How to Order Asset ItemswithePro ... ......... .

- Since Assets are expensive items that are meant to last a long time, we usually only order them when we
- absolutely need them. Things like computers, refrigerators, or trucks, are examples of Asset items. When we do
. order an Asset item, we must follow a specific procedure.

- Asset items are goods (physical items) that must meet several criteria:

- Cost $500 or more per single unit.

- Are non-consumable (do not diminish with use).
- Are cheaper to repair than to replace.

- Are meant to last several years, at least.

. The steps in this Job Aid begin from a blank ePro requisition form. If you don’t know how to log into
. PeopleSoft eProcurement and arrive at a blank ePro requisition, then please refer to the Job Aid entitled How
~ to Log Into PeopleSoft eProcurement or How to Find Categories for Special Request Items.

Create Requisition . . .
ﬁ;;. 1. Define Requisition E‘; 2. Add Items and Servi 1 In thls exampleu we WI" Order a ref”gerator

Add lines to the requisition, specifying the information ng . g porocure each item o for Our Cafeteria. We begln by Cllcking the blue

Searctr tab labeled Special Request.
0| Special Request

Special kem

*tftem Description:
s

*Price: *CUrrency:
*Ouantity: *Unit of Measure:
‘ 2. Onthe Special Request ordering screen, we
“tom Descrgon:  REFROERATOR VHRLPOOL. ETAWTMAKQ 181 CUFT.TOPHOUNTWHITE | oo ot oot are with dletails about
Price: 43,0000 Currency: V5D the order.
Ouantity: 1.0000 Anit of Measure: = Q IMPORTANT NOTES:
*Category: AEQP KTCH LR Due Date: utns - Be sure to type the Description in ALL
Vendor ID: 0000000184 Q" poo Hardware suggestNewendor [ CAPITAL LETTERS with no punctuation, in
this order:

- Nooun for item being ordered.

- Manufacturer’s name.

- Manufacturer’s model 1D #.

- Model name, & color if applicable.

- Choose the correct Asset Category in the
Category field. (If you don’t know how to do
that, please refer to the Job Aid entitled
“How to Find Categories for Special

Request Items™).
- Complete the rest of the required fields in

this section, as you would for any other Special
Request order.
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How to Order Asset Items with ePro

UL LLEE L) A
Additional Information

Alex Doe (B19) 555-5555, Wilshire Crest Elementary.
We need a new refrigerator because our old cafeteria
reftigerator died after 145 yvears.

[ Send to Vendor " Show at Receipt

[ sh

t Elementary.
t old cafeteria
acaipt - Shom
( Add Item 4 '
/’——?\
Services \& ( 3. Review and Submit )

itern ar service.

21, Search |

SDUsD

Business Unit;

Requester:

Requisition Nani: '_Refrigeratnr for Cafeteria

Requisition Lines

Line Description

[P .

REFRIGERATOR WHIELPOOL #ETS

San Diego Unified School O

ACe H

. January 2009

3. We must enter our name, phone number,
and name of our location into the Additional
Information text box. Include any additional
details that explain or justify this purchase. You
are also encouraged to add any other
information that can assist in making this
purchase (details about the item, how you want
it delivered, etc.).

4. Click the Add Item button. This places the
Asset item, as we just typed it out, onto the
ePro requisition form itself.

5. Don’t be alarmed when the fields and text
boxes go blank. This just means that the item
information was taken from this page and
placed onto the requisition form’s page. The
requisition form can be viewed now.

To do this, we must click the Review and
Submit link in the top right corner.

6. We type an appropriate (but brief) name for
our requisition in the Requisition Name text
box.
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How to Order Asset ItemswithePro ... ......... .

_ 7. Click the Expand Section button (shaped
Requisition Name:  [Reffigerato like a small triangle). This enables us to access
Requis es the Chartfield area so we can enter the budget
Descriptio numbers to pay for this refrigerator.

[ 1 REFRIGERATOR YWH

[T SelectaliDeselect All

A " |

Bud 8. Scroll to view the lower-right area of the
DeptlD  [Resource Account |Program |Class  (Fund Extended ,

Ref screen. We must now enter our school’s
1236 Q12345 Q 112 Q 4481 11234 Q 1234 Q 12345 Q 1234 Q budget numbers into these Chartfields. We
must take care to enter the correct numbers to
indicate the appropriate budget to pay for this
Asset item. (The numbers shown here are for
illustration only, and cannot be used).

9. Scroll over to the lower-left area of the
screen. Click the Check Budget button.

Check Budget

| Bl save & submit | 2 cove & nrevie

10. Click the OK button to initiate the Budget-
Budget Checking will save your requi Checking process. This will pre-encumber the
| funds to pay for the order.

P erform budget checking o

Cancel |
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How to Order Asset ItemswithePro ... ......... .

11 . . .
Bl 11. Verify that we received a Valid Budget
Checking Status. Now we can click the Save
and Submit button to send the requisition to

our Department Approver for processing.

" sendtoVendor [~ Show at Recej

Show at Vouc|

s Check Budget | Budget Checking Status: Valid

Save & submit Save & preview apprmralsl XCanceI Changes

12 : N
12. Onthe Save/Submit Confirmation page,
Requisition Approval we can observe which Approver(s) this
~Line TPending requisition was sent to. From here, we can

REFRIGERATOR WHRLPOOL #ETEWTMYHE 18.2 CLLFT. TOP MOUNT WHITE navigate to another page or log out of the
Department Approval - Single System.

Pending

@ Alex Doa
Single Approver for Dept

Buyer Approval

= Line 1;Awaiting Further Approvals
REFRIGERATOR WHIRLPOOL #ETEWWTHAKE 18.2 CUFT. TOP MOUNT WHITE

Buyer Approval

Not Routed

Kris Doe
= Buyer Approval

IMPORTANT NOTE:

For further assistance with ordering Asset items,
please contact:

Rose Gustafson, Procurement & Distribution
RGUSTAFSON@sandi.net
(858) 522-5850
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