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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.

1.  In this example, we will order a refrigerator
for our cafeteria. We begin by clicking the blue
tab labeled Special Request.

2.  On the Special Request ordering screen, we
fill in the fields shown here with details about
the order.

IMPORTANT NOTES:

 - Be sure to type the Description in ALL
CAPITAL LETTERS with no punctuation, in
this order:

- Noun for item being ordered.

- Manufacturer’s name.

- Manufacturer’s model ID #.

- 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.

1
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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.).

3

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

4

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.

5

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

6
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7.  Click the Expand Section button (shaped
like a small triangle). This enables us to access
the Chartfield area so we can enter the budget
numbers to pay for this refrigerator.

8.  Scroll to view the lower-right area of the
screen. We must now enter our school’s
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).

8

7

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

9

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

10
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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.

11

12.  On the Save/Submit Confirmation page,
we can observe which Approver(s) this
requisition was sent to. From here, we can
navigate to another page or log out of the
system.

12

IMPORTANT NOTE:

For further assistance with ordering Asset items,
please contact:

Rose Gustafson, Procurement & Distribution

RGUSTAFSON@sandi.net

(858) 522-5850


