How to Enter a Purchase Requisition

1. Login to MOSAIC
2. Select the NavBar Icon at the top of the screen

B My Homepage
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Jaln McMaster's School of Graduate Studles on soclal media and stay up-to-
date on the latest happenings on campus and in the Greater Hamilton

community.
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Format your question like the following:
Where is McMaster University located?

Grades MAC ID and Email

LastPay Date 05/25/2018
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3. Select ‘Navigator’, then ‘Finance’

B My Homepage o3 \
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4. Start a Requisition, by selecting:

a.
b.

Purchasing
Requisition

Add/Update Requisition

.E!E%.

Recent Places

Navigator

»

j}

£

Edit Favorites

L -
Favorites

MAC ID and
Password

NavBar: Navigator

4= Finance

Supplier Contracts

Items

Suppliers

Procurement Contracts

) Purchasing

Grants

Project Costing

Proposal Management

Maintenance Management

»

NavBar: Navigator

42 | Purchasing

b- —m Requisitions

Navigator

Edit Favorites

Favorites

MAC ID and
Password

Purchase Orders

Receipts

Return To Vendor / Supplier

Procurement Cards

Analyze Procurement

Buyer WorkCenter

o NavBar: Navigator O
& i 4= | Requisitions *
-
:® Reports >
? Recent Places
5 C. = Add/Update Requisitions
. Navigator Requester's Workbench

p Approve Amounts

> p 4
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Approve ChartFields

>
A
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Budget Check

MAC ID and
Password

Purge Load Requests

OLD DRAFT Supplier Set-up

Supplier Set-up/Change Request
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5.

6.

Click on the Add a New Value tab and select Add.

You would select Find an Existing Value if you wanted to look up a requisition you entered previously.

/' [ Mosaic x
« C ff @ httpsi//epprd.mcmaster.ca/f
Favorites

| main Menu Finance ~ = P

McMaster Mosaic
University f?*‘?’
Home My Profile My Work Support
Regquisitions
Eind an Existing Value Add a New Value

Business Unit: (T Jay

Requisition 1% pyexT

Find an Existing Value | Add a New Walue

prd/EMPLOYEE/ERP/c;

Step 5.

YUISITIONS.GBL?FolderPath=PORTAL_ROOT_OBJECT.EPPO

New Window | Help

Modify the information in the Header. Modify by clicking on magnifying glass next to each field. Requisition Date defaults to today’s date. Accounting Date defaults

to today’s period.
a.

Origin- Defaults to ONL. Will need to be changed to RSCH for Research accounts or CAP for Capital accounts (Facilities) where required.

b. Currency- defaults to Canadian. Need to change for other currencies.

Requisition

Business Unit MACO01
Requisition ID NEXT

Requisition Name

Header

*Requester

“Requisition Date [06/06/2018

Step 6 a. —ﬁ Origin ONL
*Currency Code CAD
Step 6 b. ———?

Accounting Date 06/06/2018

Requisition Defaults

Requisition Activities

Requester Info
Operating

Dallar

Add Comments

Copy From

Status Open

Budget Status Not Chk'd

Hold From Further Processing

Amount Summary

Merchandise Amount 0.00 CAD
Tax 0.00 CAD Recalc Gross
Total Amount 0.00 CAD
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Now enter the Line item description on the Details line. All Line Information

a. Item- leave this field empty. (Dead Field- does not show on PO)

b. Description- type a description of the item you are purchasing. If the supplier has provided an item number begin the description with the supplier’s item number.
Quantity- this is the number you are purchasing. For Blanket Purchase orders enter the total quantity for the period the blanket PO covers. For example- qty
1,000 (10 releases x 100 units = 1,000 qty)

d. UOM - unit of measure. Most requisitions will have EA (each) as UOM. Click on magnifying glass to view other options.

e. Category - click on magnifying glass to view options available. This is category of goods or services you are buying, not your department.

Example- lab supplies such as beakers should be 4110000 Laboratory & Scientific Equipment, not Research Services.

f.  Price- remember to enter the price without taxes. PeopleSoft calculates the taxes for you.

Maintain Requisitions
Requisition
Business Unit MACO01 Status Open ™
Requisition ID NEXT Budget Status Not Chk'd
Requisition Name Copy From Hold From Further Processing
Header
*Requester Q
“Requisition Date 06/06/2018 ) Requester Info
i A
Origin ONL < Operating
= CAD Q
Currency Code X Dollar
Accounting Date 26/06/2018 [
Amount Summary
Requisition Defaults Add Comments
Requisition Activities Merchandise Amount 0.00 CAD
Tax 000 CAD Recalc Gross
Total Amount 0.00 CAD
Add Items From
Purchasing Kit Catalog
a. ltem Search b. Requester ltems C. d. e. f.
Line Persaonalize | Find | View All | & | ] First ‘4’ 10f1 ‘2 Last
Details Ship go/Due Date Status Suppligg Information Item Information itributes Contract Sfurcing Control [=»
Line Iten Descripti Quantit Categor Pri Klﬁ]rg:spdise Status
1By Q & B ooooo Q Q 0 0.00 Open O m [ +] =]
View Printable Version View Approvals "Go to ...More... v
'Fl Save ||[=] Notify || &3 Refresh + Add
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8. OPTIONAL: To add additional lines hit the + button at the end of the line. / To remove lines hit the = button at the end of the line.

Maintain Requisitions

Requisition

Business Unit MACO1
Requisition ID NEXT

Requisition Name Copy From
Header
*Requester Q
*Requisition Date 05/05/2018 5 Requester Info
Origin ONL Q Operating
*Currency Code CAD Q Dollar
Accounting Date 06/06/2018 5

Requisition Defaults Add Comments

Requisition Activities

Add Items From

Purchasing Kit Catalog

Status Open

Budget Status Not Chk'd

Hold From Further Processing

Amount Summary

Merchandise Amount
Tax
Total Amount

g

0.00 CAD
000 CAD
0.00 CAD

Recalc Gross

Add additional line

ltem Search Requester ltems
Line Personalize | Find | View All | £V | E First ‘&' 10f1 ‘& La .
X Remove line

Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls ]

. _— c o - Merchandise

Line Item Description Quantity uom Category Price Amount Status

1 B Q A B b.oooo Q Q 0 0.00 Open O T & [

View Printable Version View Approvals *Goto __More.. v
'Sl Save | [Z] Notify || £* Refresh % Add
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9. Click on the Schedule icon at the end of the line.

Maintain Requisitions
Requisition
Business Unit MACO1 Status Open 4
Requisition ID NEXT Budget Status Not Chk'd
Requisition Name Copy From Hold From Further Processing
Header
*Requester Q
*Requisition Date 06/06/2018 E Requester Info
Origin ONL Q Operating
* CAD
Currency Code Q Dollar
Accounting Date 06/06/2013 )
Amount Summary
Requisition Defaults Add Comments
Requisition Activities Merchandise Amount 0.00 CAD
Tax 0.00 CAD Recalc Gross
Total Amount 0.00 CAD
Add Items From
Purchasing Kit Catalog
Item Search Requester Items
Line Personalize | Find | View All | 2/ | E First ‘&' 10f1 '} Last
Details Ship To/Due Date Status Supplier Information Item Information Attrnibutes Contract Sourcing Controls =W ’
Line Item Description Quantity *UoMm Category Price g‘l;rgﬂstndise Status
1 B Q @ & boooo Q Q 0 0.00 Open O W @
View Printable Version View Approvals *Go to ..More... v
'Fl save ||[=] Notify ||&* Refresh % Add
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10. Schedule- enter the ‘Ship To’(delivery location) and Due Date here.

a. Ship to- should default to your location & can select other locations by clicking on magnifying glass.
b. Due Date- click on the calendar icon to change due date. The due date is the date you want the goods to be delivered to your location.

Schedule
Business Unit MACO1 Requisition Date 06/06/2018
Requisition ID NEXT a. Status Open

Return to Main Page

Line
1 Item na Quantity
Schedule
Details Maintenance W, 7N
Sched =Ship To Quantity Price Merchandise
1 B [031_REQ = [1.0000 0.00000
Add Ship To Comments
‘5l Save ||[=] Notify || £* Refresh

Amount

Find | View All First ‘4" 10of1 ‘® Last

1.000f Each Merchandise Amt 0.00 CAD

nalize | Find | View All | | e First ‘4 10of1 ‘b Last

Due Date Attention To Status

3] ® dg L3 Active ] =]

=% Add || 7] Update/Display
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11. Click on the Distribution icon at the end of the line.

Schedule
Business Unit MACO1 Requisition Date (06/06/2013
Requisition ID NEXT Status Open
Return to Main Page
Line Find | View All First (4’ 10f1 "} Last
1 Item na Quantity 1.0000 Each Merchandise Amt 0.00 CAD
Schedule Personalize | Find | View All | &V | ks First ‘4" 10of1 '} Last
Details | Maintenance WO | [F=oW
Sched *Ship To Quantity Price Mercgﬁglijsnet Attention To Status
1 & [031_REQ. =1 10000 0.00000 0.00 5 L7 Active ] (=]

Add Ship To Comments

[G] Save | |[=] Notify ||&* Refresh

[E% Add 2| Update/Display
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12. Enter your Chart field information in the Distribution fields.

a. Only populate the fields that apply to your Chart string. Click on the magnifying glass next to each field to find the appropriate information and select.

b. Select Ok when done entering information.

Distribution

Requisition ID NEXT
Line 1
Schedule 1
Ship To 031_RECV
*Distribute By | Quantity

*Liquidate By | Amount

SpeedChart
Distributions
Chartfields Details Asset Information
Distrib  Status Percent
. 1 Open 100.0000
oK I Cancel Refresh

WEST CAMPU

L4

v

Q Multi-SpeedCharts

Budget Information | |F==H)
: Merchandise
Quantity R

1.0000, 0.00

Item
Status Active

Open Quantity

Merchandise Amt

GL Unit

na

Quantity 1.0000 gp
1.0000
0.00 CAD
Personalize | Find | View All | 2| E’ First
Account Fund Dept Program PC Bus Project Activity Source Affiliate Fund Affiliate
Unit Type
Q Q Q Q Q Q Q Q q

MACMQI 500300 Q
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13. This will take you one step back to Schedule. Click on Return to Main Page.

Schedule

Business Unit MACO1 Requisition Date 06/06/2018

NEXT Status Open

1 Item na Quantity

Schedule
Details Maintenance WO | [F=¥

Sched *Ship To Quantity Price

Add Ship To Comments

‘5l Save ||[=] Notify || &% Refresh

1.0000 Each Merchandise Amt 0.00 CAD

Personalize | Find | View All | X | e First ‘&' 10f1 } Last

Merchandise
Amount

=3
fixe
-f+-|
[#]
[1]

1 B 031 _REQ = [1.0000 0.00000 0.00

Find | View All First ‘4 10of1 ‘®' Last

Attention To Status

= Active

% Add || 2] Update/Display

Strategic Procurement/ McMaster University



14. Click on the Supplier tab to select the supplier. If the Supplier is not listed you will need to request a supplier setup by going to Finance-Purchasing-Requisitions and
Selecting: Supplier Setup/Change Request.

Click on magnifying glass to find the supplier.

[ Mosaic - Google Chrome

& https://epprd.mcmaster.ca/

GBL?FolderPath=POR

McMaster Mosaic

University %!
Home My Profile My Waork Support
Kequisition I UUULUU143/ BUUGEL SLAIUS L iin e

Requisition Name 0000001437 Hold From Further Processing

Header (7
"Requester JFOSTER @, FOSTER JANE ALLYSON
*Requisition Date |19/03/2014 [H Requesterinfo
Origin RSH @, Research and Trusts
Currency Code CAD Dallar
Accounting Date 19/03/2014 [E]
Requisition Defaults Edit Comments Amaunt Summary (7
Requisition Activities
Document Status Merchandise Amount 6,850.80 CAD
Tax 890.60 CAD Recalc Gross
Total Amount 7.741.40 CAD
Pre-Encumbrance Balance 000 cap
Add tems From (7 Select Lines To Display (7
Purchasing Kit Catalog Search for Lines
Item Search Requester llems Line @, To @, Retrieve
Line (7 Personalize | Find | View Al | 2 | First &/ 1-7 of 7 &/ Last
Details Ship To/Due Date Status Supplier Information Mg rmation Attributes Contract Sourcing Controls
Linea Description Supplier Supplier Name Location
1 B [oFs0 Human Fn- | A 0000009388 3, CEDARLANE BURLIMGTON @, [ [=]
2 [ [HSTA0OD Human 0000009388 3, CEDARLANE BURLINGTON @, [+] [=]
3 B |D60s0 Human IL-6 0000009388 @, CEDARLANE BURLINGTON @, [+ [=]
ELH-IL1B-1Human 0000009388 @, CEDARLAME BURLINGTON @, [ [=]
ELH-IL1B-2 Human 0000009383 @, CEDARLANE BURLINGTON @, = [=]
ELH-IL10-1 Human 0000009383 @, CEDARLANE BURLINGTON el + =]
7 B |[ELHIL10-2 Human 0000009388 @y, CEDARLANE BURLINGTON @, = [=]
Wiew Printable Version View Approvals “Goto _Mors ¥

Repeat steps 9 to 14 for each line on your requisition.
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Requisitions for services, or large goods that require multiple payments for the same item (meaning the supplier will be issuing more than 1 invoice to be paid)
should be setup as Amount Only Requisitions. Skip this step if the supplier is issuing only 1 invoice against the purchase order.

15. a) Click on the Attributes tab.
b) Select ‘Amount Only’ so a check mark appears in that field.

Maintain Requisitions

Requisition
Business Unit MACO1 Status Open 4
Requisition ID NEXT Budget Status Not Chkd R E
Requisition Name test amount only Copy From 7] Hold From Further Processing
¥ Header '2
. CHA @,
Requester CHAPMDJ \  Josh Chapman
Requisition Date 2013/12/10 il Riquisier o
o e a
Origin ONL . Operating
. A Q
Currency Code CAD \  Doilar
Accounting Date 2013/12110 21

Amount Summary (2
Requisition Defaults Add Comments

Requisition Activities

Merchandise Amount 5,000.00 CAD
Tax 650.00 CAD Recalc Gross
Total Amount 5,650.00 CAD

Add ltems From (2

Purchasing Kit Catalog

ltzm Search Requester tems
Line (7 Personalize | Find | Viewall |& B First ¢ 19
Details || Ship To/Due Date | Status | Supplier Information || ltem Information | Attributes | Contract | Sourcing Controls E’]

Zero Price  Amount Inspection .
Line Item Description Buyer Name Physical Nature Indicator Only Required Work Order (AiM) InspectID
1R @, test 2 B GILNERS @, Nina Gilners Goods - Il

Amount Only will allow the receiving and payment to be done by S amount, and not by quantity. The quantity will default to 1.

IMPORTANT: Your PO cannot be both Quantity and Amount Only. If you have multiple lines on the PO, they must be the same in order for receiving and
payment to be processed.
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When the prompt message appears select ‘Yes’ to confirm.

Message

The quantity will be setto 1 for an amount only line. The system will reprice the line. Continue? (10150,238)

The Requisition quantity will be setto 1 for an amount only line, the system will reprice the requisition line for you.

Note that quantity field is unavailable for entry and the system has now hardcoded the quantity to 1, but the price field is now open. When you go to perform
Receipts on this purchase order you will now be able to receive on price rather than quantity.

Maintain Requisitions
Requisition
Business Unit MACO1 Status Open 4
Requisition ID NEXT Budget Status Not Chid - =
Requisition Name fest amount only Copy From ["1 Hold From Further Processing
¥ Header 7
'memr.CHAPHDJ a, Josh Chapman
“Requisition Date 2013/12/10 o Requester Info
Origin ONL _Q Operating
*Currency Code CAD @, Dollar
Accounting Date 201312110 5
Amount S i
Requisition Defaults Add Comments EORIY,
Requisition Activities Merchandise Amount 5,000.00 CAD
Tax 85000 CAD | RecaicOross |
Total Amount 5,650.00 CAD
Add tems From (2
Purchasing Kit Catalog
Item Search Requester tems
Line 2 Personalize | Find | View sl [ & | B First ' 1011 % Last
| Detaits || snip ToDue Date || status || Suppier || tem | & Contract || Sourcing Controls
Line ttem Description ‘UOM  Category Price Norchancues.. | [sess
1@ @, ftest EA @, [10000000/@, [5,000000¢ 5,000.00 Open Cw ] H=HE
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16. Adding Attachments: Purchase requisitions always need an attachment added as an Approval Justification to confirm the goods/services have been procured
through a process meeting current Purchasing Policies. Please refer to the current Purchasing Policy for requirements.

Click on Add Comments and a new Prompt box will appear.

Mosaic *®

cCna

| Main Menu ~

«

& https://epprd.mcmaster.ca/psy

McMaster Mosaic

University lﬁ*?
Home My Profile My Work

Maintain Requisitions

Requisition

Business Unit MACO1 Status Open

Requisition ID NEXT

Requisition Name Copy From

Header

*Requester FELTONT @, Card Number

Expiration Date

FELTOM,TRACIE
*Requisition Date 19/03/2014 Requester Info
Origin oL A

*Currency Code CAD

Accounting Date 19/03/2014

Requisition Defaults dd Comments Amount Summary (2

Requisition Activities

Merchandise Amount
Tax

Total Amount
Add ltems From (2
Purchasing Kit Catalog

Item Search Requester ltems

Line (g Personalize | Find
Details Ship To/Due Date Stalus Supplier information tem information Aftributes Contract purcing
Linea Description Quantity ‘uom Category Price :‘::"::::‘d'“
1] = g 0.0000 @, @, 0
View Printable Version View Approvals “Goto . Mare
ol Save ||[=] Notity | |22 Refresh

Budget Status Mot Chicd

4

Hold From Further Processing

Use Procurement Card

view Al | B | 5

Cor

Status

0.00 Cpen

Lo

=&

Home | Sign oul

w Window | Help | Personalize Page

Recalc Gross

First'& 10r1'% Last

L+ Add || 1 UpdateDisplay
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17. Adding comments:

Note the comment box is 1 of 1 and hitting the + button allows for additional comments to be added. If you added a comment box which you want removed hit the

Inactivate button and the comment box will be removed.

/[ Mosaic x = | G [t
&« C N E]nttps:,a,«'epprd.mcmaster.ca_-'psp,'prepprd"E?-.‘-PLOYEE,»'EF‘\P,«"QREQL-lSEﬁO!\._WE!-:-‘.S.REQ:;!SIOI\SGE.L?FO:derF‘aTw=PORTAL_ROOT_OE‘.JE[T.EPPO_PURCHASEﬁ =

Favorites

| Main Menu

Home | Sign out

McMaster Maosaic

University @

Home My Profile My Work _ Support
Header Comments * bw Window | Help | Personalize Page
B o Hel
Maintain Requisitions s
Requisition Business Unit MACO1 Requisition Date 19/03/2014
Requisition ID NEXT Status Open
Business Unit MACD1
Requisition ID NEXT
Requisition Name | *Sort Method | Comment Time Stamp v *Sort Sequence | Ascending v Sort
¥ Header (2 i >
Comments Find | View All First "% 1 of 1 Last
“Requester FE| TOI Use Standard Comments Comment Status Active Inactivate +]
*Requisition Date 'J /0321
Origin|oNL | e
*Currency Code CaD
Accounting Date 18032
:
Requi
Send to Supplier J Show at Receipt I
L_ Approval Justification
Associated Document
Attachment Aftach ie Delete Email
Add tams From achmen
From -> REQ MACO1-NEXT
oK Cancel Refresh
A3 @ [ooooo [T Ty || Ja, | 0 0.00 Open Q8 M R E
View Approvals *Goto PMora . v
_| |2 Refresh Eh Add || #] UpdateiDisplay
Comments Box
. S - 3sopm ||
Who will see comments — select a box see definitions page 17 r) A = %P w3 ||
-

To add an attachment

To add additional comment/s

Select Email to ensure the
attachment/s makes it to the
supplier when sending an
attachment. Make sure you
select: Send to Supplier
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Who will see the Comments:
Whatever you type in the comment box is visible to what group is selected below the box.

Send to Supplier- comments get sent to the Supplier with the purchase order.
Show at Voucher- comments are visible to Accounts Payable when invoices are processed.
Show at Receipt- comments are visible to McMaster Receiving Departments when receiving the goods.

Approval Justification- comments are visible internally only. This comment is for internal backup to support purchasing policies. Multiple quotes and Sole Source
documents are to be inserted here.

(All of the above options are found under the comments box)

18. Adding Attachments: (See visual page 16)
To add attachments hit the Attach button. Select Choose File to find the file to be attached and select Upload. The attachment gets attached to the comment box that is open.

If you want the attachment Sent to the Supplier be sure you click off Email, otherwise the file won’t emailed to the Supplier when the purchase order is dispatched by the
system.

Types of documents that should be attached if applicable:

e Quote or Sole Source (Remember Sole Source documents require signatures with the exception of the CFO who approves electronically through
PeopleSoft.)

e Contract (Remember contracts require physical signatures as per Execution of Instruments.)
e ICQ- Independent Contractor Questionnaire- (For orders over $10,000 ICQ form approved by ICQ Administrator with assigned ICQ number)
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In addition to being able to add custom comments to the requisitions there are Standard Comments which can be inserted into the comments section. Select Use Standard

Comments. Click on the magnifying glass to select the comment. Select the comment from the dropdown list.

University W

McMaster Mosaic

o

Use Standard Comments

Mesaie

L

University

™ Hander
“Rwquenter FELT
“Hoeqursion Date 13702

Ovign e

“Currency Code CAD

Aecomsting Date 150

R

epprdmermaster.ca

McMaster Mosaic

Homeg MyProfia | My Wok  Support Home My Profile My Yot Support
Heatles Conenents e vons | s [sen ot P
I wl i ” o extow | Hep | Personitzn Fag
Masrnan Puacnase Ondor ie Masrtain Requasions g
Purchase Order Requisition L T —
i Mg
Uusinass Ul W21 X
PO 0 Dusisern Uni s
[
Cp— [ s
Copy ¥ Requisitcn lame “Sort M
] >

Feeu Tk
Shawe a1V
o Associsted
Atiac
Fpe Add hems Fro oK Gancel || Retresn
From = REQ|
Calan Rame B
P R
Line (% o
U Dotaits || Sni F
et [ Line=
o - T
Y o, pooo a, a i 059 oean QmmEE
B 9 "
B X Lt View Pristable Varsion View Agprovals Gota M
L] a o
[l sav | (=] Moty || Retepn e A ||B) Updstaiispiy
Cisa Snw Al Lnm *Gaia] _ o
" 23 N[ a0
STelo®wl @~ w7 e N A v e
. . / : ) i . o
ON @ o] : ; S | A€ |%|w ’ . =t e

Click on the magnifying glass next to Comment Type and then choose your Comment Type

Once the comment type is chosen then click the Comment ID you would like to use
Select Ok and it will be pasted in your main comment box.
For US Orders only- Select Shipping Comments and Customs as the Comment ID. This will paste the McMaster custom’s broker information into the comment
box. Be sure to select Send to Supplier and click off Email so it is sent to the supplier with the purchase order.
Incoterms- When entering requisitions for goods it is important to list the Incoterms in the Header and select Send to Supplier.
Incoterms are term used by the industry to clearly communicate the tasks, costs, and risks associated with the transportation and delivery of goods.
Some examples of Incoterms are: (Incoterms are not found within the Standard comments, these need to be entered manually)
DAP- delivered at place
DDP- delivered duty paid
FOB- free on board

o0 wz>x
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List of Comment Types to choose from — once the Comment Type is selected you will now select the comment ID which, will populate in the
comments box.

/[ Mosaic * e —— T [ i

- CH Iﬁ hitps://epprd.mcmaster.ca/psp/prepprd/EMPLOYE PdeEQUISl'I'ION_lTEMS.REQUISIT[ON5.GBL?FolderPath:PORTAL_ROOT_OBJECI’.EPPO_PURCHASI5:7‘ =

ent Type

SHARE
"TYPe: | begins with v ||
[begins with v ||

Easfc Lookup

First @ 150f5 W Last
Standard Commaent Type Description

E Change Reguest
DEL Delivery Instructions
INV Invoice Instructions
SHP Shipping Instructions
TNC Terms and Conditions
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Routing a Sole/Single Source Form to the AVP of Admin & CFO:

19. Adding a Sole Source to a requisition- How to guide a form to the AVP of Admin & CFO (Refer to SPO1 to see if your order meets the required thresholds):
http://www.mcmaster.ca/bms/policy/purchase/SP-01.pdf (Example over $10,000 a Sole Source would be required if you are unable to obtain 2 competitive

guotations).

To be compliant with laws, regulations, public policy and McMaster University’s Strategic Procurement Policy SP-01, all acquisitions must be subject to competitive bidding. In
rare, specific or exceptional circumstances, only one supplier or consultant may be able, or capable, of providing goods or services.

When a competitive bid cannot be completed for an acquisition the purchaser must complete a Single/Sole Source Certificate and get appropriate approval signatures. The AVP
Administration & CFO is to be completed electronically via PeopleSoft.

Ensure you have attached your Sole Source to the “Approval Justification” in the comments portion of the requisition. (Instructions as listed above within page 15 — 17 to add
attachments)
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a.
b.

Select Requisition Activities in the Header.

Hype in the words “Sole Source” under Comments and then click off “Done” so a check mark appears. This will route the requisition to the AVP of Administration/CFO

for review/approval.

| = |g 2 DpE epprd mEmaRter.ca pp prepprd T
Fle Edd  Vwew Faventes Tooh Help
% @Convent = [8Select
x Google = | M Sewech = |- [ share | More Signln &, =
s @ Citrix Access Gatewsy Wl McMaster Daily News (2) & ADWEB Menu B Corpante Informption Sy £ Free Hotmsd 8 Suggested Stes v 5 Get more Add-ons v fi * B 00 o v Pagev Safetyv Toockw i
McMaster Mosai
University E
Hom My Profile My Wark Suppart
§ et
-~
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View Approvals found within the main page of the requisition. Once the View Approvals is selected you will then be able to see the name of the AVP of

il

The AVP of Admin/CFO will now be listed as one of the approvers on the requisition once the requisition is saved and submitted for approval. To see the routing go to

C.

Administration/CFO (D. Henne.)
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FINALIZING YOUR REQUISTION: (It’s important to follow these steps as listed to ensure your requisition is submitted correctly)
Save — Budget Check — Green Checkmark : to submit for approval

20. Select the Save button. A requisition number will be generated next to Requisition ID.
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21. Click on the Budget Check button. The budget check will be performed and budget check status will change from Pending to Approved.
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22. Click the green checkmark to submit the requisition to be routed to the next approver.
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This will show you the names of the individuals that need to approve the purchase requisition and where it is in the approval process. (Approval Route) :

23. Click on the View Approvals button.
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Requisition Line Approvals

You have now completed a requisition. What next?

The flow of the Requisition:

» Once approvals are complete, the Requisition will be Auto

Sourced into a Purchase Order.

»  The Purchase Order will be sent to the Supplier by the
PeopleSoft system or by a Procurement Specialist.
The Goods or Services are then received by you the end-user,
unless the goods you had purchased had come directly to
HSC or General Receiving. A Receipt ID Number is assigned to
the Purchase order once the Goods or Services are received

>

in PeopleSoft.

» Remember there are 3 key numbers tied to one order

processed before payment:

Purchase Order
Number

Requisition Number Receipt Id Number
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