o The Receipt Date is the date the item(s) were received.
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It is not the date the receipt is created in Core-CT. Edit
the Receipt Date field, if appropriate.
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Summary Review

Let’s Review our Learning Objectives:

You're now familiar with:

' Create anew requisition

Manage existing requisitions

' Requisition Approvals
. Create new receipts
. Manage existing receipts

Core P
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Learning Objectives Review

You are now familiar with:

*Creating a new requisition
*Managing existing requisitions
*Understanding requisition approvals
*Creating new receipts

*Managing existing receipts
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Core P

What Questions Are There?

) Post questions within the chat

9

Are there any questions on Unit 4: My Receipts? If you need clarification or have

specificinquiries, feel free to ask!
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Summary Review C O r e_p-u

Post Training Follow Ups

Please enter a FootPrints ticket with any questions:

* URL: https://footprints.ct.gov/footprints

* FootPrints tickets route directly to the Teams

* If FootPrints Access is needed please email the readiness mailbox with the
Subject: FootPrints Access

* Readiness@ct.gov (anyone without a ct.gov email address)

Do you have any questions?

95



Core P

Congratulations on completing the eProcurement Course!

» Complete the Training Evaluation.
eProcurement Course Survey

» Review the course material after Training completion.
Training Material Location

» Reference the Core-CT Modernization site for more information:
Core-CTModernizationProject(state.ct.us)
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Congratulations!
You have successfully completed the eProcurement Course!

Please take a moment to complete the training evaluation; your feedback is greatly
appreciated.

The course material is available for your reference and will be posted in the chat.

For more information, please visit the Core-CT Modernization site. Thank you for your
participation!
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