Order SDUSD Catalog Items

How to Order Our Stock/Inventory Items

This Job Aid shows how to use SDUSD’s eProcurement software to order stock/inventory items typical for
our school district. Please be sure your computer’s browser meets the minimum requirements to use
eProcurement (Internet Explorer 8 or higher is the usual browser).

1. After logging in to the PeopleSoft Financials website, navigate to a new blank requisition by follow-
ing these steps :

Click Main Menu.

EIQDEM View Fav\

Favorites « | Main Menu

WE'GDI‘I‘IE, Click eProcurement.
Financials
Training
San Diego UaFed
Main Menu ~
b Search Menu:
0 Employee Self-Servi
(3  Manager Self-Servi
3  supplier Contract
0 EPMReports
3  suppliers
Purchasing
=]
3  Inventory
(3 eProcurement 4
(3 services Procurement 4
Favorites ~ ‘ Main Menu ~ U
FIN 92 UP Search Menu:
# San Diego Unifies &)
C1 Employee Self-Service (3  Buyer Center Click Requisition. j
Top Menu Featu (1  Manager Self-Service [ Requisition ™
Ourt O3 Supplier Contracts [Z]  Manage Requisitions
£1 EPM Reports D Manage Requisition Approvals
The menu is nov - ! [£] Receive ltems
page. Click on I Suppliers ] Reporss
3  Purchasing B
PR My Profile
Highlights £ Inventory v
3 eProcurement 4

Recently Usec
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How to Order Our Stock/Inventory Items

2. The eProcurement home page looks like this:

’“' emDoL B TRICT

Create Requisition (#

Welcome Debra Sayble
Request Options

Enter search criteria or select
from the menu on the right to
begin creating your requisition

-

Enew window (ZHelp [ Personalize Page T htip

H )
Home “ MyPreferences Requisitiun Setlings | B 0Lines e

Search Al M Advanced 4

Catalog @ Web =/ Express ltem Entry
Browse Catalogs Browse Supplier Websites Create an Express Requisition
Assels - ltems over 500 Fisher Science Products
Textbooks - Elementary Frey Sceince
Textbooks - Secondary Grainger
ltems - Goods Graybar
Items - Senices Lakeshare Leaming
Mare...
Eg Special Requests Forms "+ Favorites
Create a non-catalog request Create and Submit Forms Browse Favorite ltems and
Senices
Templates ePro Services |FG Recently Ordered
Browse Company and Personal Request Services View recently ordered items and
Templates sernvices
D.6.M.04.26.05 Contract Sch. Fixed Cost Senice
QCCUP. THERAFIST SVCS CAREER...  Variable Cost Senvice
21 YR4 (11 EA) NO CART Time and Materials

8.B.17.06.13.06 EBS P8YCH

IMPORTANT NOTE: Be sure to order items from the same vendor on a single ePro requisition.
Do not mix vendors. Also, be sure to use the same budget string (account information) for all the items
on a single requisition. Do not enter multiple budgets on one requisition, unless you need to split pay-
ment for one or more items between multiple budgets.

On the eProcurement home page, you can start placing items on your requisition. There are two
methods available to locate SDUSD Catalog stock/inventory items:

. Keyword Search

0 Enter a single word from the actual name of the item.

Il. Express Item Entry

¢ Search by specific filters.
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How to Order Our Stock/Inventory Items

I. Keyword Search

Follow the illustrated steps below to use keywords to locate any/all of the following items: Cheese,
Tardy Slips, Paper (for use in printers or copiers):

Type a single word taken from the

To narrow your search, choose Catalo
y ! & name of the item, and then click Search.

from the menu of search choices.

& H
\@ Home ¢ MyPreferences F{equi'

Search Catalog - tardy

Enter the quantity you want to order, and then click the
Add (shopping cart) button next to the Quantity field.

Catalog Search Results (2 Find
] TARDY SLIP (400/PK) 2-PART
Item ID 0000000000 46 Supplier Graphigues
Supplier Item 1D Supplier I 0000001169
Mfg Item ID Manufacturer
Price 2.8000 L Manufacturer |D

UOM Package

Lead Time
Quantity 7@ Add [ AddtoFavorites 99 Addto
[] select AlliDeselect Al Add Selected To: g Cart @) Compare [y Favorites [0 Templa
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In the upper right area of the screen, hov-
er your mouse over the shopping cart
where it tells you how many line items
you currently have. Wait a moment until

Erences Requisition Settings | B 3Llines

Click Checkout.

jiid 3 Lines Checkout

Search Advanced Search

Il. Express Item Entry

Follow the illustrated steps below to quickly locate a known item, and place it on your requisition.
This is a fast way to place an item on your requisition when you already know its ID number.

Please Note: If you don’t already know or cannot locate the item’s complete ID number, the
Express Item Entry method will only work if you can enter all the other details about the item
(Description, UOM, Category, etc.)
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Description Qty uom you see your requisition summary ap-
TARDY SLIP TWO PART 7 PK pear, displaying details about your order,
CARBONLESS... 1 cs p
CHEESE PEPPERJACK SHREDDED 3 oo So 1ar.
mCa 45
FAPER XERO. 8-1/2X 11 WH.. You can add more Catalog items, or con-
Total Lines 3 Total Amount 154,55 tinue to the next step, illustrated belovy

Z'6 1uawWwainldoido




Order SDUSD Catalog Items

How to Order Our Stock/Inventory Items

—
From the eProcurement home

page, click Express Item Entry.

Checkout

=| Express ltem Entry
plier Websites Create an Express Requisition

jence Products
nce

e Learning

i Home ~ My Preferences Requisitio

Search  All -

Express ltem Entry 7

Line
Details || Supplierinformation || Item Information

Item ID Description Quantity

1 Q@ 0 El

Gyou already know thh/ Add 1o Cart

Item ID number, type it
in here. If you don’t
know it, leave this field
blank and click the
Search icon.

-
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Look Up tem ID

Help
SetlD: SDUSD
Requester: 130086
[tem ID: begins with -
Category:  begins with ~ @,

Description: begins with -

Look Up || Clear || Cancel |BasicLlookup

Search Results

Only the first 300 results can be displayed.
View 100 First (4 1-20 b Last

Item 1D Category ::Dategory Description
000000000000000006 ST_1413 00659  Learning Computer Applications
000000000000000007 ST_1413 00659  Learning Comp Appl: Projects &
000000000000000008 ST_1413 00659  Learning Comp Appl: Projects &
000000000000000009 ST_1413 00659  Leaning Microsoft Frontpage 20
000000000000000010 ST_1413 00659  Learning Microsoft Frontpage 2
000000000000000012 ST_1413 00659  Learning Micrasoft Office 2000

ﬁse this Look Up Item h

feature to locate the
Item ID number for the
Stock/Inventory item
you want to order. Keep
in mind you can alpha-

betize the list by clicking

the word “Description”.

When you find the Item
ID number you want,

click it once. /

ﬁe Item ID number poph

lates the field. You can
then type in the Quantity
you want, and click the
Add to Cart button to place
this item on your requisi-
tion. If you want to see
more details about this
item, click the “Show all
columns” icon.

Express ltem Entry (2

Line
Details Supplier Information information

tem 1D Cription

Quantity UOM Cate

0,

1/0000000000000002

Add to Cart
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Language of Literature Grade 11
Reading Tool Kit, ISBM 0618173366 12| |[EA @, ST 1
American Literature 1,2 (1583-84)
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In the upper right area of the screen, hov-

Click Checkout.

'E 3Lines Checkout

Advanced Search

- er your mouse over the shopping cart
brences #=* Requisition Settings 3lines : tha
where it tells you how many line items
you currently have. Wait a moment until
Description Qty uom you see your requisition summary ap-
TARDY SLIP TWO PART 7 PK pear, displaying details about your order,
CARBOMLESS... 1 Cs so far
CHEESE PEPPERJACK SHREDDED 3 cs :
mCatt 45
PAPER XERD. 8-1/2X 11  WH... You can add more Catalog items, or con-
Total Lines 3 Total Amount 154.55 tinue to the next step, illustrated belOV\y

What To Do After You Click “Checkout”

Type a name for the
Requisition.

Checkout - Review and Submit

Review the item information and submit the req for approval.
Requisiti
Requisition Summary

Business Unit [SDUSD

San Diego Unified School Dist Requisition e ltems for Ms. Doe
Requester |13 Kris Doe Priority Medium =
*Currency |USD
Cart Summary: Total Amount 316.01 USD
Expand lines to review shipping and accounting details i Add More Items
Requisition Lines (2
Line Description ltem 1D Supplier Quantity uom Pric:
1 6@ Language of Literature 000000000000000223  McDougal Littell 1.0000 Each 20
Grade 1
Click a checkmark into the
7] 2 TARDY SLIP TWO PART 000000000000003096  Graphigues 5.0000 “
g [ARDVSLP T checkbox for “Select All/
”
Deselect All”.
Select All / Deselect All R e \\

Total Am’
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T TTLE TUTar [ WL ] ) P T

Click Mass Change (in the Iow?’

302.0100 302.01 B right of the screen).

=]

2 2.8000 14.00

Lte Selected {=Mass Change

Total Amount 316.01 USD

Type in the Budget (Chartfield) String for
the one budget that will pay for the entire
order. Then, click the OK button in the
lower left corner.

Line Information (7

Note: The information below does not reflect the data in the selected requisition lines.
on this page will replace the data in the corresponding fields on the selected lines.

Supplier ID @, Supplier Location

Buyer @, Category

Shipping Information
Ship To Location Q
Address Add One Time Address

Due Date E‘.J

Attention

Accounting Lines

Accounting Information Personalize | Find |& | B First 4 1 or 1 Last

Chartfields1 || Detfails || AssetInformation

DeptiD Resource Bud Ref Account Praogram Class Fund Extended P
10003 @&, 00000 @, |00 @, 1000 @, 1110 @, 01000/, |0000 @,
“ [ m 3

Load Values From Defaults

| OK || Cancel |
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Distribution Change Options

For the selected requisition lines, apply distrioution changes to

Apply changes to all existing distribution lines.

Make sure “All Distribution
Lines” is selected, and click OK.
This applies that budget string to
all the items on this requisition.

i) Matching Distribution Lines
Apply changes to each existing distribug

() Replace Distribution Lines

Remaove the existing g Zuon lines and replace with the

OK ”, Cancel

ﬂ@ Check Budget @ Pre-Check Budget

B precheck Budget Budget Checking Status:Provisionally Valid

& Save for Later ar Add More ltems 63 Preview Appro

At the bottom of the screen, you can use
the OPTIONAL “Pre-Check Budget” feature
to see whether there’s enough money to
cover this order. Or, you can go straight to
“Check Budget” to pre-encumber the funds

Save & submit & Save for Later ot Add More ltems

Check Budget B2 Pre-Check Budget Budget Checking Status:Valid
Save & submit & e
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immediately.

If you ran the Pre-Check Budget
and it passed, it’ll show
“Provisionally Valid”. Then you
can run the “Check Budget”.

After running “Check Budget”, if
it now says “Budget Checking
Status Valid”, you can click “Save
& submit” to process the order.
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Confirmation The Confirmation screen dis-

plays, indicating your requisition
has been submitted for approval
and processing.

Your requisition has been submitted.

Requested For Kris Doe

Requisition Name [tems for Ms. Doe
Requisition ID REQ250091
Business Unit SDUSD

Status Pending

Priority Medium

Budget Status Valid

% View printable version

Requisition Approval

Line 2:Pending
TARDY SLIP WO PART CARBONLESS FORM WHITE/CANARY 4 1/4 X 2

Department Approval - Single

Pending
Kris Doe
Single Approver for Dept

Favorites = | Main Menu~ > eProcurement = * Reguisition
Financials
Training Use the Breadcrumbs at the top
i) Mg [ left of the screen to navigate
elsewhere.
Confirmation

For more information about how to use the PeopleSoft software system in our school district,
as well as to find training opportunities and support, go online to www.sandiegounified.org
and follow this clicking navigation:

Staff Login —> Technical Support —> PeopleSoft
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