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eProcurement Split Funding

Procedure — At times, agencies require to split a purchase between different Departments,

Programs, etc. The system has provision for these situations by allowing multiple distributions on
one or more requisition lines.

Navigation:

NavBar > Menu > Core-CT Financials > eProcurement > Create Requisition

CO rc-f‘:l . | @ Q 8 Search in Menu Q 0 n : . @

OR

Select Core-CT Financials
Click eProcurement
Click Create Requisition

COT’C-',T‘i O [YEUTIVAN  Scarch in Menu

Core-CT Financials v < 20f6 >
eProcurement | Procurement Contracts [ Supplier Contracts
ez 5 s
o S
&

Purchasing | ( Accounts Payable | ( General Ledger and KK

¥ (v =

‘E

Accounts Receivable | ( Billing Project Costing
e = — o
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Enter Buyer in the Line Defaults section

Enter Chartfields Information.

NOTE: The Requester has the option to add multiple distribution lines on the Requisition
Defaults page is all the lines will have the exact same distribution, or on each line if the

distribution lines require different values. In this example, the multiple distributions are entered
on the lines.

Requisition Defaults
=
 Header Defaults
Business Unit DASM1 Requisition Nam
Requester | Marzanoh Q Requisition Type | Reguisition ~
DAS-Marzano Melissa Obligation Amount
Priority Medwum
Cumency USD
Line Defaults
Supplier ID Q Category Q
Supplier Location Q Unit of Measure Q
Shipping Defaults
Ship To | 0540000558 Q Atention
dress
Due Dats ]
Distribution Defaults
SpeedChart Q
11w
Chartieids? || Chartfielis3 | Detals | AssetInformation || Show Al
Distribution Line 1: Percent 1\ Location . GL Unit T4 Account Tt
1100 ACORE qQ STATE Q Q -
Chareiost Chartieigsd || Detais || Asset iformaton || Showau
Fund 1} Dept 7t s Program T, Bud Ref T\
Q DAS23920 Q Q a Q —
Chartfields1 || Chartfields2 Details || Asset Information | Show All
hartField 111 ChartField 2 11 ChartField 3 1t PC Business Unit 11 Project 14 Activity 11 Source Type 14 Category 14 Subcategory T
Q a a Q Q a aQ Q
Chartfields || Chantfiekdsz || Chantfields3 AssetInformation || Show All
N Unie 14 Budget Date 1} St
Q 1003112024 [ Q —
Crartioss1 || Cantieosz || Craiedss || Detais Stowa
M Business Unit 1 ) Profile ID 7 Capitalize 11 Cost Type Tt Description 1t
N . R =
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Click Done

<[00 ©

Requisition Defaults

:
= =

+ Header Defaults
Business Unit DASM1 Requisition Name |

Requester | MarzanoM Q Card Number | v

DAS-Marzano Melissa N
Expiration Date

Priority Medium ]
Requisition Type | Requisition v

Currenc’ uso
Y Obligation Amount

Use Procurement Card | | No |

Line Defaults

Supplier 1D | Q category | Q

Supplier Location | Q Unit of Measure | Q
Buyer |oua1m Q
Shipping Defaults
Ship To |UE40000558 Q Attention
Add One Time Address
Due Date |

Distribution Defaults

SpeedChart | Q

Click Catalog and perform a search to add lines to the requisition
oo e

Create Requisition
1
Requisition Defaults \=] ¥ Checkout

& Catalog

£ Special Requests
3 Fixed Cost Service
@0 Time and Materials
E# Variable Cost Service

[ Tempiates

Q) Favarites D

javasciiptsubmitAction winO{document winPT_CONTEXT_MENU')
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Click Search

Advanced Search

Clear

Search Name Q | Search Tips

Save Search Criteria

Advanced Item Search

“Search Contains | All v of the following search fields entered

Description | Contains Any v
Manufacturer | Contains Any ~
Manufacturer ID | Contains Any v
Supplier | Contains Any ~
Supplier ID | Contains Any v
item ID | Gontains Any ~

UPNID | Equals v

Category ID | Gontains Any

Supplier item ID | Contains Any v
Manufacturer ltem ID | Contains Any ~

Category | Contains Any v

Click Add to Cart for items to be added to the requisition

<0 ©

Create Requisition

1
v
:

Requisition Defaults

Javaseriptsubmitction win0(document wind, PT_CONTEXT_MENU):

v Item Category Q ePro Home
a Medical Equipement and
Accesso (6) Items 1 through 13 of 13
o Transportation and Storage and ltems
) . ‘ B3 Compare SortBy  Description ~
) Commercial and Military and Pr
(@
o CM_2157_9013573 @ s Supplier ID 0000010673
(] Material Handling and Conditio BANDAGE STRIP ADHESIVE 1 X 3 INCH - FIRST AID REFILL 100 PER 8.93 Supplierkem D 00412325
PACKAGE MFG # 010050 MSC 00412825 Pack Manufscurer0 HOKEYWELL N
 C—— Supplier MSC INDUSTRIAL SUPPLY GO e e RaT ONAL G
. 0tg tem 10 ouanzaze
v Manufacturer Name {r Preferred Supplier
moCNEaYWELL INTERNATIONAL CM_2157_1219835 @ 50.73 R J.
® FIRST AID ASPIRIN TABLETS ACETYLSALICYLIC ACID 100 PER BOTTLE ot Supplier kem D 161500
Vanufscrurer D SWIFTFIRST
() ROAD SYSTEMS INC (2) Suppliar SAFETY SOURCE OF NEW ENGLAND INC P e SwrreneTa ’
1 THINK SAFE INC (2) % Preferred Supplier ¥ Add to Cart W ttem ID 161500
() BENCHMARK GOMMERCIAL
INC (1) CM_2157_7879525 @ $15.14 Supplisr D 0000015170
O IMPACT PRODUCTS LLG (1) FIRST AID KIT - 10 PERSON - ANSIOSHA COMPLETETHINK SAFE INC @ seprmemo ,
1 KITCHEN AID (1) Supplier FASTENAL COMPANY o] | Manufacturer THINK SAFE INC
< Preferred Supplier i o b g ttem 1D ANSI1O
] MEDIQUE PRODUGTS (1)
] SWIFT FIRST AID (1) CM_2157 7879525 () Contract 516.19 Supplier 0 0000610008
4 —— b FIRST AID KIT - 10 PERSON - ANSI/OSHA COMPLETETHINK SAFE INC Each Supplier em D 8565212634WK73
tanufscuurer D THNK SAFE N
~ Supplier Name Supplier GRAINGER INDUSTRIAL SUPPLY Manutseturer THINK SAFE NG
¥ Add to Cart tg hem 1D Gece2128WK73
) MSC INDUSTRIAL SUPPLY CO
CM_2157_9000758 © $47.43 SupplieriD 0006130412
Lle Sl OERLEEIN G, L0, ~RSTAINKIT - 10 PFRSON - LINITIZED - WHITF - Supplier tem D FA17MPACT
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Finish adding items to the requisition and then click on the Checkout button.

Create Requisition E
Requisition Defaults
() ePro Home
Items 1 through 13 of 13
Items
Fs Compare Sort By | Description v
CM_2157_9013573 & $8.93 SupplierID 0000610673
BANDAGE STRIP ADHESIVE 1 X 3 INCH - FIRST AID REFILL 100 PER PACKAGE MFG # 010050 MSC 00412825 iy :A“W‘;E"""':g ff;‘lfejim
Supplier MSC INDUSTRIAL SUPPLY CO Manufacturer ?
o LT ET HONEYWELL INTERNATIONAL ING:
Preferred Supplier Mg ltem ID 00412325
CM_2157_1214835 © $0.73 SupplierID 000039128
FIRST AID ASPIRIN TABLETS ACETYLSALICYLIC ACID 100 PER BOTTLE oo SupplierkemD 181500
Manufacurer D SWIFTFIRST >
n Supplier SAFETY SOURCE OF NEW ENGLAND INC Py Manutscursr  SWIETFIRSTAID
et Supper EAROCH | s e
oN 2157 7870526 © 454
FIRST AID KIT - 10 PERSON - ANS/OSHA COMPLETETHINK SAFE ING w SupplierkemiD  ANSIO
Manufacturer D THINK SaFE >
Supplier FASTENAL COMPANY Monufactrer  THINK SAFE ING
o
Preferred Supplier s LA ‘ Fifa fam 12 ARSI
CM_2157_7879525 (D v Conract 516.19 Supplier 1D 0000010008
FIRST AID KIT - 10 PERSON - ANS/OSHA COMPLETETHINK SAFE ING Each Supplieriam D 929921284WKT3
Manurserurer D THINK SAFE
Supplier GRAINGER INDUSTRIAL SUPPLY Manufacturer THINK SAFE INC >
¥ Add to Cart Mg tem D QEB0128INKTS
on 2157 2000755 © 1743
FIRST AID KIT - 10 PERSON - UNITIZED - WHITE et SupplierkeniD 7OV MPACT
MnurseurerD  PACTPROD N

Click on the Schedule Details tab to the left of the line that requires split funding. This will
expand to display the Chartfield information.

Create Requisition
Regquisition Defaults
Order Total 126.20 USD
+ Requisition Summary
Business Unit DASM1 Dept of Administrative Svcs Priority | Mediom
Requisition Name | Enler
Requisition Type | Requisition v
Requester MarzanoM DAS-Marzano Melissa
Currency USD Dispatch Method = Frint  +
ligation Amoun
D Header Comments
« Justification Comments
~Requisition Lines Overview
SelectAll  Actions (3
Zrows
z IG FILE POCKET - LEGA!
1_2167_4412100 Quantity 0y of Measure Price  Cumency  Total
Supplier SUBURBAN STATIONERS INC 2 BX 5417 USD 108.34 USD
(1 Line Comments || 3 Delete
Line2  Catalog liem
BANDA ADHESIVE 1 X 3INCH - FIRST AID REFILL 100 PER PACKAGE MFG # 010050 MSC 00412625
Item 1D CM_2157_9013573 Quantty iy of Measure Price  Cumency  Total
Supplier MSC INDUSTRIAL SUPPLY CO 3 PK 803 USD 17.86USD
[ Line Comments | | f Delate
Order Total 126.20 USD
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Scroll to the bottom and click on the + sign to add another row. Enter the additional Chartfield

information. Follow the same instructions for each line that requires split funding. In this case,
the funding of the lines is being split by different Department IDs.

Line 1

Sehedule Details H Line Detais

Requisition Line Details

Note: Remember to change the Percent field to reflect the correct value for each distribution, on
each requisition line. The total percentage should be 100 for each requisition line

 Item Summary

ACCORDION EXPANDING FILE POCKET - LEGAL - 8.50 INCH X 14 INC

Hem D GM_2157_4412100
tem Category Ofice Equipment and Accessori

wwal : |

112

Supplier SUBURBAN STATIONERS ING
Supplier ftem 1D BSN65T93

Buyer 004176

[+1[=]

Manufscturer BUSINESS SOURCE
Manufacturers ftem 1D BSNGS763
Lead Time Days 1
Price 5417 USD
Quaniity 28Box
Attributes
Gatalog tem
+ Schedule 1
Ao 450 Coumbus Bud ot T
[ stio o corments | [ prce Adustments | [ custom Fietds
Distributior
Ple: L Business Unit before selecting chartfield values
ot o [ Gty < spesacron al
200w
| Chartfeldst H Chartfisids? H Chartfilds3 H Detsis H Budget Informstion H Asset Information H Show Al ‘
Distribution Line 1. Status 11 Dist Type 11 Location 11 Quantity 1. Openaty 1 Percent 11 Merchandise Amount 11 GL Businss Unit 7.
— ! B
CR— ! =
Distributions
Please enter GL Business Unit before selecting chartfield values
“Distribute By | Quantity v | SpeedChart | a
2rows
[ Chartfields1 H Chartfields2 H Chartfields3 H Details [ Budget Information [ Asset Information [ Show All I
Distribution Line 7, Status 1.  Dist Type 1.  Location 7. Quantity 1. Open Qty 7). Percent T4 Merchandise Amount 7. GL Business Unit 1.
1 Open [acore al |1 | 1 [s0 5417 [STATE a|
2 Open |paESER a| [ | 1 50 5417 |STATE a|
Distributions
Please enter GL Business Unit before selecting chartfield values
“Distribute By ‘ Quantity ~ ‘ SpeedChart ‘ Q ‘
2rows
‘ Chartfields 1 ” Chartfields2 H Chartfields3 H Details ” Budget Information H Asset Information H Show Al ‘
Fund Code T Department 1. Special ID T Program Code T Account 11 Budget Reference T
| o] [forszem | S o] [owso al | s [ [
[ a) pAsza110 Q | a| | a| 54080 a ‘ al ‘+‘ ‘_‘
Distributions
Please enter GL Busingss Unit bofore selesting chartfeld values
T a)
20w
‘ Chartieidst H Chartieids2 H Chartfields3 H Detais H Budget Informaton H Asset Information H ShowAl ‘
ChartField 1 11 ChartField 2 1 ChartField 3 1. PC Business Unit 1. Project 11 Activity 1 Source Type 1. Category 11 Subcategory 1t
| al | al | o] [ 2| [z a] | a | al | a | a [+ [
[ a | al | a] [nowes a| |[orsmoneroer | | al | a] | a] | a] (-]
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When you have finished entering all the pertinent chartfield values on the multiple distribution lines, click
Done

| Requisition Line Details
Order Total 135.13 USD

Line 1

Schedule Details Line Details

~ Item Summary
ACCORDION EXPANDING FILE POCKET - LEGAL - 8.50 INCH X 14 INC

Hem 1D CM_2157_4412100
ftem Category Office Equipment and Accessor

Supplier SUBURBAN STATIONERS ING
Supplier ltem 1D BSNG5T93
Buyer 004178

Manufacturer BUSINESS SOURCE
Manufacturer's tem ID BSNB5793
Lead Time Days 1

Prics 5417 USD
Guantity 2 Box

Attributes

n HE Catalog ltem
 Schedule 1

+|[=
Schedule 1 Quantity |2
“Ship Te |0840000556 Q Price 5417 USD

Attention To | DAS-Marzano Mekssa Total 108.34 USD
Due Date i3]

450 Columbus Bivd Harford, CT
Address (20 LF

[ 02 50 1o Comments | [ % Price Adstments

Click the Submit button. This action will initiate the approval workflow, generate a

confirmation that the requisition was successfully submitted, and the requisition status will
change to Pending.
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® O £ My Requisitions

Checkout Confirmation

&3 Print Preview

Requisition Details

Business Unit DASM1 Total Lines

-

Requisition ID 0000008918 Total Ameunt 54.17 USD

Requisition Name 0000008918 Budget Checked

Status i, Not Checked

Last Modified Date 08/27/2024 10:45:55AM

Status | (3 Pending Approval
#= View Approval Chain

Next Steps

@ Edit this Requisition

Maodify this requisition

83 My Requisitions

Go to existing requisitions

@ Create Requisition

Create another requisition
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