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Requisition Maintenance Quick Guide (REQM)

Changes have been made to the REQM, Requisition Maintenance screens in Colleague in order to streamline and sim-
plify the process of creating Purchase Requisitions.

Key
e Fields outlined in are required fields. You will not be able to continue without completing these fields.

e Fields that are [H1W.X® (3o Ne]VI MM are unused fields. Disregard all blacked out fields.

e Fields with a YELLOW BACKGROUND are visible, but can not be entered or changed. Some will auto populate.

e Fields without a colored border or background are optional, autofill, or will need to be drilled into to complete

additional information.

e The @‘ icon indicates that you can drill into the field to provide more details. Click the icon to proceed.

Creating a New Purchase Requisition

1. Type “REQM” into the Colleague search bar in the upper left hand corner.

2. Type in “A” and press enter to add a new Purchase Requisition

Requisition LookUp or (A)dd
[ ]

(oK ) (_ Cancel ) ( Finish ) ( Help )

3. Type in “N” and press enter—or—just press enter to automatically assign a Purchase Requisition number.

Enter "N"o Number or <ENTER> to assign automatically
“ ] Number will be assigned automatically upon completion of Req

( ok ) ( cancel ) ( Finish ) ( Help ) { ok 7}

4. A new Requisition screen will appear, all required fields must be entered.
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[— ] REQM: Requisition Maintenance ~ [ Search

#TSEARCH RESULTS "4 NAVIGATION =z # 1 FAVORITES

X oo )

Colleague Ul ‘

Ellucian | QO

No Active Context

| File Options

Help | ( / Save ) [ W/ SaveAll ) ( X Cancel ) ( XX CancelAl ) (-] +] e 00
|| reqm - isition Mai ]
Requisition : Status : Status Date :

Will auto populate with Requisition Date i Maintenance Date Jl:‘
the current date; but Initiator{ ] Requisition Ath J
can be overwritten. Desired pate ([N
Your credentials.

Vendor ID Types 1
Vendor ID number. You —|—— L] ] )
may browse by typing a Name| 1 | J
name or Vendor ID. Address| 1 | B}

cuyisi/zp | J I J
Enter your location: Eonnd J
SAC: Santa Ana Coll. Currency Terms
SCC: Santiago Canyon Coll. Ship To E
CEC: Centennial Edu. Ctr. ; .

& Remington Ship Via | ) Commodity | )

OEC: Orange Edu. Ctr.
DMC: Digital Media Ctr.
OCS: OC Sheriff’s Academy
DO: District Office

Account fund. You may
browse by typing “...”
into the field and

pressing enter.

Line Items ﬁ

Printed Comments \Q\ @\
Comments ‘LJ‘ @‘
Requisition Done

Approvals | 1 ||

Buyer l J

Expire Date -

 ————— AP Type

Invn Store

‘ Launching REQM (CF) from cache )

o /

Drill into line items to
continue.

Final Step: Once PR is
ready for approval, ie all
lines and accounts have
been added, change to
IIY"

Drill into the first line
item to open the Requi-
sition ltem Mainte-
nance screen and begin
adding lines to your
Purchase Requisition.

Cooperative/lease agreements and Board
approval date if applicable

Tip: Tabbing through the form will take you to all required fields.

Tip: The Vendor Address should auto populate. Drilling into the field
will provide more options.

e

T — -
¢ SEARCH RESULTS B4 NAVIGATION Sz * | FAVORITES

Y togon )

No Active Context
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File ‘-Options Help | | (/ Save ) ( &/ SaveAll ) ( X Cancel ) ( XX CancelAll ) [ 0+l ®00
[ REQMY Requisition ice | RQIL - isition Item List
Requisition : Status : Status Date :
Vendor :
Description Quantity Estimated Price Extended Price Tax

Lo =)l J L J J L J L
L2 LR J | J L J J L
Ls L& J 1 J J L L
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[_J REQM: Requisition Maintenance  ~ [ Search

“#TSEARCH RESULTS ™ 4% NAVIGATION 5288 #  FAVORITES

1 tovou ]

Ellucian [ :
CO"eag ue UI { No Active Context
( File Options Help | | ([ / Save ) ( ./ SaveAll | ( X Cancel | ( XX CancelAl ) [-| 0+ ®00
‘ REQM - Requisition Maintenance | RQIL - Requisition Ttem List I RQIM - Ttem Mai |
Requisition : Status : Status Date :
Will auto populate from
prior screen Vendor Name | 1 || J
Commodity{ ]
Drill into the field to N\ Inv Ttem ;
enter information ™ Description | 1 i @
P L2l &
Price for line item Est Pri[:e{ ]a Desired Date -
q q uanti :] Fixed Asset
Quantity of item(s) —— e Quantity
Unit of IssueT ] Vendor Part
. . . /. Trade Disc Amt Form/Box/Loc _
Unit for line item. You L = — - O
. Trade Disc Pct Comments i _
may browse by typing L ) L =
“« - . Extended Prn:et
..” into the field and
| ok OfTperFi —
pressing enter. | [E— [ L J
Tax Codes (1 || L J
If applicable ‘ wlL Account No Percent Quantity L J
A | 2 [ | L J
. GL Amt
If applicable, T J L | L J
enter “ST” for FAep D J L J
Sales Tax L J
New Record No Values B |\i}‘

Account String must be
provided in order to
complete the Purchase
Requisition, however it
may be saved and
exited prior to entering
this information.

Tip: Verify account information before entering. Once entered, it cannot be changed. If ad-
justments are needed, a new PR will need to be issued. (Please be sure to request any is-
sued, but unused PRs are deleted by contacting the Purchasing Services Department)

5. Once all required sections are completed, Save (by clicking the save button along the top banner or pressing the F9
key on your keyboard) and Update (by clicking the update button on the pop up or pressing the return key on your key-

board).

6. Add additional line items as needed. Once all line items are entered, Cancel out of the blank Requisition Item
Maintenance screen. This will return you to the Requisition Item List screen.

7. Review Requisition Item List screen and Save if complete and Update. This will return you to the Requisition Mainte-

nance screen.

8. Once completed, update the Requisition Done field from “No” to “Y” to move it forward for approval.
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