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BITS-Funded Assets ITD-10 Requisition

Use this job-aid for IT Assets being acquired with BITM1 (DAS BITS) funding.

Navigation:

Select Core-CT Financials
Click eProcurement tile
Click Create Requisition tile
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Click Requisition Defaults
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Create Requisition

o
| Requisition Defaultsl E‘ Checkout

[ Catalog Catalog

% Web Suppliers

Q Special Requests
3 Fixed Cost Service
G:D Time and Materials
K} Variable Cost Service
[ Templates

D Favorites

» Enter Requisition Name

e Use prefix of BIT plus your 3 letter Agency acronym, then a generic description of your items (Example: BIT
DAS Laptops)

> Select Requisition Type
e ITD-10

> In the Line Defaults section, enter Supplier, Category, Unit of Measure, and Buyer.

> In the Shipping Defaults section, ensure the Ship To default is correct, or select appropriate location from the
lookup icon prompt table.

> Location: Enter or select the AM Location from the look up icon prompt table (they start with A (for Assets)
plus the 3 letter Agency acronym).

> Enter DAS BITS distribution values assigned to the agency (DEPT ID, appropriate asset Account Code).



BITS-Funded Assets ITD-10 Requisition
eProcurement

Updated as of: November 26, 2024
Core-CT Financials

Requisition Defaults ml

v Header Defaults

Business Unit DASM1 Requisition Name __B\T DAS Laptops.
Requester 085741 —
Use Procurement Card (] No

AS-

<]

Card Number | |

Priority | Medium v

Expiration Date

Currency \usn Q
e Requisition Type | ITD-10 v

Dispatch Method | Print v |

Obiigation Amount

Line Defaults

Supplier 1D [0000064731 Q Category [00000000 Q
Supplier Location ‘MA\N q‘ Unit of Measure _
Buyer [085741 Q

Ship To |0640000558 Q Attention
Add One Time Address

Shipping Defaults

Due Date | =]
Distribution Defaults
SpeedChart ‘ Q‘
[ Chartfields1 || Chartfields2 [ Chartfields3 || Details || AssetInformation I Show All ‘
D""““g‘;g L Percent 1. Location 1. GL Unit 1. Account 11 Fund 1 Dept 1 SID 11 Program 11 Bud Ref 11
1 [100 | [Acore o] [smate al| al | a | [pas23s20 a] | al | al

» Click on the Asset Information Tab
> Enter AM Business Unit: BITM1
> Enter Profile ID: Select the appropriate value.

e Click ﬂ to search.
> Click IE2

Distribution Defaults

SpeedChart ‘ Q ‘
1row
[ Chartfields1 H Chartfields2 H Chartfields3 H Details Asset Information Show All ‘
AM Business Unit TL Profile ID 11 Capitalize . Cost Type Tl Description TL

{BiTM1 al [FrenTROTEM Q] [ Mon Cap | Q |E‘ |E|

» This will bring you to the Create Requisition page.
» Use Special Requests for ordering commodities only.



Core-[&nF

BITS-Funded Assets ITD-10 Requisition

eProcurement

Updated as of: November 26, 2024

Core-CT Financials

© <

Create Requisition

0
Requisition Defaults A= Checkout
01 catalog Special Requests
gl?b Web Suppliers Item Information
i “Item Description
£ Special Requests y
E3 Fixed Cost Servics Price | | *Currency Code [USD q|
@ Time and Materials *Quantity | \ *Unit of Measure ‘EA a |
“Category | 00000000 Q
E7} Variable Cost Service |7‘
Due Date | |
[ Templates —
Supplier Information
D Favorites
Supplier ID 0000064731 a| Supplier Location |MAIN Q
» EPLUS TECHNOLOGY INC
Supplier Iltem ID | ‘
Manufacturer Informatien
Manufacturer 1D | =Y Manufacturer's ltem ID Q
Comment

Comment Text

O Send Comment to Supplier
O Show Comment on Receipt

O Show Comment on Voucher

W Add to cart

YV V V

are needed to complete the request.
> Serial numbers and other useful info are entered in the Comment Text box.

Use Fixed Cost or Variable Cost when procuring Services Only.
Use Fixed Cost Service when you know the total value of the services.
Service Description, Price, Currency Code, Category, Start Date, End Dates, Supplier ID, and Quote Number,

o <

Create Requisition

Requisition Defaults

0
= Checkout

[l catalog
@, Web Suppliers

£ Special Requests

3 Fixed Cost Service

(g Time and Materials
E7} Variable Cost Service
[ Templates

D Favorites

Fixed Cost Service

Service Information

*Service Description |

“Category 00000000 Q

Supplier Information

SupplierID [0000064731 a|
EPLUS TECHNOLOGY ING

Comment

*Currency Code |USD Q

Supplier Location |MAIN Q

Quote Date | |

Comment Text |

O Send Comment to Supplier
O Show Comment on Receipt

O Show Comment on Voucher

W Add to cart
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Use Variable Cost Service when you don’t know the total value of services until invoiced. (A PO change order
will be required at that time).
Service Description, Rate, Currency Code, Number of Units of Work, Unit of Work, Category, Start Date, End
Date, Supplier ID, and Quote Number are needed to complete the request.
Serial numbers and other useful info are entered in the Comment Text box.
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Create Requisition
[]
Requisition Defaults A=} Checkout
[ catalog Variable Cost Service
gl?b Web Suppliers Service Information
£ Special Requests *Service Description
“*Number of Units of »
G Tins s it I Uit ork
“Cat 00000000
E7} Variable Cost Service ategery Q
[ Templates
Supplier Information
) Favorites e
Supplier 1D | 0000064731 Q Supplier Location |MAIN Q|
D EPLUS TECHNOLOGY ING
Quote Number Quote Date | |

Comment

il

Comment Text

O Send Comment to Supplier
O Show Comment on Receipt

O Show Comment on Voucher

W Add to cart

Use Time and Materials when ordering both services and commodities.
Service Description, Rate, Currency Code, Number of Units of Work, Unit of Work, Category, Start Date, End
Date, Supplier ID, and Quote Number are needed to complete the request.
Serial numbers and other useful info are entered in the Comment Text box.
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Create Requisition

Requisition Defaults

Checkout

[ catalog Time and Materials
Time
% Web Suppliers

Service Information

£ Special Requests

~Service Description
E3 Fixed Cost Service

“Rate
@ Time and Materials
*Number of Units of Work
EF] Variable Cost Service

00000000 Q

*Category

i

“Currency Code |USD Q
“Unit of Work

Supplier Information

Comment

[ Templates
St Dae Enaite | &
Q Favorites
Supplier Information
Supplier ID EPLUS TECHNOLOGY INC Supplier Location ‘MAIN Q\
Quote Number | | Quote Date | |
Comment
Comment Text | | 53
y
[ Send Comment to Supplier
[ Show Comment on Receipt
[ Show Comment on Voucher
TEETTAlS
ltem Information
*Item Description J
*Price I I *Currency Code |USD Q |
*Quantity I I *Unit of Measure |EA Q |
“Category |00000000 al
Start Date I I End Date | I

supplier ID [0000064731 Q | Supplier Location |MAIN Q |
EPLUS TECHNCLOGY INC
Supplier ltem ID | |
Manufacturer Information
Manufacturer ID | Ql Manufacturer's Item ID Q

Comment Text

P

[ Send Comment to Supplier
[ Show Comment on Receipt

[ Show Comment on Voucher

e il =t

» The example below is using Special Requests (ordering commodities only).

>
6

Enter the Item description using the following format: Type of Item [Hyphen]Manufacturer [Space]Model.
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o Example: Laptop-Lenovo ThinkPad L15 G2
e Note: Do NOT use Commas (,) in the description. It will cause problems during the Physical Inventory

Process.
Enter the Quantity.

Enter the Price of the item(s).

. W Add to cart
Click

Repeat as needed for each Line Item.
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Comment Text

O Send Comment to Supplier
O Show Comment on Receipt
O show Comment on Voucher

W Add to cart

Requisition Defaults A=)
[ catalog Item Information
€8, Web Suppliers ltem Deseription | L2PIOP-Len0v0 ThinkPad L1 G2
£ Special Requests “Price | 1500 *Currency Code [USD Q|
Q Time and Materials Category ‘DOUUDDOO 2 |
Due Date
E3} Variable Cost Service ‘l
] Templates Supplier Information
Supplier ID ‘0000064731 Q | Supplier Location [MAIN a
Q Faverites D EPLUS TECHNOLOGY INC
Supplier ltem 1D | |
Manufacturer Information
Manufacturer ID ‘ Q | Manufacturer's Item ID Q
Comment

Click on the page, or in the shopping cart once all items have been entered.

The Checkout page displays.
Click the arrow to the right of the line description to display and review the Schedule Details and Line Details,

which should default from the Requisition Defaults page.



BITS-Funded Assets ITD-10 Requisition
eProcurement

Updated as of: November 26, 2024
Core-CT Financials

Core-[&nF

o <O

Create Requisition

Continue Shopping

Checkout
Requisition Defaults
Order Total 7,500.00 USD

~ Requisition Summary
Business Unit DASM1 Dept of Administrative Svcs Priority ‘ Medium vl
Requisition Name  |BIT DAS Laptops | Resuisition Type [Roquotin ]

Requester 085741 DAS-

Dispatch Method
Cumency USD =

‘ [ Header Comments ‘

Card Number | v
Expiration Date
Use Procurement Card [_] No
~Justification Comments
 Requisition Lines Overview
O SelectAll Actions @
1 row

Line1 Special Request

Laptop-Lenovo ThinkPad L15 G2
_ g Item ID Quantity Unit of Measure Price Currency Total £z ScheduleDetals |

Supplier EPLUS TECHNOLOGY INC 5 [ea Q] 1500.00 usD 7,500.00 USD -

‘ [3 Line Comments ‘ ‘ [ Delete ‘

Order Total 7,500.00 USD

Click the Line Details tab.
Enter the Contract ID or update the Purchasing Authority as necessary.
In this example, a Contract was used so the Purchasing Authority remains Contracts.

Click m

YV VYV VYV

Requisition Line Details
Order Total 5000.00 USD n

= Line1

Line1

| Schedie Deaits ” Line Details
5 Leptop-Lenovo ThinkPad L15
2

» Item Summary -
Specil Request

Item Additional Information

Device Tracking Amountonly ]

Stockless tem [ Mo |

Zero Price Indicator (1] o
RFQ Required

Inspection Required [_] Mo |

Contract Information

Use Contract if Available [] N

Contract Details

[en]

Cantract Version

ﬁupuher Information

Supplier Location |MAIN Q

Manufacturer Information

e

e
wee [ a

Y

primaryunit [] Mo |

> Sourcing Controls
State of CT Custom Fields

 yT—r—

Supplier Name EPLUS TECHNOLOGY INC

Manufacturer
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> Add relevant comments and justification as applicable.

Core-CT Financials

Create Requisition

Checkout

~ Requisition Summary

Business Unit DASM1  Dept of Administrative Sucs

Requisition Name | BIT DAS Laplops

Requester

Currency USD

Requistion Defaulls

Oispaten etnos

Obligation Amount

Expiration Date

Use Procurement Card [[_] No |

Order Total 5,000.00 USD

Iv Justification Comments

« Requisition Lines Overview

[ select Al Actions &

A

Line1  Special Request
Laptop-Lenovo ThinkPad L15 G2

ttem 1D

Supplier EPLUS TECHNOLOGY ING

Quanti Unit of Measure price Currency Total
y otal
500,00 uso 5,000.00 USD

e

Order Total 5,000.00 USD

» Click Header Comments button, to bring up the Requisition Header Comments and Attachments dialogue box.
» Click Add Attachments button to add pertinent documentation.

Cancel

Comments

Use Standard Comments

Add Attachment

Requisition Header Comments and Attachments

=
(+][=]

Comment Text
Send to Supplier [_] Mo |
Show at Receipt || Mo |
ShowatVoucher | | No |
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> Click My Device

Choose From

iy

My Device

File Attachment

» Select the file to be Uploaded and Click Open

@' Open
T 3 » limenez, Jorge »

Organize + Mew folder

3 Quick access
[ Desktop
; Downloads
Documents
[&=] Pictures
Coding Asset

% % %4 %

Documents
ePro

@ OneDrive - State of Connecticut
@ OneDrive - State of Connecticut

I This PC
B 3D Objects
[ Desktop

[Z Dacuments w7

File name: |test2.excel2003

x
v O Search limenez, Jorge P
~ @ @
\
: b [ a ¥ %
.ms-ad wscode El] Contacts Desktop Docume Docume Downloa Favorites
Objects nts nts ds
J =
& e » o B
Links Music OneDrive OneDrive Cracle Pictures Saved Searches Videos
- State of Games
Connecti
cut
ﬁ - - - - - ﬁ
= — [— [— [— — =
[ —] [ —] [ —] [ — ] —
eProcure FNTPRU HRTPRU HRTPRU HRTPRU1 HRTRMNS test2.exc
ment ~2 el2003
v| | AnFiles v

Cancel
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> Click Upload

File Attachment %

Choose From

fest2 excel2003.xlsx
File Size: 31KB

» When the file is Uploaded, Click  Done |

File Attachment m

Choose From

fest2 excel2003 xisx
File Size: 31KB

Ualnad Cnmﬁ\ete

» The Requisition is ready to be reviewed and submitted.
> Click Save to save the Requisition so it can be submitted later. Click Submit to complete the order and route
for Approval.

| S

Create Requisition

sorne sreons | [ | |

Checkout
Requisition Defaults
Order Total 5,000.00 USD

~ Requisition Summary

Susiness Unit DASH1  Deptor Aomisrtive Svcs Pty
Reauition me (51 0AS Lapps cequation yps (7570 o

Requester
Currency USD Dispatch Method
Obligation Amount
Cardbumber [ ]

Expiration Date

Use Procurement Card ] No

~ Justification Comments

~ Requisition Lines Overview

O SelectAll Actions ©

Line1  Special Request
Laplop-Lenovo ThinkPad L15 G2

ftem 1D Quantit Unit of Measure Price Currenc Total
° A v
Supplier EPLUS TECHNOLOGY ING [0 ] 50000 UsD 5,000.00USD

[ Line Commenis | | B Delese

Order Total 5,000.00 USD

> The Submit button prompts a warning message stating the requisition type cannot be changed once saved.
11
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A saved Requizition Type can't be changed. Are you =ure you want fo save a Requisifion Type of REQ?
Click ok to this message if you are sure you have selected the proper Requisition Type. or Cancel to return and change the Requisition Type.

» The Requisition confirmation page displays.

> If additional (ad-hoc) approvals are required, Click the View Approval Chain button.
> Use the ‘+’ to the right of the Approval step where the approver should be added.

Checkout Confirmation

Requisition Details
Business Unit DASM1
Requisition 1D 0000008884
Requisition Name BITS Laptops 2
Last Modified Date 05/162024 9:0134AM

status [} Pending Approval

Next Steps
/A Egit tvs Requisition
Masy s austen
) My Requitions
a1 xising reaustors

1 Create Requsiton

Craste anciher reguision

udget Checked Status A Not Checked

& Print Preview

Total Lines 1

Total Amount 5,000.00 USD

Amount Approval
~ BITS Laptops 2
Start New Path
Req Amount Approval
Z Pending

Multiple Approvers
REQAMT APPROVER 1

E Not Routed

Multiple Approvers
REQAMT APPROVER 2

Req Budget Approval
~ BITS Laptops 2
Start New Path

Req Budget Approval

i Not Routed

Wullple fgprovers
REQ BUDGET APPROVER
Req Purchasing Approval
~BITS Laptops 2

Start New Path

Req Purchasing Approval

K Not Routed

Multiple Approvers
REQ PURCH APPROVER

Approval Flow

Pending

Aweiting Further Approvals

Awaiting Further Apprevals

» Enter the User ID of the additional approver.

» Click

12
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Insert additional approver or
reviewer

User 1D

Approver

O Reviewer

BITS-Funded Assets ITD-10 Requisition
eProcurement
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» Requisition will show on the respective approvers’ Approvals page.

Pending Approvals

@ a

View By | Type

£l

Requisition

£l

E

20 rows.

Requisition Routed

DASM1 70000008504 D, ITest n_1 GRAINGER INDUSTRIAL SUPPLY Req Amount Approver 1 N
8400 USD 031112024
Requisition Routed

DASM1 7 0000 D, ITest 2 €& CJANITORIAL SUPPLIES INC Req Amount Approver 1 N
23100 UsD 031112024
Requisition Routed

DASM1 70000008806 / DASMarzano Melissa / Test Req for Approval 0311 €& CJANITORIAL SUPPLIES INC Req Amount Approver 1 N
115500 USD 031112024
Requisition Routed

MHAM1 /0000038272 / MHA-Young Barbara | FINEPROD149 - DAS BID SUBURBAN STATIONERS INC DAS-BID Approver N
100 usD 0311872024
Requisition § Routed

AESNI1 / 0000005644 / EGD-Flanagan Jessica R / 0000005644 TOWN OF ANDGVER DAS-BID Approver N
10000 USD 04102024
Requisition Routed

DASM1 7 0000008576 / DAS-Marzano Melissa / Test Req Notficaiton 0428 EPLUS TECHNOLOGY INC Req Amount Approver 1
2100000 USD 042972024 >
Requeiten DASM1 7 000000577 / DAS-M. Routed

-Marzano Melissa | Test Req Noti 0429 EPLUS TECHNOLOGY INC Req Amount Approver 1

2100000 USD 04202024 >
Requisition Routed

DASM1 70000008581 / DAS-Marzano Melissa / BIT DAS Laptops EPLUS TECHNOLOGY INC Req Amount Approver 1
500000 USD 081572024 4
Requisition

DASIA1 70000008854 / DAS Marzans Meliss / BITS Laptops 2 EPLUS TECHNOLOGY INC Req Amount Approver 1 u N
500000 USD 05/162024

13
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> Once approved, the Requisition is ready to be budget checked, sourced to a Purchase Order, and dispatched
via BATCH processes.

Approval Chain
Amount Approval

~BITS Laptops 2 Approved

Req Amount Approval

@ Approved

Das
REQ AMT APPROVER 1
05/16124 9.8 AN

@ Approved

Das-
REQ AMT APPROVER 2
05/16124 9:48 AM

Req Budget Approval

~BITS Laptops 2 Approved

Req Budget Approval
@ Approved

DaS-
REQ BUDGET APPROVER
0571624 9.48 AN

Req Purchasing Approval

~BITS Laptops 2 Approved

Req Purchasing Approval

@ Approved

DAS
REQ PURCH APPROVER
05716124 9.5 AM

APPENDIX A

14
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Guidance to BITS Approval of Services and Commodities

IT Items/Services BITS Approval?
Advertising/Postings on Job Boards No
(HealthECareers, Dice) — posting
available jobs.
APC Batteries/Cartridges No
Barcode Scanners Yes
Cables/Adapters/Connectors No
Cleaning Cartridges No
Digital Subscriptions — Newspapers No
Document Scanners No
E-Subscriptions Yes
External Drives Yes
Flash Drives Yes
Flatbed/Document Scanners Yes
Hardware Yes
Hardware Maintenance Yes
Keyboards No
Legal File Software Maintenance Yes
LTO Ultrium Tapes No
Memory Storage Cards used for Yes
Cameras, Digital Cameras
Modems Yes
Monitors Yes
On-Line Subscriptions Data Bases — Yes
West Law, Lexis Nexis etc.
Promotional Flash Drives Yes
Software Yes
Software Maintenance Yes
Software Maintenance for a printer Yes
Software Subscriptions Yes
Survey Monkey Subscription Yes
UPS/Power/Surge Yes
Web Hosting Services Yes
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