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Types of Requisitions: TSR-MACR

A TSR-MACR requisition is used when ordering Telecommunications, Moves, Adds, Changes and
Repairs. After entering and submitting a requisition, it routes for approval. Approved requisitions
are then sourced to a Purchase Order and dispatched to the supplier.

Procedure

Nav Bar

Navigation:

Nav Bar > Menu > Core-CT Financials > eProcurement > Create Requisition
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2.

Enter Business Unit

Enter Requisition Name
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Requisition Defaults  Done |
Business Unit [DASM1 Requisition Name | | -

Requester 085741

Use Procurement Card Yes D

DAS-

Card Number

Priority Medium |—|m

Currency USD Expiration Date 11/30/2025

Requisition Type | Requisition v‘

Obligation Amount

Line Defaults

Supplier ID | Q | Category | Q|
Supplier Location | Q | Unit of Measure | Q ‘
Buyer | Q|

Shipping Defaults

Ship To 0640000558 a| Attention

I Add One Time Address ]

Due Date | ‘

Distribution Defaults

SpeedChart | Q|
2 rows
Chartfields1 H Chartfields2 H Chartfields3 H Details ’ Asset Information [ Show All }
Distribution Line 71 Percent 7. Location 1L GL Unit 1L “Account TL
1 [0 | |acore Q| |[smate al | a | + | ‘ - |
2o | |acore Q| |[smamE al | a |+| ‘—|

3. Click Requisition Type drop down box
4. Select TSR-MACR
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Requisition Defaults  Done |

v Header Defaults

Business Unit DASM1 Requisition Name | |
Requester 085741
Use Procurement Card Yes E]
DAS-
Card Number | o ‘m

Priority Medium

irati i
Currency USD Expiration Date 11/30/2025

Requisition Type | TSR-MACR -

DAS-BID
ITD-10
POS - Purchase of Service

Line Defaults PSA - Personal Service

. Requisition
Supplier ID | Q| Category § TSR-Equipment
Supplier Location | Q | Unit of Measure
Buyer | Q |

Shipping Defaults

5. Add Supplier Id, Supplier Location, Buyer, Category, and UOM to the Line Defaults

Line Defaults

Supplier ID | Q | Category | 0‘|
Supplier Location | Q | Unit of Measure | Q ‘
Buyer | Q |

Shipping Defaults

Ship To |0640000558 Q| Attention

I Add One Time Address I

Due Date | |

Distribution Defaults

6. Add Chartfield information into the Distribution Defaults at the bottom of the page

Distribution Defaults

SpeedChart | Q|
1 row
Chartfields1 H Chartfields2 H Chartfields3 H Details Asset Information ’ Show All ‘
Distribution Line 7. Percent T} Location i GL Unit 7} Account T}
1 [100 | |acore al| [smaE al | Q| ‘+‘ ‘_|
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7. Click Done at the top of the page

Cancel Requisition Defaults m

Business Unit DASM1 Requisition Name | | -
Requester 085741
Use Procurement Card Yes E]
DAS-
Card Number | |

Priority Medium

Currency USD Expiration Date 11/30/2025

Requisition Type | Requisition V|

Obligation Amount

Line Defaults

Supplier ID | Q| Category | Q|
Supplier Location | Q | Unit of Measure | Q|
Buyer | Q|

Shipping Defaults

Ship To 0540000558 Q| Attention

l Add One Time Address l

Due Date | |

Distribution Defaults

8. Click the correspondent Service option (Time and Materials, Fixed Cost Service, Variable
Cost Service)
Note: The Category, Unit of Measure, and Supplier ID fields populated with values entered on the
Define Requisitions page and can be overwritten at the line level.

<Jlo o Qseachines | a: @

1
Recustion Deas TR

Create Requisition

[ catalog Catalog

£ Special Requests

K& Fixed Cost Service
g Time and Materials
E7} Variable Cost Service

[ Templates

Q) Favorites p

9. Enter Item Description
10. Enter the Price
11. Enter the Quantity
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Create Requisition
Requisition Defaults at;

[ catalog Special Requests

Item Information

£ Special Requests “ltem Description

3 Fixed Cost Service “Price | *Currency Code |USD Q
“Quanti “Unit of Mea
G Time and Materials Guantity | it o Measurs | @
“Category Q |
K3} Vanable Cost Service
Due Date El
[ Templates
Supplier Information
Q) Favorites —
Supplier 1D Q Supplier Location Q

Supplier Item 1D |

Manufacturer Information

Manufacturer ID Q Manufacturer’s ltem ID Q

Comment

12. Click Add to Cart
13. Click Checkout

Note: Do this process for all line items you wish to place on your requisition.
< |0 Q

Create Requisition

Special Requests

0 catalog
Item Information
“Htem Description
(2 Special Requests
“Price | *Currency Code [USD Q

3 Fixed Cost Service — —_—

“Quantity | “Unit of Measure | Q
g Time and Materials “Category a |
K7} Variable Cost Service Due Date |
[ temelates Supplier Information
© Favorites D Supplier 1D a |Supplier Location Q

Supplier ltem 1D |

Manufacturer Information

Manufacturer ID Q Manufacturer's tem ID Q

Comment

Commaent Text B2

T Send Comment to Supplier
Show Comment on Receipt

Show Comment on Voucher

14. The Requisition Checkout page displays
15. Click the Schedule Details button
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c]

Create Requisition

 Requisition Summary

Business Unit DASM1  Dept of Administrative Sves

Requisition Name |Test TSR-MACH

Requester 085741 DAS.|
Currency USD

[ Header Comments

Requisition Defaults
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Priority | Medium v
Requisition Type ‘ TSRMACR

Dispatch Method | Print v

Obligation Amoun!

Core-CT Financials

Order Total 1.00USD

[ Line Comments 1@ Delete

Card Number ‘
Expiration Date 11/30/2025
Use Procurement Card Yes [
 Justification Comments
~ Requisition Lines Overview
() Select All Actions &
1 row

Line 1 Special Request

Test
- é Item ID Quantity Unit of Measure Price Currency Total
- Supplier 1 [ea Q 1.00 usD 1.00USD

Order Total 1.00USD

16. Select the Line Details Tab

 Gancel

Order Total 1.00 USD

Requisition Line Details

10"

Trow
Line 1
Line 1 Schedule Details Line Details
8 s
Spacial Request
~ Item Summary
Test
item 1D

Item Category All ltems
Original Substituted ltem
Long Description Test

Price 100USD
Quantity 1Each

Attributes
£ Special Request
[ 2 epangan || 32 cotapsern

Item Additional Information
Device Tracking
Stockless ltem
RFQ Required
Inspection Required

Contract Information

No

No

No

Physical Nature | Goods v/

Buyer |

al

‘ Buyer Information ‘

‘ Show Configurator

Amount Only

Zero Price Indicator [

Use Procurement Card

No
No

ves [

17. Click the Look Up Contract ID button

Note: The Purchasing Authority defaults to Contracts
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=

Order Total 1.00 USD

a

'™ Line 1

Line 1 Schedule Details Line Details
Test
$Special Request
v Item Summary

Test

Item ID
Item Category Al llems.

Original Substituted ltem
Long Description Test

Price 1.00USD
Quantity 1 Each

Attributes
£, Special Request

| I3 ExpandAl | 3% Collapse All

Item Additional Information
Device Tracking
Stockless ltem
RFQ Required
Inspection Required
Contract Information
Use Contract if Available

Contract ID

L Ne

] Mo

No

Requisition Line Details

Physical Nature | Goods |

Buyer |

‘ Buyer Information
‘ Show Configurator

Q]
Amountonly ] No
Zero Price Indicator [] No
Use Procurement Card Yes (]
Centract Line Q|
Category Line Q ‘

1"

18. Click on a Valid Contract listed for the requisition

Note: The Search Results should only display valid Contract IDs for the Supplier selected on the

requisition.

19. Click Done

20. The screen will return to the Checkout page
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Contract Search m
SetlD STATE Supplier SetlD STATE =
Contract ID || Q| Supplier ID Q|
Contract Style | Q|
Contract Process | v| ltem SetiD STATE
Option Item ID
Administrator/Buyer | Q | Item Description Test
Description | | Category 00000000
Master Contract ID | Q| Manufacturer ID | Q |
Contract Reference | v| Manufacturer's Item ID | Q |
Type
Corporate Contract | V| Supplier Item ID | |
Requisition Date 07/23/2024 UPN ID | Q|
l Search H Clear l
Contract Details 968 rov
S
[ Item Details [ Contract Reference [ Contract Details [ Item Information [ Show All ‘
Contract Lotz Item Item Hrnls gzztract
Select 7L ContractID 7L Vet 7. Reference 7. Category Tl D T Description I Base 1l Base n
Type Price Price
) Select | TEST_CONTRACT 6 1 Open Item
[ ) select | 24ECDCOREDISCOUNT 1 Open ltem
) select | 23PsSx0185AA 1 Open Item
(] select | 23Psx0182AA 1 Open Item
M) cmtmns | Aoncwvanngam P RO PR, T
A L3

21. Click on the Line Comments tab
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Requisition Summary

Business Unit DASM1 Dept of Administrative Sves

Requisition Name |Test TSR-MACR

Requester 085741 DAS-
Currency USD

[ Header Comments

~ Justification Comments

Requisition Defaults

Priority | Medium v

Requisition Type | TSRMACR v

Dispatch Method | Print v
Obigation Amount
Card Number ‘ =
Expiration Date 11/30/2025

Use Procurement Card [ Yes [

Order Total 1.00 USD

+Requisition Lines Overview

O select Al Actions &)

Line 4 Sperial Request
Test

- é ttem ID Quantity
h Supplier 1

Unit of Measure

[ea

Price Currency Total
1.00 usD 1.00 USD

(3 SchedulsDetails ‘ >

Order Total 1.00USD

22. Add Comments

23. Click the Add Attachment button on the Line Comments page to attach supporting documents

to the requisition

Cancel

Comments

| Use Standard Comments

Comment Text

Add Attachment

Send to Supplier :
Show at Receipt ||:

Show at Voucher ||:

Requisition Line Comments and Attachments

+][-]

10
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24. Click the My Device tab
25. Select the document to be attached.

File Attachment X
Choose From
My Device
P e = e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e mmemee—e—me——ee L]
i i
L o e o e o o e o e e e e e e e e e e e e e e o e e e e e e m e f e aem K
26. Click Open
|
@ ope X
[
T & » Jimenezg Jorge v O Search Jimenez, Jorge 2
Organize » Mew folder = ~ M 0
~
#F Quick access E: ‘ \
- - = il >
I Desktop o 1 1' 2] A
.ms-ad wscode D Contacts Desktop Docume Docume Downloa Favorites
4 Downloads -+ Objects nts nts ds
= Documents b4 L
- y & J e - = » L B
Coding Asset Links Music OneDrive OneDrive Oracle Pictures Saved Searches Videos
- State of Games
Documents Connecti
ePro cut
a OneDrive - State of Connecticut - == == == == o - -
X [—] [—] [—] [—] [—] X X
—] —] —] —] —]
@ OneDrive - State of Connecticut
eProcure FMTPRU HRTPRU HRTPRU HRTPRU1 HRTRNS Jobs test2.exc
= This PC ment ~2 work €l2003
stream
B 3D Objects
I Desktop
= DNaruments b
File name: v| A Fites v

11
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27. Click Upload

File Attachment X

Choose From

------------------------------------------------------------------------------------------------------------------------------------

test2 excel2003 xlsx
File Size: 31KB

____________________________________________________________________________________________________________________________________

28. Click Done

File Attachment ml

Choose From

------------------------------------------------------------------------------------------------------------------------------------

test2 excel2003 xlsx
[E3| | File Size: 31KB
____________________________________________________________________________________________________________________________________

UEIoad Comﬁ\ete

12
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29. Click Done
Cancel Requisition Line Comments and Attachments m
Comments ‘ + ‘ ‘ - ‘
Use Standard Comments
Comment Text
4
Send to Supplier |[:| No |
Show at Receipt |[:| No |
Show at Voucher |[:| No |
Add Attachment
Attachments 1 row
. Send to
View 71 Attachment TL Supplier i
1 View test2. excel2003 xlsx |[:| No | ‘ — ‘

30. Select Submit to save this TSR-MACR requisition and begin the Approval
Workflow process

Note: Selecting Save will save the TSR-MACR requisition, but not initiate the Approval Workflow
process.

13
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)

Create Requisition

~ Requisition Summary
Requisition Name |Test TSR-MACR

Requester 085741 DAS-
Currency USD

[ Line Comments | ) Delete

Business Unit DASM1 Dept of Administrative Sves

‘ [J Header Comments.

Requisition Defaults

Priority | Medium v
Requisition Type | Requisition
Dispatch Method  Print v

Obligation Amount

Card Number [

Expiration Date 11/30/2025

‘C.mh‘l,eSthplg Submit

Order Total 1.00 USD

Use Procurement Card | Yes | |
+ Justification Comments
~ Requisition Lines Overview
O Selectall Actions &
& Trow

Line 1 Special Request

Tes
- é Item 1D Quantity Unit of Measure Price Currency Towl % ScheduleDetails | | >
- Supplier 1 EA 1.00 uUsD 1.00 USD -

31. Click the OK

OK

[ Cancel ]

A saved Requisition Type can't be changed. Are you sure you want to save a Requisition Type of TSR-MACR?
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 Approval Workflow Confirmation page is displayed. The system assigns a Requisition ID on
the confirmation page. The requisition will be routed through the normal ePro TSR requisition

approval process.

Checkout Confirmation

Requisition Details
Business Unit
Requisition 1D
Requisition Name
Last Modified Date

Status

Next Steps

[# Editthis Requisition

Madity this requisition

&) My Requisitions

Go to existing requisitions

;) Create Requisition

= View Approval Chain

MHAM1

0000038384

TEST TSR-MACR
04/18/2024 10:17.40PM

[ Pending Approval

Total Lines 1
Total Amount 450.00 USD

Budget Checked Status 4 Not Checked

& Prnt Preview

32. End of Procedure
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