ePro 9.2 User Guide

5/20/2020




Table of Contents

TaidgeTe [V 4 To] o IR T O PP U P PP PPPPPUPUPPTP 1
€ProcuremMent @t BErKEIEY Lab......co..uiieiiee ettt e e e e st e e e s bt e e e e ate e e e nbeeeennteeeennneas 1
I 11011 =S PPN 1
EPIO 9.2 USEI GUITE ..veiiuiieeiieeitie ettt ettt ite sttt e ste st e st ee e sa e e s aaee s beesabeesabeesabeesabeesaseesabaeenseeeabaeenseeesbaeenseeensteanaseesaseasannens 2
CUSTOMET GUITES ...ttt ettt ettt ettt ettt e sae e e sttt e s bt e e sa e e sabeesabeesabeesabeesabeesabeesabteeaseesabaeeseesabaeessbeesabeesaseesaseenaneenn 2
HEIP With @PIOCUIEMENT ...ttt e ettt e e ettt e e e e tbe e e e e abaeeeeaaaaeeesbeseeassaeseeassaeeeastasaeanssaseaasssaeessseaanns 3
(0eTa) Yot ll [ o] 4 =11 o) o OO P PP P PSPPSR 3

MOAUIE 1 — KEY CONCEPES .. e e e e e e e e e e e e e e e e e e e e e e e e e e e e s aaaaaaaaaaeeeaaaaaaeaaasaaaaeeas 4
PrOCUIrEMENT CRANNEIS ... ettt ettt st e st e st e sa b e e sa b e e sabeesabeesabeesabeesabeesabaesabeesabaesnsaeensnesnseas 5
F =Yg T @Y =T~ VA Yo =SSN 6
T g o L =To I LT o [PPSR RPPPPOSTN 9
Yo ] LI Ye U1 ol TP PPUP PP 10
ON-SItE SBIVICES. ..ttieiitiee ettt ettt ettt e e ettt e s ittt e ettt e e sttt e s ab e e e s s beeesasbe e e s nseeeseanbeee s nseeesaasaeeeaasbeeesannneeesannnesennreeesannne 13
APPFOVAl TRFESNOIAS. ...ttt et e sbe e st e st e e s ab e e sabeessbeesabeesabeesabeesabeesneenane 16
Separation Of REQUESTET & SAS APPIOVEL ...ccc.uueieeiiieeeeiiieeeeteeeesitteeeesteeeseaaeeesstseeesassesasssseeasstesesasssseesssseeessssssesnnns 18

Module 2 - Creating and Approving ePro REQUISITIONS .....ccoceiiiiieieeieieieeeeeeeeeeeeeeeee e 19
ACCESSING EPTOCUIEMENT (EPIO) ..iiiiiiiiiiiiiieiieere ettt et s e et s e e te e et e e saae e bee e saeeesbeeesabeessbeesaseesabeesssaesaseesseenane 20
Create REOUISITION .eoieeieeeiete ettt e e st e s e e et e st e e s s b bt e e s mr et e samseeeesanteeesannneeesnnnesennrenesannne 23
APProViNgG €PrO REQUISITIONS ..ceeueiiiiiiiiieiiiiee ettt sre e s e s e s e e e e e s st e e e s b et e s e nnneesanreeesenreeesnnneesannenesns 47
Check ReQUISITION/OIAEE STATUS ......eoitvietieeitieecieeeetee ettt steeette e ste e et e e s beesabeesteeeabeesbeesabeesateesaseseasaeentesesseenteseseennsens 52
O Y FoTo [} i oF: 1A o T F-J T T PO P PSP PPRRUPTRPPPRRUPTRNE 65
o Tl T O | Yol Y IF- 1 2 =T U1 1 [ o P 70

MOdUIE 3 — TIME-SAVING FEATUIES ... s s e e e e e e e e e e e e e e e e e e e e e eeeeaaeaaaeaaaaaaaaaaens 75
(€1 le] T ISY =TT o o T OO PPPPPRTOPRI 76
(O] o) VA Y=To [T Y14 o o A USROS PP PTT U PPPUPPPTRPINY 77
o 1Yo T T =T 0] o] = Y-S 78
NaVIGAtION PEISONAIIZATION .....viiitiiesie et ecee ettt et e e st e e st e e s te e sbeesateesateessteesnseesnteesnseesatessseesnseesnseennss 81
Personalization Of REQUISTTIONS ....cccuiiiieeiieiiieeste ettt ste et e e ste e s e e siae e st e e sateesateesateessteesaseesnseesnseesasesssessnsessnseesans 83
Applying Same Project and Activity for an ENtire Order .......ocuueeeiciiee ettt etee e s e e et e e e enae e e snaee e 85
Copying Other Data to MUILIPIE LINES ...c..couiiieeieeieete ettt ettt ettt et sttt st e bt e bt et e e be et e eabesatesaeesaes 90
KEYD OGN SNOTTCULS ...ttt ettt et h e bt e bt et e et e s ate s at e sheesbeenbeeabeeabesabesbeenbeesbeenbeensesanenas 95

Frequently ASKEd QUESTIONS ........uuiiiiee ettt e e e e e e et e e e e e e s e e e e e e e e esaastaareeeeeeesssnsssaneeaeeeessennnsssrneees 96
How many requisition liN€S ShOUIA [ @NEEI?.....cc.eiiiiiiiieee ettt st sr e s snee e 96
How do | change Approvers on a requisition | already submMitted? .........covveeciiii e 96
Why isn’t my requisition assigned to a buyer and Placed? ..........cooiiiieiie e 96
How can a new Approver De SEt UP iN EPIO/E@BUYY......c..ii e ettt et et eete e seteesbeesveesbeeebeesabessseesabessnsaeenns 98

€] (o 1171 PRt 99

E XIS 1ttt a e e e e e e e e e e e e e e e e e e e aaaaaaaaaeaaaaaaaaaaaaaaaens 107
EXDIDit A — CONSUIANT SEIVICES ...ttt ettt e s e e bt e e s st e e sabeesaseesateesaeeesnneesnneens 108
EXNibit B - KEYDOAId SHOMTCULS ......viiiiiiie ettt et e e et e e e et e e e e tteeeeeabaee e e asaeeeanbasasensseeeanseeas 109

i|]Page Revision 19

05/20/20



Introduction

eProcurement at Berkeley Lab

eProcurement (ePro) is an Oracle/PeopleSoft software product that the Lab uses to obtain unique goods
and services from suppliers. It is a part of Berkeley Lab’s Financial Management System (FMS). ePro
requisitions are used to request unique goods and services that are not available from eBuy or from
blanket orders. Once an electronic ePro requisition is created by an ePro requisition preparer, it is
submitted for approval. After approval, the requisition is routed to Procurement, where it is assigned to a
buyer who then issues a purchase order to a supplier for the item(s) on the requisition. Requisition/order
status can be reviewed online in ePro’s Manage Requisitions screen. The entire lifespan of a requisition
(from Requisition to Order to Payment) can be viewed using the Requisition Lifespan feature.

Training

Because of the complexity of this standard product and unique business processes at Berkeley Lab,
training is required for staff entering information into ePro. A required online course has been developed
for ePro requisition preparers that explains the business and technical aspects of creating new ePro
requisitions.

e The required online FSM1406 ePro Requisition Preparer Training takes approximately 45 minutes
to complete. Exam questions are included in the course.

e If you are not a requisition preparer and do not want to take the training, fill in the LBNL ePro
Requisition Worksheet and give it to an ePro requisition preparer to enter the information into
eProcurement. The worksheet is available from the “Forms” link on the Procurement and Property
Management website (http://procurement.lbl.gov) and by clicking here.

e Alist of trained ePro requisition preparers is on the Procurement website in the Make a Purchase
ePro section. It can be searched by Laboratory organization code and location.

e Optional FMS1407 ePro Requisition and eBuy Approver Training is available for approvers.

e If you need additional information about ePro training, send an email to the Procurement Help
Desk at ProcurementHelp@Ibl.gov.

1|Page Revision 19
05/20/20


http://training.lbl.gov/bltCourses.html
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ePro 9.2 User Guide

This ePro 9.2 User Guide is a reference for creating and approving ePro requisitions. Its three main
sections are:
e Module 1 - “Key Concepts” addresses requisition business processes and policies.

e Module 2 — “Creating and Approving ePro Requisitions” covers the creation, approval, viewing,
and maintenance of requisitions.

¢ Module 3 — “Timesaving Features” has tips to more efficiently create requisitions.

Use this guide’s Table of Contents (Bookmarks) to navigate to various sections.
Refer to the Glossary at the end of the guide for definitions of terms.

See the Exhibits for information concerning Consultant Services and Keyboard Shortcuts.

Customer Guides

The following guides developed by Procurement provide factors to consider when preparing to request a
purchase. These guides will help you identify what the Procurement Team might need from you based on
specific elements applicable to your purchase. To download a guide related to one of the following types
of purchases, click on its name below.

e Customer Guide for Construction

e Customer Guide for Goods and Services

e Customer Guide for Research and Development

e Intra-University Transactions — Quick Guide

e Human Subjects Related Procurements

e QOptions for Filling Resource Needs

In addition, the following guides developed by organizations other than Procurement, will help the
requester with their procurement.

e |Intellectual Property Office (IPO) Subcontracting Guidelines (formally known as Innovation and
Partnership Office)

e Electrical Equipment Procurement Guide for Researchers

Guides for customers are accessible from the Procurement & Property ePro web page under the right-
hand heading, EPRO Tools.
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http://procurement.lbl.gov/welcome-to-procurement-property/make-a-purchase/eprocurement-2/

Help With eProcurement

If you encounter a problem that cannot be resolved by following this ePro 9.2 User Guide, feel free to

send

an email to ProcurementHelp@1bl.gov.

When asking for assistance, please provide the following information:

What were you working on in the system when the problem occurred?
What is the nature of the problem or the error message?

Do you have a screen shot of the error?

Can you duplicate the problem?

Procurement buyers and staff are also available to answer any questions you may have regarding ePro.

Co

ntact Information:

Procurement Department Mailing Address

Lawrence Berkeley National Laboratory
1 Cyclotron Road, MS: 971-PROC
Berkeley, California 94720

Phone: 510.486.6400

FAX: 510.486.4380

Procurement Department Location
6401 Hollis St., Ste. 175
Emeryville, CA 94608

Construction Team
MS: 76-0211

3P
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Module 1 - Key Concepts

Module 1 covers several key concepts related to Berkeley Lab processes and policies that requisition
preparers should know so that the purchase is made using the most efficient and cost effective means and
requisitions are compliant with the Lab’s business requirements. The following topics will be discussed:

e Procurement Channels

e Item Category Codes

e Restricted Items

e Sole Source

e On-Site Services

e Approval Thresholds

e Separation of Requester and SAS Approver
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Procurement Channels

When a requester has a need to purchase a good or service, several Procurement channels are available
to use. These channels enable requesters to obtain the good or service by the most efficient and cost
effective means possible.

The following self-service options should be considered before a requisition is submitted to Procurement
to place an order.

e eBuy is the Laboratory’s online catalog. It is the quickest way to place an order for commonly used
low-value items with many of the Laboratory’s suppliers.

Visit Procurement’s eBuy web page to log into eBuy, view a list of eBuy suppliers, and access
videos and guides to help you learn to use eBuy.

View eBuy Time-Saving tips to help you shop efficiently.

e Berkeley Lab IT maintains a repository of software available for purchase or download at
software.lbl.gov. This site provides access to the most commonly used software at the Lab, for
office and research purposes.

The Division PCard Program allows authorized employees to make business-related purchases for low-
value, standard off-the shelf items and services not available from the above self-service purchase
options. To purchase items not allowed using a Division PCard (see Division Cardholders Policy and
Guidelines, Unallowable Items or Processes) or not available via the self-service channels, a requisition will
need to be prepared by an authorized division requisition preparer and be submitted to Procurement to
place the order.

For information regarding the specific purchasing channels, visit the Procurement & Property Make a
Purchase website, listen to the Procurement Channels webinar, or contact the Procurement Help Desk at
ProcurementHelp@Ibl.gov.
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http://procurement.lbl.gov/welcome-to-procurement-property/make-a-purchase/ebuy/
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[tem Category Codes
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Create Requisition

Special Requests

Foms Addto Cat

Item category codes classify, in general terms, requisition lines entered by ePro requisition preparers and
are integral to the requisition creation and routing process. In FMS, ltem Categories are stored and are

searchable by both their long descriptions and their numeric or abbreviated codes. An item category code

N icon to search for the item

category code. There are approximately 96 codes such as Precious Metals, Environmental Services, and
Radioactive Isotopes & Materials. The Purchasing Guide on the Procurement & Property website provides
a list of goods and services commonly purchased at the Laboratory and their corresponding Item Category
codes. In addition, an Iltem Category Codes list is provided on the Procurement & Property ePro website.

is selected by either typing part of its name or code or by using the lookup

It is important to select the right item category code for each line because the codes are used to:

e Route requisitions for the designated Item Category approvals when ordering safety, hazardous,
or other special items

e Assist in the assignment of requisitions to buyers

e Designate when an item requires the receiving process

e Determine accounting entries and burdens

e Create reports based on categories purchased

When requisition lines are created, a list of ltem Categories is available from which you can choose from.
You can sort the list in numeric or alpha order by clicking the “Category” or “Description” heading.
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http://procurement.lbl.gov/purchasing-guide-2/
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Look Up Category

Help =
SetlD: SHARE M
Category:  begins with ¥
Description: begins with

Look Up Clear Cancel |Basic Lookup

Search Results E
View 100 First (4, 1-820f82 [, Last
Category Description
10000000 Live Plant and Animal Material and Accessories and Supplies
11000000 Mineral and Textile and Inedible Plant and Animal Materials
11101800 Precious metals
12000000 Chemicals (All-Other) including Bio Chemicals & Gas Mats
12142100 Gases (NR) - Bulk, Cylinder, Dry Ice I
121421R2 Gases (R2) - Hazardous and Reactive
12142200 Isotopes
13000000 Resin & Rosin & Rubber & Foam & Film & Elastomeric Materials
14000000 Paper Materials and Products
15000000 Fuels/Fuel Additives & Lubricants & Anti corrosive Materials
22000000 Building and Construction Machinery and Accessories
24000000 Material Handling and Storage Accessories and Supplies
25000000 Vehicles and Vehicle Accessories and Components
26000000 Power Generation and Distribution Machinery and Accessories
27000000 Tools and General Machinery
30000000 Building and Construction Components and Supplies
31000000 Manufacturing Components and Supplies
32000000 Electronic Components and Supplies
39000000 Electrical and Lighting Components/Accessories/Supplies
40000000 Distribution & Conditioning Systems & Equipment & Components
41000000 Laboratory Equipment & Supplies
410000R5 Lab Equipment (R5)-Laser/Radiation Generating/Electron Use
410000R6 Lab Equipment (R6) - Cabinets & Hoods & Enclosures
410000R7 Lab Equipment (R7) - HEPA Filters
42000000 Medical Equipment and Accessories and Supplies
42200000 Medical diagnostic imaging and nuclear medicine products
43000000 Information Technology & Computers & Telecommunication Equip _

Goods vs. Services

There are different item categories and codes based on whether the item being purchased is a good or a
service.

Goods are tangible items manufactured or produced for sale. General classes of goods are:

e Biological and Chemical
o Computer
e Construction and Maintenance of Facilities

e Electrical Electronic and Fabrications
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e lLaboratory Equipment and Supplies
e Office Equipment and Supplies

Services are useful labor that does not produce a tangible product or good. Services engage the time and
effort of a supplier to perform an identifiable task rather than to furnish an end item of supply. General

classes of services are:

e Facility-Related Services

e Lease and Rental Services

e Personnel and Effort-Related Services
e Special and Other Services

Service Types and Dates

When Item Categories for services are selected, additional information must be entered by the requisition

preparer.

Faworites | Main Menu eProcurement  Requisition

=} BERKELEY LAB - FMS

Checkout - Review and Submit

Review the item information and submitthe req for approval
Requisition Summary

Business Unit LBNL Q
*Requester |B_GHIORSO

Lawrence Berkeley National Lab
Q. Ghiorso,William B
*Currency USD *Deliver To Location |058-0106M |G
Invoice Certifier (&}

Resource Analyst

pely el

*SAS Approver

Cart Summary: Total Amount 2,300.00 USD

FOR THE US DEPT. OF ENERGY
ONE CYCLOTRON ROAD, BLDG.
@9

BERKELEY, CA 94720

Attention To | Ghiorso,William B

Due Date ]

All = | Search il dvanced Search

4
7 My Preferences

Requisition Name

o
Reguisition Seftings

Priority |Medium

Type of Services

Sole Source Flag

No Services
Off 5i

s
ices Hands On Work
5 No Hands On Wark

Expand lines to review shipping and accounting details Copy Line 1 Projeci(s) and Activity(s) to All Lines T
Requisition Lines (2
Line Description ltem 1D Supplier Quantity uaom
(11 g SPECTROPHOTOUETER FISHER SCIENTIFIC 2 FEach
7 WODEL ABC12
[]2 g MAINTENANCE AND REPAR FISHER SCIENTIFIC Each
i
Shipping Line 1 *ShipTo |069-0150 Q Add Shipto Comments Quantity
Address  UC LAWRENCE BERKELEY LAB Price

Add More ltems

Price Total Comments Delete
550.00 1100.00 O-ﬂdd E
£00.00 1200.00 Oaga @
2
600.00 Price Adjustment

Services Begin Date 3/20/17

Services End Date |3/29/18

e The requisition preparer must select the Type of Service being requested:

— No Services
—  Off-Site Services
— On-Site Services Hands-On Work
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— On-Site Services No Hands-On Work

The “Type of Services” field is explained further in the On-Site Services section of this guide (see
page 13).

e Service Begin Date and Service End Date fields are entered when services are being purchased.
The dates anticipated for the period of service are entered, since services are performed over an
extended period of time. The Due Date field may be left blank when ordering a service but must
be filled in when buying goods.

Restricted Items

There are many types of restricted items such as radioactive isotopes, fall protection equipment,
microwave ovens (household; not for laboratory use), computers, headsets (noise canceling and
powered), and promotional items. The Procurement Department maintains a Restricted Items List. This list
is frequently updated and can be accessed from the Berkeley Lab homepage on the A to Z Index or at
http://go.lbl.gov/restricted-items-list.

The Restricted Items List is broken out into two categories:

e Prohibited Items - Items that the Laboratory is prohibited from purchasing with Government funds
without special approval. These items may be purchased on a regular purchase order, only after
DOE approval is obtained.

e Special Treatment ltems - These are items that:

— Have inherent safety hazards,

— Require special controls and/or authorizations, or

— If handled improperly, may
= Hurt people,
= Harm the environment,
= Damage equipment, or
= Resultin citations or DOE reportable occurrences

A requisition can be created for any item on the Restricted Items List. When the item category code
entered on the ePro requisition is for a restricted item, the requisition will be automatically routed to
someone who is authorized to approve or deny the purchase of the restricted item. Additionally, after the
item has been received, a notification may be sent to the individual who is responsible for tracking the
item. Only individuals in the Procurement Department are authorized to purchase items on the Restricted
Items List. The item must be requested via submission of an ePro requisition with adequate justification
from the requester.
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Sole Source

Sole Source Reasons

In some cases, a requisition preparer is asked to enter a requisition where the requester desires to restrict
competition to a single source of supply. The term used for this is sole source. A sole source is appropriate
when only a single supplier can meet the requester’s needs.

A written Sole Source Justification must be submitted to Procurement if requesting:
e A non-competitive procurement for any product or service over $250,000. It is NOT required:
o For consulting services

o Ifthe subcontract will be awarded to a collaborator under a successful Berkeley Lab
research proposal, and the subcontractor is identified in the award notice or other
documentation. In this situation, send the award notice or other documentation with your
requisition.

e Research or other support from a UC Campus over $25,000. It is NOT required for:

o UC student tuition and fees remission for UC students employed by the Laboratory,
generally as Graduate Student Research Assistants (GRSA), for which such remission is
part of the student’s compensation package

o Joint Appointee IUTs or Multi-Location Assignments
e Items or services from another DOE Facility Contractor over $250,000.
A sole source may be allowed for the following reasons:

e Unique capability, expertise, facilities, or equipment that no other source can provide to satisfy
the Laboratory's requirements

e Compatibility with existing equipment and/or standardization of parts

e Follow-on work for continued development or enhancement of a specialized system, equipment,
or services, when it is likely that award to a source other than the incumbent subcontractor would
result in substantial duplication of costs (relative to overall costs) that would not be recovered or
would cause unacceptable delays in fulfilling the program needs

e Identified source is acknowledged to be the leader in its field of expertise as demonstrated in
reputable and valid literature, symposia presentations, etc. While normally not appropriate for
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commercial goods and services, this identification may be appropriate in subcontracting for
research and development.

e An unusual or compelling urgency exists that would cause an adverse or programmatic impact
(generally related to schedule, security, regulatory, environmental, safety, or health issues) of
such a nature and magnitude that a sole source justification is merited

e To establish or maintain a source for industrial mobilization or an essential engineering,
development, or research capability

e Authorized or required by statute or international agreement
e National security or public interest

¢ Unique bonding, insurance, or indemnification requirements (applies if a Large Business is
selected in lieu of a Small Business)

e Services of an expert or neutral person for any current or anticipated litigation or dispute
The following reasons are not acceptable justifications for restricting competition to a sole source:

e Administrative convenience of the Laboratory
e Belief that one particular supplier can provide the goods and/or services at the lowest cost

e Unsolicited proposals, unless it provides unique approaches that are unavailable from other
sources and is required by the Laboratory

e Contention that a subcontractor is uniquely qualified when such contention is not supported by
facts, but only by opinions or assumptions

e Evidence of poor planning and if the action cannot pass the test of a valid non-competitive action
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Sole Source Documentation

Sole Source

The req

the n
nofice or oiher sponsar documentation with
Hion 2.3 below.]

ar of umentatior
situotions, generaly e

1. The Requested Procurement:
Requester: Requisition No.:

Recommended
Source: Esfimated Cost/Price:

Descripfion of ihe ifems or services fo be procured (including any imperfant/unique features and minimum requirements). This secfiel
shouid nof discuss the osed Subconiractor and iheir capabilifies. This section is solely for the purpose of describing fhe need:

2. Reason(s) for the Requesfed Sole Source Procurement (select only one from 2.1, 2.2, or 2.3 below):
2.1 ForUC Campus Research or Supporting Efferts over $25.600

[ The Campus has a special or uniqus capabllty to perfom the intendad research or provide the intended support. s explaing
below:

22 For Goods or Services from another DOF Facility Confractor (such as another national laboratory] over $250,000

sxplained beiow
[ Asexplained el
. The DOE Faciity Confractor haos special or unique experience or ecuipment to perform wark inatis not readily available fro
@ commercial source.
2. The naturs of fne work to be perfarmed is consistent with the scops of the parforming contractor's Plime Confract and
3. Any eficrt 10 be subcontracted by the DOE Contractor wil be incidental fo the goodsisenvices to be provided to LBNL.

Justiication Critera

uester and the buyer must work together to assure that the sole source justification is appropriate

and defensible. The written sole source justification must address the following information, as applicable:

The req

A description of the items or services to be procured (including any important/unique features
and minimum requirements)

The reason(s) for the request with a narrative explanation of why the subcontractor, Campus, or
DOE Facility Contractor is the only qualified source, based on the identified reason(s), including a
description of any unique capabilities, expertise, processes, or facilities

Separate analysis, including any market research that the requester might have performed to
support their conclusion. Documentation could include proposals received, email correspondence,
etc. If market research was performed, a list showing the requirements, each prospective supplier
identified/contacted, and all suppliers who did not meet the requirements (and which
requirement each failed to meet) is helpful.

Whether there is potential for follow-up purchase(s) that would have to be from the same source

uester must complete and submit the Sole Source Justification form to Procurement. This form and

additional information regarding Sole Sourcing can be found on the Procurement and Property

Management website on the Make a Purchase page.

The form is also provided under the “Forms” link on the Procurement & Property Management website at
http://procurement.lbl.gov.
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To expedite processing the requisition, attach the Sole Source Justification form, if required, to the ePro
requisition.

On-Site Services

Berkeley Lab has controls in place to assure that supplier personnel who do hands-on work at LBNL
facilities do so in a safe manner, in compliance with applicable safety procedures, and using the Lab’s
Subcontractor Job Hazard Analysis (sJHA) process shown at the LBNL sJHA website.

Type of Service Field

Favorites | ET A ENT] eProcurement Requisition

1} BERKELEY LAB - FMS

Checkout - Review and Submit

Review the item information and submit the req for approval.

¥
: 8
7 Wy Preferences Requisition Seftings

Requisition Summary

Q

Business Unit |LBNL Lawrence Berkeley National Lab Requisition Name

*Requester |B_GHIORSO Q. Ghiorso,William B Priority
*Deliver To Location 058-0106M | Q)

*Currency |USD Type of Services ~

Invoice Certifier Q |_

Sole Source Flag No Senvices

Resource Analyst Q Off Site Senvices
On Site Senices Hands On Waork
* "
SAS Approver Q On Site Srvcs Mo Hands On Work

Requisitions for services must indicate the Type of Service that is being acquired. Select:

¢ No Services when there are no services being provided by the supplier (only goods will be sent)

e Off-Site Services when the supplier will only be providing services at an off-site location (a location
other than a Berkeley Laboratory/DOE site)

e On-Site Services Hands-On Work when a supplier will be providing any hands-on services on-site
at the Laboratory’s Hill or at Berkeley Lab-leased/licensed facilities. This kind of work requires a
Subcontractor Job Hazard Analysis (sJHA). A unique sJHA link is pasted into the ePro requisition.
This work can involve:

— Use of hand or power tools
— Repair or service of a device, apparatus, machine, or mechanism
— Material handling (except delivery of purchased items)

— Handling or disposing of a chemical, compressed gas, or hazardous, radioactive, or bio-
hazardous material

— Construction and related real property modifications/improvements
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e On-Site Services No Hands-On Work when the supplier will not be providing hands-on services at a
Berkeley Lab facility. This kind of work does not require an sJHA and can involve:

— Office and administrative work

— Computer programming

— Attending or making a presentation

— Supervision of a worker(s) who is not performing hands-on work
— Document archiving

— Financial auditing

— Photography

— Language translation

— Providing classroom training

— Hardware and software maintenance

Subcontractor Job Hazard Analysis (sJHA)

For requisitions for on-site, hands-on work, the subcontractor must complete a Subcontractor Job Hazard
Analysis (sJHA) form that identifies scope of the work, hazards, and controls.

If you have any questions about completing this form, please contact your Division Safety Coordinator or the SJHA Program Manager, Bill Wells at 486-6325.

A
receeer |H||

. -
SUHA Version 2.0.0 ‘ 1. Igentification

Home

Create New SJHA Create PDF without Dates

Search SJHAs

& Ex

Subcontractor Job Hazards Analysis and Work Autherization Form for Non-Construction Activities Performed at LBNL Facilities

My SJHAS
Lab-vide SJHAS * Division: [—Select— v ]
GERT Completions Details: (Contacts, email, fax, efc)

Blank SJHA Form

Process Overview

Contacts »

T D To be prepared by the LENL Requester / Division

Frequently Asked Questions To request a new subconiract for on-site services invoiving hands-on work, the LBNL Requester must complete this section of the form and attach it to the requisition that is submitted to
Berkeley Lab Procurement. This form may also be used for guests who work without a Subcontract with LBNL. If you have any questions about compieting this form, please contact your

Guidance by Role » || Division Safety Coordinator or the Program Manager for Non-Construction Safety Assurance at (510) 436-6325,

T Y| * Lab-wide SIHA: Yes  ®No

PUb-3000 »
* anticipated Work StartDate: | |

Subcontractor Email Template

P R EEEEES

* Requester: [ +| ast First)  Phone Email
Logout

* .
Logged n o3 John Sperns (345355) Scope of Work (Doing what, where, with what materials):

Job Location (Bulldingl:  [~Select- v Location Defais: | ]

Creale PDF without Dates

e The requester creates a new sJHA form by going to http://sjha.lbl.gov. This website creates a
unique link for the subcontractor to access and complete the sJHA. The requester sends this
unique link to the requisition preparer. It is also recommended that the requester send the link to
the subcontractor.
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e The requisition preparer enters this unique link into the ePro requisition. The link should be placed
in the Comments box for Requisition Line 1.

e The buyer includes an article in the subcontract asking the subcontractor to complete and submit
the form utilizing the unique link.

e A pre-job meeting is held between the requester/division and the subcontractor. The sJHA and the
EH&S Non-Construction Safety Orientation are discussed and the hazard level for the work is
determined.

The EH&S sJHA website provides additional guidance on the process. The left-hand links to Process
Overview, Frequently Asked Questions, and Guidance by Role (Requester, Requisition Preparer,
Procurement Buyer, Division Safety Coordinator, and Subcontractor) are particularly useful.
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Approval Thresholds

Requisition Approval

Confirmation

+” 1000000200 has been routed for further approval.
Review/Edit Approvers

Division Approval
Requisition 1000000200: Approved (@ View/Hide Comments

Requestor's Division Approval

Approved
v Montgomery,Kelly L
LBNL Division Approver
07/3114 - 11:37 AM

© Comment History
Division Project Approval
Requisition 1000000200:Pending (@ View/Hide Comments

Requestor's Div Proj Approval

Pending
@ Rosenquist,Gregory J
LBNL Division Project Approver

Comment History
SAS Dollar Amount Approval
Requisition 1000000200:Awaiting Further Approvals (> VviewHide Comments

SAS Dollar Amount Approval
Not Routed
& Williams Kim P
== LBNL Requisition Approver(SAS)

* Comment History
Req Line Category Approval

Line 1:initiated (2 View/Hide Comments
Asbestos siding
Req Line Category Approval

Not Routed
& Meckel Birgitta
== Reg Line Category Approver

» Comment History
OCFO Division Mgmt Approval
Requisition 1000000200: Awaiting Further Approvals ¢ viewHide Comments

OCFO Division Mgmt Approval

Not Routed
& Everson Nicholas J
= OCFO/Division Mgmt Approver

" Comment History

Return to Approve Requisitions Previous in List Nextin List
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Once ePro and eBuy requisitions are created, they are subject to the approval “workflow” process where
one or more approvers must log into FMS and approve or deny the requisition before it can proceed to
the next stage: being made into a purchase order (PO) that is sent to the supplier to fulfill.

An approval threshold, in simple terms, is a dollar limit that, when exceeded, requires approval. Divisions
establish their own requisition approvals for requisitions that are billed to their projects. Approvals are
required when the total requisition amount exceeds the established approval thresholds. ePro
automatically routes requisitions to these approvers. The system will also insert additional item category
approvers for items like radioactive isotopes that require special approval.

A requisition may require up to five separate approvals, based on thresholds:

1. Division Approval may be required when a division wants all requisitions routed to a certain

division approver, regardless of requisition amount. This allows the division to maintain
centralized control over all requisitions being issued.

2. Division Project Approval may also be required when a division wants to have all of its requisitions

routed to the named individuals on its projects for requisitions with over $1,000 charged to their
projects.

3. Signature Authorization System (SAS) Dollar Amount Approval is required for all requisitions over

$1,000. Here, the requisition preparer selects a division approver from the Signature Authorization
System (SAS) with sufficient dollar authority in SAS to cover the total requisition amount.

4. Requisition Line Item Category Approval is required for item category codes that require routing
to EH&S or other departments for approval. These items may only be purchased when specified
requirements are met related to controls or safety measures.

5. OCFO Division Management Approval is added for requisitions over $500,000 and routed to a
high-level financial group reviewer for approval. The approver is assigned by the system based on
the division assigned to the project for the highest dollar amount on the requisition.

In ePro, requisitions exceeding the approval thresholds will automatically be routed to the assigned
approver. After entering any required SAS approvers, requisition preparers monitor their requisitions to
be sure approvals are progressing. Requisition preparers should familiarize themselves with their division
approval thresholds so they are aware of the potential extra time it could take when additional approvals
are required.
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Separation of Requester & SAS Approver

Separation of Requester & SAS Approver

Furchase
RequisHi

! Furchase
Reguish

_— -
|/

Furchase
ALWAYS
e ] REOUIRED

In order to avoid a conflict of interest, the requester and the SAS dollar amount approver cannot be the
same person when the requisition total amount is greater than the threshold established by the division. In
this case, the requisition must be routed to an authorized signer/approver in SAS with sufficient dollar
authority for the requisition amount and who is not the requester.

In addition, if the requester is a “Guest” or “Affiliate” the requisition must always (regardless of dollar
amount) be routed to an approver who has sufficient signature authority as shown in SAS.

A requester and requisition preparer may be the same, however, regardless of approval thresholds.
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Module 2 - Creating and
Approving ePro Requisitions

Module 2 will discuss the specifics of creating, viewing, approving, and maintaining requisitions in
ePro as well as creating a PO Modification Request.

After logging into FMS, you create an ePro requisition through these basic steps (discussed in detail in
this module).
1. Navigate to eProcurement | Requisition | Create Requisition

2. Onthe Item Entry screen, enter one or more requisition lines with details that include the item
category, description, quantity, estimated price, unit of measure, and supplier for each item.
When done, click the “Add to Cart” button, then the “Checkout” button.

3. Onthe Checkout — Review and Submit screen:

e In the Requisition Summary section, enter a requester and deliver-to location.
If required, also enter a SAS approver, type of service, and whether a sole source applies.

¢ In the Requisition Lines section, enter line comments/attachments, Project, Activity, and due
date or service start/end dates.

e Click the “Save & Submit” button at the bottom to complete the requisition and send it to the
approver(s).

19| Page Revision 19
05/20/20



Accessing eProcurement (ePro)

Log in to FMS

Access ePro through the Laboratory’s Financial Management System, also known as FMS. FMS is
comprised of a standard Oracle/PeopleSoft software product that has several modules including ePro,
Accounts Payable, Project Costing, General Ledger, and Grants.

To access FMS, use a web browser like Firefox, Internet Explorer, or Safari. (Recommend using Firefox
as a first choice. Do not recommend using Chrome) When entering data in FMS, do not use the
browser’s back and forward buttons, or you risk losing data you have entered. Instead, follow the
“breadcrumb” links in FMS to navigate to other screens.

Go to FMS by typing http://fms.lbl.gov into your browser’s address bar and hitting “Enter”.

Click the “Please click here to PeopleSoft logon page” link.

At the login screen, enter your LDAP (email) User ID, Password, and MFA [if enabled].

™ ‘

When you see the “Processing” [ ™ Jicon, please wait while FMS processes your commands.

Many screens have a “Business Unit” box defaulted to LBNL. You may leave this value as LBNL.

Navigate to Create Requisition

To create an ePro requisition, click “eProcurement” in the menu on the left side of the screen. When
the eProcurement screen opens, click “Requisition”, and then choose “Create Requisition.” The
Manage Requisitions option, which will be discussed later, is also available from the eProcurement
screen.
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Favorites |

Search Menu:

=
[
=]
[
=
5]

Employee Self-Service
Create Req

Manager Self-Service
Welcome Ghi Supplier Contracts
Suppliers.

Reg Procurement Contracts

eProcurement  Requisition

@

Requisitions = | Search

@ Home > Iy Pif

g

. Choose Create Requisition

. Log on to FMS at http://fms.lbl.gov
. Click eProcurement
. Click Requisition

[D Special Requests
Create a non-catalog request

Templates

Browse Company and Personal
Templates

@) Friemal Catainns

TVEW VNGO | FErso

Purchasing 4
Enter search
from the men N
begin creatin 1 Services Procurement 8 Buyer Center
1 Accounts Payabls [E] LBNL Contract Mod Regquest
C3  Enterprise Components D LBNL PO Medification Re~
o worklst [ LBNL Procurement Statu 1
2 Tree Manager 2
Bl Reporting Tools D Wanage Reguisitions 3
C1 PeopleTook D Manage Requisition App1
Bl My Personalizations D My Profil 4
Create Requisition 7
Viekome: Ghiorsa,ilam § ] Home / 1y Preferences ﬂ'Requ\snmn Sefings E OLies Checkout
RequestOptions ¥ Search [Al v Search Advanced Search
Enter search criteria or select . | = .
fam e nthe it Catalog (& eBuy = Create Requmt.\on
beghn creatig your reqistion Browse Catalogs Shop Suppler Catzlogs Create a Requistion
LBNL kem Cat Al Other Products

=) forms r Favorites
Create and Submi Forms Browse Favorie kems and
Services
aj ePro Services Recently Ordered
Request Services Please re-order eBuy tems using
Cart History in eBuy
Fived Cost Senvice TEST
Variable Cost Service TEST
Time and Haterials REPAR OF CNC MILLING ACHN
TEST
TEST2

Hore,
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Remote Access:

For security, FMS/ePro is only accessible on LBLnet. If you are working off-site, you can get onto
LBLnet using Virtual Private Network (VPN) software or by establishing a Remote Desktop Connection
to your work computer.

e VPN technology provides a secure connection for remote access users. LBNL-VPN is a
software-based VPN service. Employees wishing to use LBNL-VPN must install the Cisco VPN
client software on their computer. This software is provided free to Laboratory employees at
the Berkeley Lab Software Download Page.

e With Remote Desktop Connection, you get full, secure access to your work computer via an
Internet or network connection. System requirements to use Remote Desktop and
instructions on making a connection are provided on IT’s Remote Access webpage. In order to
connect, your computer at the Laboratory must be left on and set to never go to sleep.
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Create Requisition

Requisition Line Details

Favorites | Main Menu eProcurement Requisition
: . e | Wworkist | AddtoFavortes | Sign out
M
| BERKELEY LAB - FMS Bl #dvanced Search
New VWindow | Personalize Page
Create Requisition 7
Wel Ghiorso,Viilliam B e 8
cleome  Ghiorso/iliam @ Home My Preferences 38 Requisition Setiings B oLnes Checkout
Request Options = Search Search Advanced Search
All Request Options Item Entry (7 Restricted tem List
Catalog Line Find [ View Al @[ B Fist ¢ 12012 Last
LBNL ftem Cat -
Details | [0
eBuy c ttem 1D Descripti @ uom P Supplier ID Supplier N
Ml Other Broducts ategory temiD  Deseri ption uantity 0 rice upplier upplier Name
Create Requisition 1 [¢1000000 | @, [spectrophotometer, Model ;[ 2| [Ea @ | 550.00 [0000000237 |Q@ FISHER SCENTIFIC + =
Special Requests z[gnnEe |q @, [Maintenance and Repair 2] 2| [Ea @ | 600.00] [0000000237 |Q FISHER SCENTIFIC E-
Forms
Favorites Addlo Cart

When you click the “Create Requisition” link in the Requisition menu, you are taken to the Item Entry
screen, where you enter Line Details. For each line, you must enter information in most of the fields so
you can advance to the next screen.

Note: Do not use the Requisition Settings feature to fill in the Project. This feature will not autofill
the Project to all of the PO lines. To apply one Project and Activity for an entire order see the
instructions that begin on page 85.

e Inthe Category field, either type in an item category code or use the lookup @, icon to search
for a category that most closely describes the line.

A link to the most recent ltem Category Codes List and the Restricted Item List are available for

your convenience.
e Leave the Item ID field blank, unless directed by the buyer.

e Inthe Description field, enter a noun describing the item, followed by the part/model number,

and then the manufacturer. To view a bigger box in which to type, click the 2 icon to the
right of the Description box.

Note: This field is limited to 254 characters.

e Enter the Quantity or the number of items you want to buy for that line.

e Select a Unit of Measure (UOM) that describes how the items are sold. Normally, EA (each)
can be used for most items. However, for example, if the supplier sells items per foot, enter
FT.
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e The Price is the estimated price for the item by Unit of Measure. ePro multiplies the Quantity
times Price to get the total requisition line amount.

e Use the Supplier ID to select a supplier for the products or services. This is an optional field
and can be left blank and entered after you add the lines to your Cart. To enter a supplier
here, use the lookup @ icon next to the field. In the Look Up Supplier ID screen, select
“contains” from the drop down next to the “Short Supplier Name” field, enter the search text,
click the “Look Up” button, and then click on the applicable supplier name. To copy the
Supplier ID to all of the lines of the requisition, follow the instructions on Copying Other Data
to Lines that begins on page 90.

Look Up Supplier ID
Help
SetlD SHARE
Supplier 1D begins with s
Short Supplier Nam ZEISS
Look Up Clear Cancel | Basic Lookup
Search Resulis
View 100 First ‘4 41.g0fg
Qur
. Short Supplier . .
Supplier ID Supplier HName Additional Name Custome
Name
Number
0000000023 CARL ZEISS INC CARL ZEISS INC (blank) (blank)
0000042847 CARL ZEI5S5-002Lall ZEISS LIS LLL Llank) (blank)
0000042894 CARL ZEISS-UEI? CARL ZEISS INDUSTRIAL METROLOGY LLC CIJZRL ZEISS IMT CORPORATION (blank)
0000044942 CARL ZEIS5-005 CARL ZEISS MICROIMAGING LLC (blank) (blank)
0000047387 CARL ZEIS3-006 CARL ZEISS MICROSCOPY LLC (Blank) (blank)
0000057044 CARL ZEIS3-010 CARL ZEISS SMT GMBH (blank) (blank)
< >

Note: It is recommended that the requisition be prepared for award to a single supplier. If
known, the supplier should be identified on each line.

e Ifthe supplier is not in FMS, you can suggest a new supplier using the Comment area on the
Checkout screen.

Note: If you inadvertently enter information in a field and want to abandon it, you should delete
its contents so you can proceed to the next screen. If you enter invalid information, the field will
turn red. Deleting its contents restores the box’s background to white so you can continue.

Note: Include freight information in the Requisition Comments (see page 34). Do NOT add a
separate line in the PO for freight.

To add additional lines to your requisition, click the plus #] icon on the right side of the last
requisition line. This adds a new row where you can enter details for a new line.
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Add to Cart
When you are finished creating requisition lines, click the “Add to Cart” button.

This adds your lines to the requisition. Use the Shopping Cart OLines icon/link to get a quick
view of requisition items already in your shopping cart.

Once you have clicked the “Add to Cart” button and you have added all your requisition lines to

the requisition, click the “Checkout” SE button. This takes you to the Checkout —

Review and Submit screen.

Checkout Screen

Finish your requisition on the Checkout — Review and Submit screen.
The Checkout screen has the following sections, shown as you scroll down the screen:

e Requisition Summary (at the top of the screen)

e Cart Summary/Requisition Lines

e Requisition Comments and Attachments / Comments to Approver
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Requisition Summary

Favorites | Main Menu eProcurement Requisition

s Home | Workist | AddtoFavortes | Sign out
|} BERKELEY LAB - FMS

New Window | Personalize Page ~
Checkout - Review and Submit

Review the item information and submit the req for approval.

7 My Preferences Reguisition Seftings
Requisition Summary

. ¢
Business Unit |LBNL L Lawrence erkeley National Lab
*Requester |B_GHIDRSO Q

X Bhiorso Wiliam B Priority

*Currency |USD *Deliver To Location |058-0108M |

Requisition Hame

Type of Sen’\ces‘

Sole Source Flag

v

Invoice Certifier Q
Resource Analyst

*SAS Approver

Cart Summary: Total Amount 2,300.00 USD

Here is how to enter information in the Requisition Summary fields.

e Business Unit: This defaults to LBNL and cannot be changed.

e Requester: This defaults to the requisition preparer. Change it to the person requesting the
goods or services if the requester is not the requisition preparer. The requester can be anyone
with an LBNL email address. To change the requester, enter the new requester’s LDAP email
name or look up the requester as follows:

Favorites | Main Menu eProcurement Requisition

1 BERKELEY LAB - FMS KR Y - scorch

Checkout - Review and Submit
Review the tem information and submit the reg for approval.

7 My Preferences ﬁ Reguisition Settings
Requisition Summary

Q Look Up Requester
Business Unit |LBML Lawrence Berkeley National Lab
Requesterilsﬁnchez
*Requester [ISANCHEZ E Sanchez lgnacio =
© usD *Deliver To Location |075-0240 <} .
HrE L Look Up Clear Cancel | Basic Lockup
Invoice Certifier a
e T Q Search Results
Fiawn i 1 sanfn Wb
*SAS Approver Q View 100 First defl Last

Requester Mame

Cart Summary: Total Amount 2,300.00 USD [1sANCHEZ Sanchez lgnacio

4 MFSANCHEZ Sanchez Manuel F
Expand lines to review =hipping and accounting details Copy Line 1 Project(s) and Activity(s) to All Lines | MVORTIZSANCHEZ Ortiz Sanchez, Martha Vero

— Click the lookup @, icon to next to the “Requester” field. This takes you to the Look
Up Requester screen.

— Change its drop-down box to “contains.”

— Type the requester’s last name and click the “Look Up” button.
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— Click on the requester’s name you want. The requester’s LDAP name will be
transferred to the Checkout screen’s “Requester” box and the requester’s Lab building
and room will be transferred to the “Deliver To Location” box.

— Answer “Yes” to the box that says, “Changing Requester will change the default
settings.”

e Currency: This defaults to U.S. dollars and cannot be changed.

Favorites | Main Menu eProcurement Requisition

“/| BERKELEY LAB - FMS - ear l Acvanced Seaen

Checkout - Review and Submit

Review the item information and submit the req for approval.

% .
7" My Preferences Requisition Settings
Requisition Summary
Business Unit |LENL “ Lawrence Berkeley Maticnal Lab Requisition Hame
*Requester |ISANCHEZ Q. Sanchezlgnacg Priority
*Currency |USD *Deliver To Location |078-0240 2 Type of Servicesl -
Invoice Certifier ) Sole Source Flag
Resource Analyst a,

*5A5 Approver

Cart Summary: Total Amount 2,300.00 USD

e Deliver To Location: This defaults to the requester’s directory location. Change this location if
goods are to be delivered to a different LBNL building and room. Locations are entered in the
format of three numbers for an LBNL building (and perhaps a letter), followed by a dash, and
then followed by four numbers for the LBNL room number (and perhaps a letter).

Example: 050B-1217A

Use the search tool to find valid Lab locations.

e Invoice Certifier: If the invoice needs to be certified, type in the individual’s last name. A list of

certifiers will be displayed. You can use the search function to look up a valid employee name.
When a purchase order is set up for certification, the certifier receives an email allowing the
certifier to approve a supplier's invoice before Accounts Payable pays it. Invoice certification
may be required for services in excess of $5,000 or based upon the item category (e.g.,
software, design and construction, fabrication, consultant/personal services, research and
development, and subcontracts that have quality assurance requirements, complex
equipment configuration, and/or payment milestones). See the LBNL RPM section on Invoice
Certifications for more information about the certification process.

Note: If software is being requested, an invoice certifier must be identified in this field, since
software is generally not delivered to Receiving.
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e Resource Analyst: If required by your division, enter a resource analyst by typing the

individual’s last name into the field. A list of resource analysts will be displayed from which to
select. Alternatively, use the search function to look up a resource analyst. A resource analyst
assists the division with financially administering its purchases.

e SAS Approver: An authorized signer (SAS approver) must be entered for requisitions over
$1,000. When this box appears, enter a SAS approver from your division with sufficient dollar
authority to cover the requisition total amount. The SAS approver cannot be the requester.

Favorites | Main Menu eProcurement Requisition

Home | Workist

‘:}m BERKELEY LAB = FMS Advanced Search

Checkout - Review and Submit

Review the item information and submit the req for approval - —
! My Preferences ﬁ} Reguisition Seftings

Requisition Summary

Q

Business Unit LBNL Lawrence Berkeley National Lab Requisition Name
*Requester |[SANCHEZ C,  sanchez,lgnacio Priority
*Currency |USD “Defiver Ta Location|076-0240 Q Type of Sewicelen Site Services Hands On Work
nvoice Certifier Q Sole Source Flag | No v
Resource Analyst Q
*8AS Approver Jones Andrew D Q ADJONES

Cart Summary: Total Amount 2,300.00 USD

e Requisition Name: This field is optional and can be left blank. It can be used to help identify
the requisition for the requester. If left blank, the requisition number, instead of the name you
enter in this field, is displayed on the Manage Requisitions screen and other reports.

e  Priority: This defaults to Medium but can be changed to Low or High so Procurement can be
informed of the urgency of the requisition.

e Type of Services: This box appears when a service-related requisition line has been entered.
Select one of the four values discussed earlier:

— No Services

— Off Site Services

— On Site Services Hands-On Work
— On Site Srves No Hands-On Work

e Sole Source: Select “Yes” if this should be a sole source procurement; otherwise, select “No.”
See page 10 for details on sole source requisitions.
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Cart Summary / Requisition Lines

On the Checkout screen, scroll down to the Cart Summary / Requisition Lines area (see screenshot on
page 30). Notice that each requisition line you entered is shown. Review each line for accuracy. Click
the item’s “Description” link to make any needed edits to the line’s Description or Price.

Dates and Accounting Information

You must provide additional information in this section for each requisition line you created:

e Due Date: When the item is for goods, enter the date you would like to receive the goods. To
copy the due date name to all of the lines of the requisition, follow the instructions on
Copying Other Data to Lines that begins on page 90.

e Services Begin Date / Services End Date: When the item is for services, enter anticipated
service dates in these two fields. The Due Date should be left blank when you enter Services
dates.

e Project: Type in the Project that is funding the purchase. Use the lookup @, icon to help locate
it.

e Activity: Use the lookup @, icon to select the Activity associated with the Project. If needed,
see your division’s resource analyst for assistance in entering the Project and Activity.

Note: See page 85 for instructions on applying the same Project / Activity for an entire order.

To delete a line, click on the checkbox next to each line you want to delete and then click on the trash

can Jiconin the upper right area.
To add a new line, click on the “Add More Items” button.

This will take you back to the main Create Requisition page where you need to click on the “Create
Requisition” link and then add the lines as you did when you started the requisition.
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Requisition Lines (7

[] select Al / Deselect Al

Cart Summary: Total Amount 2,300.00 USD

Expand lines to review shipping and accounting details

Copy Line 1 Projec(s) and Adtivity(s) to All Lines

4F  Add More ltems

Line Desoription Item ID Supplier Quantity UomM Price Total Comments Delete
SPECTROPHOTOMETER, FISHER SCIENTIFIC 2 Each 550.00 1100.00 O 4 e E
" MODEL ABC12 -
Shipping Line 1 *ShipTo  [085-0150 a Add Shipto Comments  Quantity 2]
Address  UC LAWRENCE BERKELEY LAB Price 550.00 Price Adjustment
FOR THE US DEPT. OF
ENERGY
ONE CYCLOTRON ROAD,
BLDG. 89
BERKELEY, CA 94720
Attention To__|Ghiorso William B
| Due Date  [p3/z9/2017 W) |
Accounting Lines
*Distribute By sLiquidate By [ Amt
Accounting Lines Personslize | Find | View All | 12 E First ‘4 1of1 & Last
Cl i 1 Chartfi Chas Details Details 2 Asset Information Asset Information 2 Budget Informaticn (=]
‘Quantity PC Bus Unit Project Bctivity Percent
2| |LBNL Q.| |100117 Q ooz a 100.0000 *l| =
Dz am MAINTENANCE AND FISHER SCIENTIFIC 2 Each 800.00 1200.00 O Add u
' REFAIR
Shipping Line 1 *5hip To 0890150 A Add Shipto Comments Guantity 2
Address UG LAWRENCE BERKELEY LAB Price 800.00 Price Adjustment
FOR THE US DEPT. OF
ENERGY
OMNE CYCLOTRON ROAD,
BLDG. &3
BERKELEY, CA 24720
Attention To | Ghirse, William B
Due Date W Services Begin Date |03/22/2017 |
Services End Date 33.-29_-2313| i
Accounting Lines
*Distribute By Oty e *Liquidate By Amt v
Accounting Lines Personslize | Find | View All | &2/ E First ‘4 1of1 ‘& Last
Cli i 1 Chantfi Cha Details Details 2 Asset Information Asset Information 2 Budget Information TTTh)
Quantity PC Bus Unit Project Activity Percent
2| |LBNL Q| |100117 Q ooz QL 100.0000 *| |=

Select lines to: | Add to Favorites Vil Add to Template(s)

[ Delete Selected

eProcurement

Requisition

Advanced 5

Create Requisition

Welcome Sanchez lgnacio
Request Options

Enter search oriteria or select
from the menu on the right to

Search

Catalog eBuy

Iy Preferences Reguisition Settings

Browse Catslogs
LENL ltem Cat

begin oreating your
requisition.

Special Requests
Create 8 non-catslog request

a

Templates
Browse Company and
Personsl Templates

External Catalogs
Browse Supplier Website
ltemns

e

Shop Supplier Catalogs
All Cther Products

Forms
Create and Submit Forms

5-1 ePro Services

Reguest Services

Fixed Cost Service
Variable Cost Service
Time and Materials

Chedkout

Advanced Search

E Create Requisition
Create a Reqguisition

Favorites
Browse Favorite ltems and
Services

e

Recently Ordered
Flease re-order eBuy items using
Cart History in eBuy
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Splitting Projects

Cart Summary: Total Amount 2,300.00 USD
Expand lines to review shipping and accounting details Copy Line 1 Projects) and Activity(s) to All Lines F Add More ltems

Requisition Lines 7

FOR THE US DEFT. OF
ENERGY

OMNE CYCLOTRON ROAD,
BLDG. 69

BERKELEY, CA 34720

Attention To | Ghigrso William B
Due Date

Click Split Cost Among Projects button to specify multiple

) purchasing entities.
Accounting Lines
*Distribute By Oty s *Liquidate By Amt e
Accounting Lines Personalize | Find | view an | 2] B First ‘4 1of1 ‘PfLast
Cl i 1 Chartfi Chartfi Details Details 2 Aszet i Azzet | ion 2 Budget Information | [F=E
Quantity PC Bus Unit Project Activity Percent

2| |LBNL Q [100117 Q, o0z Q 1=

Assign percentages to allocate distribution of payment responsibility.

Line Desoription Item 1D Supplier Quantity UomM Price Totsl Comments Delete
[]* g+ SPECTROPHOTOMETER, FISHER SCIENTIFIC 2 Each =000 1100.00 O pga @
¥ MODEL ABC12
Shipping Line 1 *ShipTo (0620150 a Edit Shipte Comments  Guantity 2]
Address  UC LAWRENCE BERKELEY LAB Frice 550.00 Price Adjustment

A Lines
*Distribute By | |Amt e *Liquidate By | Amt
Accounting Lines Personalize | Find |View All | 0] B Fist @ 120f2 @ Last
i i 1 Chartfiglds2 Chartfields2 || Detsils Details 2 || Asset Information Asset Information 2 | Budget Information H
PC Bus Unit Project Rctivity Percent
LBML Q (o017 Q, (002 QL 75.0000 *l| =
LBML Q [[100113 O [541 G 25.0000 X =

If you want to split costs among two or more Projects, do the following for each requisition line you
want to split:
1. Change the Distribute By from “Qty” (Quantity) to “Amt” (Amount).

2. Reduce the first Project’s Accounting Line to the percent OR quantity you want to be charged.
For example, reduce 100% to 75%.

3. Next, click the plus sign to the right of its Accounting Line. This will add a new row with the
balance of the requisition’s line total.

4. Enter the Project and Activity for the newly added line.
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5. When you click the “Chartfields1 Tab, you will see a Merchandise Amount column where you
can enter a dollar amount to be charged to each Project and Activity.

All Accounting Lines must add up to either the total Quantity of that requisition line or its total
Amount.

To delete an Accounting Line, click the blue minus icon on the right of the line.

Accounting Lines

*Distribute By Amt [ *Liguidate By Amt
Accounting Lines Personalize | Find | View Al | (2] B First ‘4 1.20f2 '® Last
Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset Information Asset Information 2 Budget Information IFPI
Line Status Dist Type *Location Merchandise Amt 5L Unit Entry Ewent
1 Open 078-0240 Q, £25.00 L BNL a Q +| =

076-0240 & 275.00| |LENL a3, o + |:|

(%]
C
b=
1
]

Facilities Division - Entering Maximo Work Order # and Associated Project/Activity

When completing the Checkout Summary, if a requisition is for goods or services on a Maximo Work
Order, the requisition preparer must also enter the Work Order number in addition to the Project
/Activity. The following steps should be taken.

e Always ask the requester if the requisition is associated with a Work Order.

e Before preparing the requisition, if you only know the Maximo Work Order number, you must
first log into Maximo and look up the Work Order to determine the Project and Activity
associated with that Work Order.

e Enter the Project and Activity associated with the Maximo Work Order in the requisition.

e Before exiting the Checkout Summary screen, click the “Chartfields3” Tab. A new screen will
open.

e Go tothe input field labeled “Order Number” and enter the Work Order number.

Accounting Lines Personalize | Find | View All | £2 Q First ‘4 1of1 ‘b Last
Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset nformation Asset Information 2 Budget Information | [FFER
Product Source Type Category Subcategory Order Humber
0| |SRWCS Gy (20500 u w] o | E
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Shipping Information

Cart Summary: Total Amount 2,300.00 USD
Expand lines to review shipping and accounting details
Requisition Lines (7
Line Description Item ID

o1 o SPECTROPHOTOMETER,
T MODELABCA2

Shipping Line 1

Copy Line 1 Projeci(s) and Activity(s) to All Lines ‘{F Add More ltems
Supplier Quantity UomM
FISHER SCIENTIFIC 2 Each
*ShipTo  |069-0150 Q Add Shipto Comments Quantity
Address  UC LAWRENCE BERKELEY LAB Price
FOR THE US DEPT. OF ENERGY
ONE CYCLOTRON ROAD, BLDG
69
BERKELEY, CA 94720
Attention To  |Ghiorso,William B
Due Date [

*Distribute By Qty v

Accounting Lines

Accounting Lines

*Liquidate By Amt

Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset Information
Quantity PC Bus Unit Project Activity
2| LBML Q Q

Price

550.00

550.00

Personalize | Find | View All | @| E

Asset Information 2

Comments Delete

Qa0

Total
1100.00

P%‘

First ‘4 10f1 ‘® Last

Budget Information
Percent
Q 1000000 [#] [=]

On the Requisition Lines section of the Checkout screen above, shipping information is prefilled.

e The Ship To field shows the address where the supplier will deliver the item (Bldg. 69, JGI,
etc.). After the item is received, LBNL Transportation will deliver it to the “Deliver To Location”
shown in the Requisition Summary section of the Checkout screen.

Use the lookup “4 icon to look up the applicable Ship To address:

Look Up Ship To

SetiD: SHARE

Ship To Luc:atiun:

Look Up Clesar Cancel | Basic Lockup
Search Results
Wiew 100 First ‘& 47or7 ‘% Last

Ship To Location Description

000-0001 NO DELIVERY

059 WILL CALL-BUILDING 082

058-0150 LEML MAIN RECEIVING

0780101 METAL STORES B2

400 JG| RECEIVING

5432 LEBML COMPUTING CTR - OAKLAND
BHMMNL eBuy-BRCOOKHAVEN LABORATORY

To copy the Ship to address to all of the lines of the requisition, follow the instructions on
Copying Other Data to Lines that begins on page 90.
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e The Attention To field should show the name of the requester or individual to whom the item
will be delivered. It is important that this be filled in correctly so Receiving can contact the
right person regarding the delivery. This field defaults to the requisition preparer.

To copy the Attention to name to all of the lines of the requisition, follow the instructions on
Copying Other Data to Lines that begins on page 90.

e The Add Ship To Comments link lets you add comments to your order if you want to
communicate with the supplier or with the Receiving department. You can also add ship-to

comments and attachments pertinent to the line by using the line’s Comments . icon. An
example of a ship-to comment might be “Please make sure my order arrives by Monday,
August 4th” or “My colleague Jane Doe will be there to sign for the package.”

e Do not enter anything in the Price Adjustment link.

Comments and Attachments

Checkout - Review and Submit

Review the item information and submit the req for approval. N
A - )

My Preferences ™ Requisition Settings
Requisition Summary

Business Unit LBNL Q Lawrence Berkeley Nationzl Lab Requisition Hame

*Requester |ISANCHEZ € Sanchezignacio Priority [Medium |

*Currency |USD *Deliver To Location | 078-0240 Q

Type of Services | On Site Services Hands On Work ..

Invoice Certif ¢
fvelce Lertiier Q Sole Source Flag

Resource Analyst aQ
*SAS Approver |Jones Andrew D @, ADJONES
Cart Summary: Total Amount 2,200.00 USD
Expand lines to review shipping and accounting details Copy Line 1 Project(s) and Activity(s) to All Lines i Add Mere Items
Requisition Lines (¢
Line Descaiption Item 1D Supplier Quantity Uom Price Total Comments Pelete
D 1 wa SPECTROFPHOTCOMETER, FISHER SCIENTIFIC pei Esach 550.00 1100.00 (‘ i ]]
¥ MODEL ABC12 o
[]2 aa MAINTENANCE AND FISHER SCIENTIFIC 2 Each 200.00 1200.00 O add i
¥ REFAIR
[ select All / Deselect Al Select lines to: |g# Add to Favorites [ mad to Templatels) [ Delete Selected
Total Amount 2,200.00 USD
Shipping Summary
# Edit for All Lines
Requisition Comments and Attachments
Enter requisition comments
D Send to Supplier D Show at Receipt D Shown at Voucher Add more Comments and Attachments

Comments to Approwver

Enter Comments Here
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In addition to being able to add Ship-To comments for suppliers and Receiving, there are three other
areas where you can add comments to a requisition.

1. Use the Comments choud icon on the right side of the requisition lines. The presence of lines
within the icon means a comment or attachment has been entered. Each requisition line can have
its own comment if you want to elaborate on the requisition line’s description.

Line Comment

Business Unit LENL Requisition Date 03142017
Status Open
Line 1
Comments Find First ‘4 1of1 "% Last
+ -
Use Standard Comments Entered On:
1| See attached specification LBNL-1234 for details. I k2 '\"{
e |
[ il LEHI:I fo Supplier S5how at Receipt |:| Show at Vioucher
Add Attachments
Attachments
. . , . . Send to
Attached File User/Date Time View Supplier
1 ] =
Ok Cancel

After clicking choud icon and entering the Line Comment screen (shown above), you can:
e Typeina comment for that line in the Comments box provided.

e Click the “Add Attachments” button to search for and upload any file to the
requisition. All requisition attachments should be attached to Requisition Line 1 for
easy access by approvers. You may attach several files. Each file name must be under
60 characters in length.

e If you want the comments to also be visible to the Supplier, Receiving, or Accounts
Payable (Voucher), select the appropriate checkboxes.

2. The Requisition Comments and Attachments box in the lower part of the Checkout screen
allows you to enter comments that apply to the requisition as a whole. Approvers cannot
readily see these comments.

Note: Include freight information in the Requisition Comments. Do NOT add a separate line in
the requisition for freight.

3. Comments to Approver is visible on the approver’s screen and lets you communicate

comments and justifications to the approver for items you will be purchasing.
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Approvals & Save

Preview Approvals

Before you can add additional approvers or reviewers, you need to save your requisition. Click “Save
for Later” button. In the Checkout- Review and Submit screen, click the “Preview Approvals” link to
display the Preview Approvals screen. This screen shows the approvers who will be asked to approve

the requisition.

Checkout - Review and Submit

Review the item information and submit the req for approval. +
< Iy Preferences Requisition Settings

Requisition Summary

Business Unit |LBNL Q Lawrence Bereeley National Lab Requisition Hame
*Requester |ISANCHEZ @, sanchez Ignacic Priority
*Deli T Locati 802 e - - " .
*Currency |USD fver To Location|076-0240 Q Type of Services | On Site Services Hands On Work
Invoice Certifi ¢
nmusles Lerihier Q Sole Source Flag
Resource Analyst a
*SAS Approver |Jones Andrew D @, ADJONES
Cart Summary: Total Amount 2,300.00 USD
Expsnd lines to review shipping and accounting details Copy Line 1 Project{s) and Activity|s) to All Lines ar Add More ltems
Requisition Lines 7
Line Desaription Itemn 1D Supplier Cuantity UomM Price Total Comments Delete
D 1 .o SFECTROFHOTOMETER, FISHER SCIENTIFIC 2 Each 550.00 1100.00 {} Edit u
¥ MODEL ABC1Z b
[]2 e MAINTENANCE AND FISHER SCIENTIFIC 2 Each £00.00 f2uiuc Daga 0@
" REPAIR
|:| Select All [ Deselect All Select lines to: & Add to Favorites ’E‘ Add to Template(s) D Delete Selected
Total Amount 2,200.00 USD
Shipping Summary
# Edit for All Lines
Requisition Comments and Attachments
Enter requisition comments
Al
D Send to Supplier D Show at Receipt Dshnwn at Voucher Add more Comments and Attachments

Comments to Approver

Enter Comments Here

Tl

I -
“s Check Budget @" Fre.Check Budget

I_—é Save & submit m Save for Later Hr Add More ltems ] Preview Approvals
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Preview Approvals

Requested For Sanchez Ignacio

Requisition Name 1000103344

Business Unit LBML
Status Open

Priority Medium

Budget Status Mot Chedied

SAS Dollar Amount Approval

Requisition 1000103244:Initiated
545 Dollar Amount Approval

Not Routed
Jones Andrew D
> =) LEML Reguisition Approwver(SAS) J
Return Apply Approval Changes

Number of Lines 2
Total Amount 2,200.00 USD

[#]=tart Mew Path

Inserting Additional Approvers or Reviewers

Adding an Approver or Reviewer to an Existing Path

Click on the green plus icon to the left of the individual in the path.

Preview Approvals

Requested For Sanchez, Ignacic Number of Lines

Requisition Name 1000103344

Business Unit LBML

Status Open

Priority Medium

Budget Status Mot Chedwed

SAS Dollar Amount Approval
Requisition 1000103244:Initiated

5A5 Dollar Amount Approval

Not Routed

Jones Andrew D
- LEML Requisition Approver(SAS)

[#]stert Mew Path

Return Apply Approve

2

Total Amount 2,200.00 USD
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Next, select the User ID for either an approver or a reviewer using the search tool. Once the individual
has been selected, use the “Insert as” buttons to indicate whether the individual will be an approver

or reviewer. When finished, click “Insert.”

In this example, Daniel Chivers is being selected as an approver before Andrew Jones.

@ Mozilla Firefox — O

@ & https://fsmb2b164.qa.lbl.gov:3001

Insert additional approver or reviewer

Choose an approver or reviewer to insert

>

805

User ID: | DHCHIVERS & Chivers,Daniel H.

Insert as: @ Approver

O Rewviewer

Insert Cancel

After selecting the desired reviewer or approver, click the “Apply Approval Changes” button.

Next, click the “Return” button.

Preview Approvals

Requested For Sanchez Ignacic

Requisition Mame 1000102244

Business Unit LBML
Status Cpen

Prigrity Medium

Budget Status Mot Chedied

SAS Dollar Amount Approval
Added Requisition 1000103344:Initiated

Ciollar Amount Approval
Not Routed = Not Routed
[+ » Chivers Deniel H | _[#] )
=

Return Apply Approval Changes

Jones, Andrew D
Ins=rted Approver & LEML Requisition Approver{SAS)

Number of Lines 2

[#]start Mew Path

Total Amount 2,200.00 UsSD
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In the Review and Submit screen, click the “Save & submit” button.

Edit Requisition - Review and Submit

Feeview e Rem Information and submit e reg for approwal
Raquisition Summary

Business Unit |LSNL
Requester |ISANCHEZ

“Currency |USD

Cart Summary: Total amount 2300000 USD
Expand lines ko review shipping and acoounting detalls
Requisition Lines ¢
Line Description
¢ D1 i S:‘EC:I'QC’_:“:?TOL'ETEQ
MODEL ABC12

MAINTENANCE AND
RERAR

:szﬁp

[] seeatan. pesera an

Spping Summary
£ for AllLines

Requisition Comments and sttschments
Enfer reguisRion comments

Salact ines to:

Lawrencs Bereley National Lag
Sanehez Igrack
*“Deliver To Location jme-g240

Invodcs Cairtifisr

Resourcs anatyst
“3A3 Apprower Jones Anarew D

»
&
o
51 ADJONES

Cogy Line 1 Projeci]s) and AcINE(s) 0 All Lines |

Samplier

[ Acd 0 Fawories

CuarRy

B a0 Tempiztes)

r

Wy Praterences

Requisiion Nams | 1000105344

Requisittion 1D 1000103344

Prorty

o Reguishion Selings

Type of Services |On She Sendcss Hands CnWork

I Ca—y

[ ammerenems |

O Price

Each 550000
Each S00.00

1 Dekete Sekected

Total amount

TRzl

10000

230000 USD

D Sand to Supplisr D show st Recsipt
Comments te Approwver

Emfar Comments Hars

I:‘ Shown at Vouchsr

Add mona Comments and Afachments

&1

Il

o Pre-Check Budgel

Saue far Later

|

)5

Add More Rems

l 63 Praview Approats

New Path

If you want to insert an additional approver or reviewer as a new path, select “Start New Path” and
select the appropriate User IDs for either an approver or a reviewer.

Note: The approval/review will be a parallel process.
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Confirmation

Requisition Name
Requisttion ID
Businass Linit

Status
Priority
Budgst Status

&

Wiew printable verskn

“iour requitsRion FEs Deen sUbmRed

1000103344
1000103344
LEML

Pend

]
[T&]

kedium
ot Checied

#

EdR This Requishion

Numbsr of Linss

Total amount

sl

4

230000 USD

" Pre-Check Budget

SAS Dollar Amount Approval

Requisition 1000103344:Pending

EA 8 Dollsr Amound Approwval

[F]szan new Pam

Pending
Jonzs Andrzw ©

'E:' LEML Raquisiion ADDrowenSAS)

iz

=

- Create MNew Raguisiion - Manage RequisRions

Next, select the User ID for either an approver or a reviewer using the search tool. Once the individual
has been selected, use the “Insert as” buttons to indicate whether the individual will be an approver
or reviewer. When finished, click the “Insert” button.

@ Mozilla Firefox — O b e
@ & https;//fsmb2b164.qalblg 67%

Btart new approval path

=

neart u:ﬁ.ppr{}wr
O Renviswar

In the example below, Marc Fischer was added as a reviewer and Elizabeth Kellogg was added as an
approver.

Andrew Jones will approve the requisition in parallel with Marc Fischer’s/Elizabeth Kellogg’s review
and approval.

To change the order of Approval/Review, select the appropriate green plus icon that is either
before or after the prescribed individual.
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When complete, click the “Apply Approval Changes” button.

Confirmation
“four reguisition has been submitted.

Requested For Sanchez, |gnacic
Requisition Name 1000103344
Requisiticn I 1000103344
Business Unit LBML
Status Pending

Priority Medium

Budget Status Mot Cheded

& ¥

View printable versicn Edit This Reguisition

SAS Dollar Amount Approval

“  Requisition 1000103344:Pending
5A5 Dollar Amount Approval

[
f

Humber of Lines 2

Total Amount 2,200.00 USD

Chedk Budget = Pre-Ched: Budget

[#start Mew Fath

Pending
Jones Andrew D
@ LEML Reguisition Approver[SAS) Added
B_GHIORS5O, 2
Reviewer =] Hot Routed [=]
[ » FischetMarcL | [#] Kellogg Elizabeth | | [#]
B Revizwer o Ins=rt=d Apprower

| Apply Approval Changes |

B
b ' Create New Reguisition Manage Reguisitions
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In the Review and Submit screen, click the “Save & submit” button.

Edit Requisition - Review and Submit

Review the item information and submit the req for approval. . .
7 . .
Iy Preferences ™ Requisition Settings

Requisition Summary

Business Unit LEML Lawrenoce Berkeley Naticnal Lab Requisition Mame |1000103244
Requester |SANMCHEZ Sanchez, lgnacic Requisition ID 1000103244
*Currency |USD *Deliver To Location |078-0240 a, Priarity
Invoice Certifier Q Type of Services‘:r' Site Services Hands On Work
Rescurce Analyst aQ Sole Source Flag
*5AS Approver [ Jones Andrew D @ ADJONES

Cart Summary: Total Amount 2,300 00 USD

Expand lines to review shipping and accounting details Copy Line 1 Project(s) and Activity(s) to All Lines i Add More Items

Requisition Lines 7

Line  Deswiption ltem 1D Supplier Quantity UOM Price Tatal Comments Delete
D‘ W SPECTROPHOTOMETER, FISHER SCIENTIFIC 2 Esch 550.00 1100.00 [&] Edit ﬁ
' MODEL ABC1Z
[]2 s MAINTENANCE AND FISHER SCIENTIFIC 2l Each €00.00 1200.00 ® oo )
" REPAIR )
D Select All / Deselect All Select lines to: |g Add to Favorites ’:1' Add to Template(s) D Delete Selected

Total Amount 2,200.00 UsD

Shipping Summary
# Edit for Al Lines

Requisition C and A h

Enter requisiticn comments

D Send to Supplier D Show at Receipt Dshcwn at Voucher Add more Comments and Attachments

Comments to Approver

Enter Comments Here

5]
% Check Budget B prechec Budget
| & Save & submit |l‘§1 Save for Later 9F  Add More ltems &3 Preview Approvals

Add More Items

Before submitting your requisition, you have another chance to add more items. To do this, click the
“Add More Items” button at the bottom of the Checkout screen. You will return to the ePro
Requisition screen, where you should click the “Create Requisition” link and add a new line. After
adding the new line to your cart, go to the Checkout screen and enter the line Accounting and other
information.

Save for Later

If you are not ready to save and submit your requisition, you can select “Save for Later” to save the
requisition and work on it later. Nothing you have entered on the requisition will be saved until you
click either the “Save for Later” or the “Save & submit” button. “Save for Later” saves your work
without submitting it for approval and gives you a requisition number so you can return to the
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requisition at a later time. You can still work on the requisition after you click the “Save for Later”

button.

Save and Submit

If you are ready to save and submit your requisition for approval, click the “Save & submit” button.

Once you click the “Save & submit” button, the Confirmation screen will appear.

Confirmation
‘fiour requisiticn has been submitted.

Requested For Sanchez lgnacic

Requisition Mame 1000103344

Requisition 100 1000103344

Business Unit LENL
Status Pending

Priority Medium

Budget Status Walid

¥

Wiew printable version Edit This Requisition * Cheok Budget

SAS Dollar Amount Approval

Requisition 1000103344:Pending  [#stert New Fath
545 Dollar Amount Approval

Pending

Jones Andrew D
G LBML Reguisition Approver{SAS) .

B_GHIORS0, 2

Reviewer Pending

FischerMarc L ) Kellogg Elizabeth
& Revizwer @ Ins=rted Approwver

S o B o
Create New Requisition t Manage Requisitions

Number of Lines 2

Total Amount 2,200.00 USD

[}
" Pre-Chedk Budget

e Use the unique “Requisition ID” number for queries and reports.

e You can click the “View printable version” link to see a printable requisition document with all

lines and comments.

e If the requisition approver denies the requisition, the requester will receive an email.

e Click the “Edit This Requisition” link to make immediate changes to the requisition.

Budget Check

e You need to perform a budget check. To do so, click the “Check Budget” link. Click the “OK”

button if a message pops up.
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e Notice that the “Budget Status” says “Valid.” This means that the requisition is available for

further processing.

Note: If the Budget Status says “Error”, there may be a funding issue with your order. You will

need to contact your resource analyst.

e A “Pending” status above the approver’s name means that the approver was sent an email to
approve the requisition. “Not Routed” means that the approver was not yet asked to approve
the requisition. After a requisition is approved, it is sent to the next approver, and the next
approver’s status changes to “Pending.” When an approver approves a requisition, their box
changes from blue to green. When they deny a requisition, the box turns red and the

requisition is not routed to the next approver.

Insert or Remove Approver/Reviewer

On the Confirmation (or Requisition Approval) screen, you may insert additional requisition approvers
and reviewers, who may be anyone at the Lab with an email address. An inserted reviewer is sent an
email with a link that lets the reviewer look at the requisition, but the requisition does not require
approval or any other action from the reviewer. An inserted approver must approve the requisition

before it can proceed.

To insert an approver or reviewer:

e Click the green plus [*] icon before or after the approver already shown—depending on if you
want the inserted approver/reviewer to see the requisition before or after the original

approver.

Confirmation
‘four requisition has been submitted.

Requested For Sanchez lgnacio
Requisition Name 1000102344
Requisition 1D 1000102344
Business Unit LENL
Status Fending
Pricrity Medium
Budget Status valid

y ¥ 5]
c?‘-;'i-e'.l'|:'ir*l9L'If= version ¥ Edit This Requisition * Check Budge

SAS Dollar Amount Approval

Requisition 1000103344:Pending
SAS Dollar Amount Approval

[Flstart New Path

Pending
Jones, Andrew D
® LBNL Requisition ApproverSAS) .
B_GHIORSO, 2
Reviewer Pending
FischerMarc L Kellogg Elizabeth E
5 Revizwer @ Inserted Approver

= Create Mew Requisition t Manage Reguisitions

t

Humber of Lines 2

Total Amount 2,200.00 USD

E

* Fre-Check Budget
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This brings up the Insert additional approver or reviewer screen, where you can directly enter

[}
the inserted person’s LDAP User ID.
@& Moazillz Firefox - O
@ @ https://fsmb2b164.qa.lbl.gov:8001
Insert additional approver or reviewer
Choose an approver or reviewer to insert
User 1D: &
Insert as: @ Approver
O Rewviewer
Inzert Cancel
e [f you want to look up a User ID, click the search @, icon, enter the person’s last name in the
Name box, click the “Search” button, and then click on the name of the person you want to
insert. This transfers the User ID to the previous screen.
@ Mozilla Firefox — O >
@ & https//fsmb2b164.galbl.gov:8001  80%
Approver/iReviewer Search ~
Name: |begins with \,I| SACY I
User ID: |begins with o]
gearch || Clear | camcel |
Search Results
i 1-100cfB73 &
User 1D Mame
SAALWVARES Alvarez-Rivers Steven A
SAAMSARI Ansari Sers| Ahmad
SAAPDDACA Apodsca, Suzanne Annette
SABERLINGER Berlinger Sarah Amalis
SABLAIR Elair, Steven A
SABRADY Brady Susan A
SACAMPEN Campen Saor Amaike
SACARAS Malentine Shelley A
SACURRMNAN e T
SADELARUEDLHCAN e Tt Stephane
SAEVANS Ewvans Samuel & Weiss
SAFANDI Afandi Sadis
SAFINSTERLE Finsterle Stefsn A v
SAGOURLAY Sourlav. Stechen A
£ >
e Finally, on the original Insert additional approver or reviewer screen, click either the
“Approver” or the “Reviewer” button, then click the “Insert” button.
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@ Mozilla Firefox - O o

@ @ https;//fsmb2b164.qa.lbl.gov:8001/psc/fm: 809

Insert additional approver ar reviewer

Choose an approver or reviewer to insert

User ID: |[SACYBART & Cybart, Shane A
Insert as:
\pprowver
O Rewviewer

Insert | | Cancel |

To remove an approver or reviewer:

e Click the red minus [=] icon in the box associated with that person’s name.

Confirmation
*four requisition has been submitted.

Requested For Sanchez |gnacio Number of Lines 2
Requisition Hame 1000103344 Total Amount 2,200.00 USD
Requisition ID 1000103344
Business Unit LBMNL
Status Pending
Priority Medium

Budget Status ‘alid

f 5
P_ Edit This Reguisition * Check Budget “ Pre-Chedk Budget

&

View printable version

SAS Dollar Amount Approval

Requisition 1000103344:Fending [#lstart New Psth
SAS5 Dollar Amount Approval

Pending

Jones Andrew D
@ LBML Reguisition Approver{SAS)

B_GHIOR S0, 2

Reviewer Pending HNot Routed =

FischerMarc L Kellogg, Elizabeth ﬂ Cybart,Shane &
: — _» ybart,
B Revigwer @ Ins=rted Apprower & Insarted Approver

| Apply Approval Changes |

& ) . [E] -
Create Mew Requisition Manage Requisitions
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Consultant Services

Requisitions for consultant services require additional documentation. See Exhibit A — Consultant
Services for further information on acquiring these services.

Approving ePro Requisitions

What Does It Mean to Approve a Requisition?

When an approver approves a requisition, it means:

e The purchase is allowable (is a reasonable cost that a prudent individual would consider
necessary and compliant with Contract 31), reasonable, and justified.

e The appropriate project is being charged.
e There are adequate funds to cover the purchase.
e |tem Categories and other information on the requisition appear to be accurate.

e The department staff has any required safety training for the item being purchased.
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Approval Emails

fabel:3-{$mhelp-desk

€ =» L]

— Q smdaglia@ibl.gov
1-HOT Issue with 41 10 Go-nobrepiyFMS, me =

2-ServiceNow . 14318

— = Approval is Requested for Requisition ID *1000204686"

3-FSMHelpDe— 2319

Mod Table Updates.

-3
-
-
)

T

WL R A A

After a requisition preparer clicks the “Save & submit” button on the requisition, ePro “workflow”
routes the requisition to an approver. The process starts with an email to the approver. The email
includes a link that goes directly to the FMS login screen, then to the ePro Requisition Approval screen

for that requisition.

ePro Requisition Approval Screen

Favorites | Main Menu Workiist  Worldist

A BERKELEY LAB - FMS

Requisition Approval

Business Unit LBNL
Requisition ID 1000204881
Requisition Name 100p;

Requester Kalus.Steven

Entered on 02/06/2018
Status Pending
Priority Medium
Budget Status Not Checked
Requester’s Justification
No justificstion entered by requester.

4 Edit Requisition

fmﬁm :
ine Information
Ling Itsm Description
a 1 ¢ TEST

[] Select A / Deselect Al
L View Line Detais

Review/Edit Approvers

Enter Approver Comments

supplier Name S—

ANIXTER

Total Amount 2,000.00 USD

View printable version

¢

~ Approve %] Deny I

Retum to Workfist
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e The approver clicks the “Approve” button to approve the requisition or the “Deny” button to
deny it. When the “Deny” button is pressed, the approver must enter the reason for the denial
in the “Enter Approver Comments” box. An email is then automatically sent to the requester
to alert of the denial. If the denial is due to an incorrect SAS approver, edit the requisition and
update the SAS approver to the correct approver, then click “Preview Approvals” before
clicking “Save & submit” button.

e To see attachments, the approver clicks the “Requester’s Comments” icon on the right side of
requisition line 1.

e The “View Printable Version” link displays the Print Requisition screen, which displays projects,
comments, and other information. The Project/Activity is also displayed on the email.

e Clicking the Expand/Collapse arrow ' icon on the left side of the “Review/Edit Approvers” bar
will display all requisition approvers and the approval status of the requisition.

e Approvers can insert additional approvers or reviewers by clicking on the Edit Requisition
button and then follow the instructions starting on page 37.

e Ifthere is more than one requisition to be approved, use the links at the bottom of the

Requisition Approval screen: “Return to Approve Requisitions,” “Previous in List,” and “Next in
List.”

Ways to Approve Multiple Requisitions at a Time

Two other methods let approvers see all requisitions routed to them for approval so they can more
quickly approve several requisitions at a time. The methods are in the Manage Requisitions or the
Work list screens as follows:

1. Navigating to the eProcurement | Manage Requisition Approvals screen allows the approver
see all requisitions requiring their approval.
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Favorites | Main Menu eProcurement Manage Requisition Approvals

™ BERKELEY LAB - FMS

Manage Requisition Approvals
Search Requisitions

To locate requisitions that require your approval (or requisitions that previously required your approval), edit the criteria below and click the Search button

Requisition 1D EQ Requisition Name Q
Business Unit Q *Status [ Pending V]
Date From [54 Date To |08/10/2018 El
Requester Q Entered by Q
Search Clear

Show Advanced Search

Requisitions

To approve or deny one or more pending requisitions, select the appropriate action from the dropdown and click submit. To view
the complete details of a requisition, click the Requisition ID link.

Expand All Collapse All
Action/Status Req 1D Requisition Name Bus. Unit Date Requester Entered By Total
G 20703 J20703 LBNL  02/05/2015 MadurAmaud MadurAmaud — 4308.00 uUSD
¢ 20031 J20031 LBNL  05/1/2015 Gholba,SamanthaGholba,Samantna 5630012  USD
Nicole Nicole
g 20932 J20932 LBNL 05/11/2015 Gholba,SamanthaGholba,Samantha 63459.00 USD
Nicole Nicole
000204680  TestProject Approver LBNL  08/06/2018 BaranMiranda BaranMiranda  2050.00 uUSD
000204681 | 1000204681 LBNL  08/06/2018 KalusSteven KalusSteven  2000.00 uUsD
Mark All: « Approve @ Deny
Submit

Here, the drop-down menu can be changed from “Pending” to “Approve” or “Deny.” After the
“Submit” button is clicked, the action will take place. Line details can be viewed by clicking the

arrow = (Expand/Collapse icon) to the left of the line. Clicking on the Req ID link brings up the
full Requisition Approval screen.

The approver can mass-approve or deny all requisitions using the “Mark All” links at the
bottom.

2. Navigating to the Main Menu | Worklist screen also allows the approver see all requisitions
requiring their approval. When the requisition link is clicked, the approver is taken to the
Requisition Approval screen.
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Favorites | Main Menu Worklist Worklist
A Home | Workist | AddtoFavorites | Sign out

- BERKELEY LAB - FMS

New Window | Help | Personalize Page | E=
: "

Worklist
Worklist for SMDAGLIA: Daglia,Stephanie M
Detail View Worklist Filters | Approval Routing v Feed
Worklist Items | Find [ Viewall | & B Fist © 12012 @) Last
From Date From Work tem Worked By Activity Priority Link

Requisition, 1846503, LBNL ePro
Kalus, Steven 08/06/2018 Approval Routing Approval Workflow 2Medium | Bedaooioval 20150102 N.0

REQ D1

Requisition. 1846511, LBNL ePro
Baran,Miranda 08/06/2018 Approval Routing Approval Workfiow I iedium | BedAopioval 20150102 N.0 Mark Workec Reas

REQ 1D.1000204!
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Check Requisition/Order Status

Manage Requisitions Screen

To access previously created requisitions and check their status, log into FMS and navigate to:

Main Menu | eProcurement | Manage Requisitions

Main Menu~ > eProcurement = > Manage Requisitions.
Search Menu:

On the Manage Requisitions screen, search for the requisition you want to see by typing in the
relevant information in the Search Requisition area of the screen. Enter parameters like requester
User ID, requisition preparer User ID, or requisition ID to match what you are trying to find. You may
also enter a specific “Requisition ID” or “Requisition Name” in their respective fields and search for a
particular requisition that way. For this to work, the “Date From” and “Date To” range must be broad
enough to cover the period when the requisition was created. The “Requester” field must be blank
when entering a Requisition ID or Requisition Name.

You can optionally change the “Request State” from “All but Complete” to “Pending” to only see
requisitions waiting for division approval(s).

When the specific parameters have been entered for the search, click the “Search” button.

Note: The list of requisitions will contain up to 100 requisition lines; not requisitions (i.e., one
requisition with 100 lines would show only one requisition). If more lines need to be viewed, it is
recommended that you narrow the search parameters.
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Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit LENL Q. Requisition Name Q

Requisition ID aQ Request State| All but Complete ~ Budget Slatus| v|
Date From [ Date To |07M13/2017 [ Buyer Q
Requester SMDAGLIA Q Entered By Q POID Q,
Supplier ID Q

Search Clear Show Advanced Search

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Request State Budget Total

Genewiz Shipping Test LBNL  O7H1/2017 PO(s)Dispatched  Valid 375 usI) Go I
1000140731 Nor Cal End to End LBNL  06/28/2017 PO(s)Dispatched  Valid 275 USD [[Select Action] ~]| Go
1000140714 Nor Cal GSS Test 1 LBNL  DB/22/2017 PO(s) Dispatched Valid 262,50 USD |[Select Action] v o
1000140713 Nor-Cal by GSS Test LBNL  D6/21/2017 PO(s) Created Valid 97.50 USD |[Select Action] vl 6o
1000140712 Nor-Cal Test 1 LBNL  06/21/2017 PO(s) Created Valid 18225 USD|[Select Action] vl o

e You can click on the “Req ID” link to go to the Requisition Details screen, which lets you view
details about the requisition, including its comments and attachments.

e Use the “Select Action” drop-down selection and “Go” button to see the View Print screen. It
also has links to budget and approval status.

e To look at the entire lifespan of a requisition (from Requisition, to Order, to Payment), click on

the " arrow (Expand/Collapse icon) to the left of the Req ID.

Requisition Lifespan

When you expand the requisition line, the Requisition Lifespan ribbon appears. It is a row of icons that
you can click to view details of each transaction that occurs over the requisition’s life. Process icons
that are in color can be clicked for further details. Processes represented by black and white icons
have not taken place and are not clickable.

Requisitions (2
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Reg ID Requisition Name BU Date Request State Budget Total
1000138041 Micro Drill Press belts LBNL  05/03/2017 PO(s) Dispatched Valid 54.72 USD [[Select Action] ~|| Go
Requester Ghiorso, William B Entered By Ghiorso, William B Priority Kedium
Pre-Encumbrance Balance 0.00USD
5 /
= g & 7 )
LBNL Purch ch L7 2
Requisition Approvals Procurement Inventory urehase ange Receiving Returns Invoice Payment
Orders Request
Status
2t
Request Lifespan:
Line Information Personalize | Find | 2 E First ‘4’ 10f1 ‘&' Last
Line Description Status Buyer Due Date Deliver To Price Quantity uoMm Supplier
V-BELT FOR
1 ‘D—? MICRODRILL PO Dispatched KPETERKIN 05/15/2017 058-D106M 1824000 uso 3.0000 EA X
PRESS ...
1000137326  NDCX2 Thor laser PS LBNL 0472202017 PO(s) Dispatched valid 18.03 UsSD |[Select Action] v|| Go
Requester Ghiorso,William B Entered By Ghicrso,William B Priority Medium
Pre-Encumbrance Balance 0.00USD
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e Requisition: Requisition detail
e Approvals: Requisition Approval status

e |BNL Procurement Status: Purchase Order Procurement status

e Inventory: Inventory List (not used)

e Purchase Orders: Purchase Order details

e Change Request: PO Modification Request (not used)

e Receiving: Receiving status
e Returns: Returns status
e Invoice: Invoice records

e Payment: Payment history
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Is My Requisition Approved and Who Are the Approvers?

Requisition preparers should monitor their “Open,” “Pending,” and “Denied” Request State

requisitions to make sure they are progressing. It is also critical that all requisitions have a Budget
status of “Valid.” If not, click on the “Select Action” drop-down, choose “Budget Check” and click the
“Go” button. If the Budget Status is not Valid, the requisition will NOT go to Procurement for

processing even if it is approved.

To see if a requisition has all required approvals, look at the “Request State” column.

e [f the State is “Open,” the requisition preparer must edit the requisition and click the “Save &
submit” button before it is sent out for approval(s).

e If the State is “Pending,” it still needs to be approved. If the requisition is in a “Pending” state
for a long time, it may have an approver who is not aware of it and has therefore not taken

action.

e Ifthe State is “Denied,” review the Comments that the approver is required to complete and
adjust the requisition as required, then re-submit.

e If the State is “Approved,” all approvals have been completed and the requisition is ready to

be put onto a PO.

Manage Requisitions

Search Requisitions

Business Unit LBNL @
Requisition ID @
Date From | 10/20/2014 ]
Requester @

Clear

Requisitions (7

To locate requisitions, edit the criteria below and click the Search button.

Requisition Name

Request State| All but Complete ~

Date To | 10/30/2014 [E
Entered By RMWILLIAMS @,

Show Advanced Search

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

New Window | Help | Personalize Page | 5

Budget Status

~

POID

Req ID Requisition Name BU Date Request State Budget Total

1000004598 1000004593 LBMNL 10/29/2014 Approved Valid 121.00 USD|[Select Action] v Go
1000004514 Ajay Yadav LBNL 10i29/2014 Approved Valid 820.00 USD Go
1000004492  Dr. Zhang - ExecutiCons LBNL 10/29/2014 Approved Valid 12,000.00 USD | [Select Action] hd Go
1000004417 COD Fees for PO #7203259  LBNL 10/28/2014 PO(s) Dispatched Valid 32.00 USD|[Select Action] v Go
1000004372  Hawkins Traffic Safety-.. LBMNL 10/28/2014 Approved Valid 42.00 USD|[Select Action] v Go
1000004354 CM Furnace - Benjamin D...  LBMNL 10/28/2014 Pending Walid 3,690.00 USD Go
1000004325 Repair- RBD Instruments LBMNL 10/28/2014 Approved Valid 1,650.00 USD | [Select Action] v Go
1000004192  UC Davis LBNL  10/272014 PO(s) Dispatched valid 904.00 USD|[Select Action] V|| Go
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There are two ways to see who is in line to approve a requisition:

1. Change the [Select Action] to “Approvals” and click the “Go” button.

Manage Requisitions

Search Requisitions

To locate requisitions, edit the criteria below and click the Search bution.

Business Unit LBNL @, Requisition Name
Requisition ID @, Request State| All but Complete v
Date From |10/20/2014 [5] Date To |10/28/2014 [5)
Requester @, Entered By RMWILLIAMS @,
Search Clear

Show Advanced Search

Requisitions (2

Toview the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform anather action on a requisition, make a selection from the Action dropdown list and click Go

ReqlD Requisition Name BU Date. Request State Budget
1000004417 COD Fees for PO#7203258  LBNL 10/28/2014 PO(s) Dispatched Valid
1000004372 Hawkins Traffic Safety-.. LBNL 10/28/2014 Approved Valid
1000004354 CM Furnace - Benjamin D... LBNL 10/28/2014 Pending Valid

Budget Status

POID

32.00 USD|[Select Action] v
42,00 USD|[Select Action] v

Go

Go

2
a,

Alternately, click the “Expand Section” arrow to the left of the “Req ID” to reveal the Request
Lifespan section, and then click the “Approvals” icon.

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit |LBNL @, Requisition Name
Requisition ID @ Request State| All but Complete v
Date From |10/20/2014 E] Date To |10/28/2014 E]
Requester @, Entered By [RMWILLIAMS @,
Search Clear

Show Advanced Search
Requisitions (2

Toview the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Budget Status

POID

Total

32.00 USD| [Select Action] >

@,
@,

Req ID Requisition Name BU Date Request State Budget
1000004417  COD Fees for PO #7203259  LBNL 10i28/2014 PO(s) Dispaiched Valid
1000004372 Hawkins Traffic Safety- LBNL 10/28/2014 Approved Valid

D 1000004354 CM Furnace - Benjamin D. LBNL 10/28/2014 Pending Valid

Requester Delatire Benjamin Entered By Williams,Rosemary

Pre-Encumbrance Balance 0.00 USD

LBNL
Aparovals Progurement Inventory Purchose g

Line Description Status Price Quantity
1 £ 19-0100-08C DOOR PAN INSULAT Pending Approval 625.00000 usp
2 ,5? 30-0027-01D INSULATION PACK ... Pending Approval 3065.00000 USD
1000004325 Repair - RBD Instruments LBNL 10/28/2014 Approved Valid
1000004192 UC Davis LBNL 10/27/2014 PO(s) Dispatched Valid

42.00 USD |[Select Action] v
3,690.00 USD |[Select Action]

<
g

Priority Medium

¥ )

Receiving Returns Invoice Payment

Personalize | Find | 2 | [ First ‘&) 12 0f2 ‘& Last

UOM  Supplier
10000 EA CH FURNACES %
INC
LO000ER CM FURNACES %
ING
1,650.00 USD |[Select Action] v e
90400 USD |[Select Action] v] o
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A sample Approval Status screen that shows the requisition as “Pending” approval is shown below.

Approval Status

Business Unit LBML
Requisition ID 1000004354
Requisition Name I Furnace - Benjamin Delatire
Requester Delattre Benjamin
Entered on 10i28/2014
Status Pending Total Amount 3,690.00 USD
Priority pledium
Budget Status v3)ig
Requester's Justification
Mo justification entered by requester.

View printable version
Line Information (%2

Review/Edit Approvers
SAS Dollar Amount Approval
CM Furnace - Benjamin Delattre:Pending
[~ SAS Dollar Amount Approval |
Pending

© Ross,Carmen Bates
LBNL Requisition Approver(SAS)

Return to Manage Requisitions

A sample Approval Status screen that shows the requisition as “Approved” is shown below.

Approval Status

Business Unit LENL
Requisition ID 1000068238
Requisition Name Add funds to POXTZ734T4

Requester
Entered on 02/18/2016
Status Approved Total Amount 18,000.00 USD
Priority jedium
Budget Status g

Requester's Justification
Mo justification entered by requester.

View printable version
Line Information (2
Review/Edit Approvers
SAS Dollar Amount Approval
Add funds to PO#72734T4:Approved

SAS Dollar Amount Approval

Approved
Dediow,Mark T
o LBNL Requisition Approver(SAS)
02/19/16 - 11:58 AM

Return to Manage Reguisitions
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If the Review/Edit Approvers section says, “No approvals required,” but has an Approval History link,
click on the link to see the actual approval information.

Approval Status

Business Unit LENL
Requisition ID 1000012914
Requisition Name 1000018914

Requester

Entered on 02/23/2015
Status Approved Total Amount 53,098.24 USD

Priority edium
Budget Status g

Requester's Justification
No justification entered by requester.

View printable version
Line Information (7

Review/Edit Approvers

No approvals required

Return to Manage Reguistions Approval History

Below is a sample Approval Status screen that shows the requisition as “Denied” with the comments
from the approver:

Review/Edit Approvers
Division Approval

Selenophene:Denied (2 View/Hide Comments

Requestor's Division Approval

Approved
« Williams,Warren
LBML Divigicn Approver
03/03/15 - 5:16 PM

Comments
SAS Dollar Amount Approval
Selenophene:Denied (2 ViewlHide Comments
SAS Dollar Amount Approval

Denied
e Gessner,Oliver
LBMNL Reguisition Approver(SAS)
030415 - 12:34 PM

Comments
Oliver Gessner at 03/04/15 - 12:34 PM

Cancel req. as discussed due to much better priced bulk
option from Sigma Aldrich.

Note: If the denial is due to an incorrect SAS approver, edit the requisition and update the SAS
approver to the correct approver, then click “Preview Approvals” before clicking the “Save & submit”
button.
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Has My Requisition Been Assigned to a Buyer and Who is the
Buyer?

A requisition that has one of the following Request States has been assigned to a buyer and has been
put onto a PO.

e PO(s) Dispatched

e PO(s) Created

e Received

A requisition that has a Request State of “Approved” may or may not have been assigned to a buyer.
To see whether or not the requisition has been assigned to a buyer and who the buyer is,
click the Req ID link to go to the Requisition Details screen.

Note: The Budget Check must be in a “Valid” state before Procurement can see the request.

New Window | Help | Personalize Page [ ]
Manage Requisitions
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit LBNL @y Requisition Name @,
Requisition 1D @, Request State| V‘ Budget Status ~
Date From |10/20/2013 E Date To 10/23/2014 [5)
Requester @ Entered By RMWILLIAMS @), POID @,
Search Clear Show Advanced Search
Requisitions (2
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Req ID Requisition Name BU Date Request State Budget Total
1000003778 PO 7201537 Shilpa Raja LBML 10/23/2014 PO(s) Dispatched Valid 6,000.00 USD | [Select Action] vl Go
1000003582  Ajay Yadav - CrysTec LBML 10/22i2014 PO(s) Dispatched Valid 1,198.00 USD|[59|ECTACTi0n] vl Go
1000003388 Shilpa - PCI Synthesis LBML 10/21i2014 PO(s) Created Valid 2,625.00 USD|[59|ECTACTi0n] vl Go
1000003297 Robert Kaindl SPECS LBML 104212014 PO(s) Dispatched Valid 1,198.00 USD|[39|SCTACT|OH] V| Go
1000003170 | Rogue - Andrew Thron LBML 102002014 Approved Valid 1,650.00 USD|[39|SCTACT|OH] V| Go
1000003158  FEI- Negest Williams LBML 10/20/2014 PO(s) Dispatched Walid 31,948.08 USD|[SeIed Action] V| Go
1000003153 Bruker AXS - Negest Wil... LBML 10/20/2014 Approved Walid 38,386.56 USD|[SeIed Action] V| Go
1000003143  Schoenlein - Silson LBML 10/20i2014 Canceled Mot Chk'd 0.00 USD | [Select Action] vl Go
[ N 1

In the Requisition Details example shown below, the assigned buyer is shown; however, there is no PO
information yet.
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Mew Window | Help | Personalize Page
Requisition Details
Requisition Summary
Business Unit | gNL Requisition Name Rogue - Andrew Thron
Date 10/20/2014 Invoice Certifier Sole Source No Requisition ID 1000003170
Request State  Approved Resource Analyst Type of Service Total Amount 1,650.00 USD
Requested For AMTHRON SAS Approver LuolauraJ Deliver To Location Building: 067-2206K prg encumbrance Balance 0.00 USD
Expand lines to review shipping and accounting details
Requisition Lines
Line  Item Description Source Status Amount Only aty Price Status Total
)1 & CUSTOMPART DEPOSITION Available No 1.0000 Each 825.00000USD  Approved 825.00
OF LO.
& Notice
| , there is no
PO here yet
b 2 E_? CUSTOM PART DEPOSITION  Ayailag Mo 1.0000 Each 825.00000USD  Approved 825.00
OF LO.
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Has a PO Been Assigned to My Requisition and When Was it Sent to
the Supplier?

A requisition that has one of the following Request States has been assigned to a buyer and has been
put onto a PO:
e PO(s) Dispatched
e PO(s) Created
e Received
PO information can be viewed on the Request Lifespan.
e PO Number
e PO Date (when the PO was first created)
e Due Date
e Supplier Name
e Deliver To

e Buyer
Click the “Expand Section” " arrow to the left of the Req ID to reveal the Request Lifespan ribbon.
Click the “Purchase Orders” icon to go to the PO Information Screen to see:

e Date dispatched (sent to supplier)

e iBox Date (date scanned into Receiving)
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Requisitions (2
To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name BU Date Request State Budget Total
¥ 1000138041  Micro Drill Press belts LBNL  05/03/2017 PO(s) Dispatched Valid 54.72 UsD [[Select Action] V][ oo
Requester Ghiorso,William B Entered By Ghiorso, Wiliam B Priority Medium
Pre-Encumbrance Balance 0.00USD
=3 —
b @ = = » [a
; o ¥ !
Requisition Approvals Inventory Purchase Change Receiving Returns Invoice Payment
Procurement Orders Request g yme
Status
Request Lifespan:
Line Information Personalize | Find | 2| =] First ‘&' 10of1 ‘»/ Last
Line Description Status Buyer Due Date Deliver To Price Quantity UOM  Supplier
V-BELT FOR
1 2* MICRODRILL PO Dispatched KPETERKIN D5/15/2017 058-0106M 18.24000 usb 3.0000 EA b4
PRESS ..
- NDCX2 Thor laser PS LBNL  04/22/2017 PO(s) Dispatched walid 18.03 USD |[Select Action] v Go |
Requester Ghiorso,William B Entered By Ghiorso,William B Priority Medium
Pre-Encumbrance Balance 0.00USD
Ea— B 5
o = ¥
Requisition Approvals Procurement Inventory =2 Receiving Retumns Invoice Payment
Request
Status
Request Lifespan:
Line Information Personalize | Find | U | ﬁ First ‘4 1-20f2 &' Last
Line Description Status Buyer Due Date Deliver To Price ‘Quantity UOM  Supplier
1 @ Q.EIDC WAL MOUNT ADAPTER PC Dispatched eBUYER 058-0106M 17.10100 usD 1.0000 EA GSS - DIGIKEY *®
2 @ AC BLADE FORUS PO Dispatched eBUYER 058-0106M 0.93100 usD 1.0000 EA GSS - DIGIKEY *®
I 10 1
Business Unit LBNL
Requisition information Find | View All First ‘&' 1072 '*' Last
Requisition ID 1000137326 Line Number 1
PO information Find | View All First ‘4 10f1 ‘&) Last
PO Number 7349272 Buyer e¢BUYER Change Order
PO Date 04/24/2017 Supplier ID 0000056106 Terms NET15 I PO Status Dispatched
Extended Term End Date Dispatch Date 04/24/2017 iBox Receipt on 05/01/2017
Lines Personalize | Find | View All | £ = First ‘4 1 of 1 Last
Line ltem 1D Description Merchandise Amt uoMm PO Gty Status Line Details
ACIDC WALL MOUNT
1 1710 USD EA 1.0000 Approved
ADAPTER 9V 18W
Return fo Manage Requisitions
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Where Can | see the Services Begin and End Dates?

1. Click the Req ID link to go to the Requisition Details screen.

Manage Requisitions
¥ Search Requisitions
To locate reguisitions, edit the criteria below and click the Search button.
Business Unit LBNL @, Requisition Name @,
Requisition ID 1000037741 @, Request State| All but Complete ~ Budget Status v|
Date From EN Date To |07/09/2015 [
Requester @, Entered By @, POID @,
Search ” Clear | Show Advanced Search
Requisitions (7
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name BU Date Request State Budget Total
b | 1000037741 | UC Berkeley LBNL  D7/01/2015 Approved Vvalid 79,002.00 USD [[Select Action] V|| Go |
Create New Requisition Review Change Request Review Change Tracking IManage Receipts Requisition Report
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2. Click the Expand Section arrow " to the left of the Line number.

3. The Services Begin and End Dates are displayed for each line on this page.

Hegquisiton Summary

Business Unit | gaL Euyer Requisition Name |G Berkalay
Date 07/01/2045 Invoice Certifier Walladao,Carol & Sole Source Mo Requisition ID 1000037741
Request State Panding Resource Analyst Type of Service Off Sitz Services Total Amount 79.005.00 USD
Requested For CAVALLADAD 5A5 Approver LauPeter K Deliver Te Location Buiding: 07402184 pre Encumbrance Balance 0.00 USD
Header Comments
Comment 1: Tech rep: David Romps
Expand lines to review shipping and accounting detsils
Requisition Lines
Line Itemn Description Source Status Amount Only Qty Price Status Total
1§ NEWFO UCE, Calibration of et Source Mo 1.0000 Each 70008.00000USD  Pending 70,008.00
5.
& Line Comments
Comment 1: =<University of California, Berkeley Clarissa Foreman (510) 643-4162 cforemani@berkeley.edu=>
Mew FO with UCB, Calibration of stereo cameras and identification, matching, and reconstruction of cloud festure points
using computer-vision algorithms.
Shipping 1  Ship To 068-0150 Quantity
Line UC LAWRENCE BERKELEY LAB Hem Price Price Adjustmeant
FOR THE US DEFT. OF ENERGY
ONE CYCLOTROM ROAD, BLDG. 62
! R Services Begin Date
BERKELEY, CA 04720 Services End Date
Attention Te \Valladao,Garol A
Duwe Date
Accounting Lines
Distribute By Oty Liquidate By Amt
Accounting Lines Personalize | (2| First' ! 120820 Last

Details | More Detaile | MoreDetads 2 | AscetInformation | Budget Information | [FT0R

Diat# status Location Req aty Merchandize amt  Parcent GL unit Entry Event Account

Purchasing Reports

LBNL users may run standard Cognos reports to view their ePro, eBuy, and PCard purchasing
transactions.

Review the FMS Help & Knowledge Base information here.

64| Page

Revision 19
05/20/20


http://fms-knowledge.lbl.gov/knowledge-base/reporting-accessing-financial-information

PO Modifications

Modification to Increase Funding

Regular ePro requisitions are used to request new purchase orders (POs) or to increase the funding on
existing purchase orders. To add additional funding to an existing PO, create a new ePro requisition for
the additional amount. In the Description field, reference the existing PO number and buyer’s name.

Modification with No Add in Funding

The LBNL PO Modlification Request screen is used to request modifications to existing POs that do not
cause an increase in price. Examples of these types of modifications are:

e No-cost extension (e.g., extending the end date of a services agreement)
e Revised scope of work

e Cancellation of a line

e Reduction in PO funding by line

e Description change

e Requester change

e Technical representative change

e Invoice certifier change

e Project/Activity/Fund Code changes that require a split between multiple
Projects/Activities/Fund Codes

e An update to existing Project/Activity/Fund Code on a line with multiple Projects/
Activities/Fund Codes (if one-for-one swap out contact your resource analyst)

e Updates to the Fund Code (Sequential Funding). View the Sequential Funding Procedure
Document for information on Sequential Funding.
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You can access the PO Modification Request screen by navigating to:

Main Menu | eProcurement | LBNL PO Modification Request

Favorites |
Search Menu:

\‘|"| BER ) All ~ | Sgarch

3 Employee Self-Service 4
1 Manager Seli-Service k
3 Supplier Contracts r
3 Suppliers ¥
4 Procurement Contracts ¢
3 Purchasing 4
G |

- Buyer Center 4
Services Procurement ¥

Accounts Payable LBML Contract Mod Reguest

Enterprize Components LBML PO Modification Request

Waorklist LBNL Procurement Status
Tree Manager Requisition

Reporting Tools Manage Reguisitions

PegpleTools Manage Requisition Approvals

I Y Y G Y P P {

Wy Personalizations My Profile

My System Prefile

I N O O A 1t Y

My Feeds

This takes you to the initial PO Modification Request screen.

e Click the “Add a New Value” tab.
e Enter the PO number you want modified.
e Click the “Add” button.

Favorites | Main Menu eProcurement LBNL B

= BERKELEY LAB - FMS

PO Modification Request

Find an Existing Value || Add a New Value

PO Business Unit: LBNL | Q

PO ID: 7200165 Q

Add

Find an Existing Value | Add a New Value

Next, you are presented with the main PO Modlification Request screen.

66| Page Revision 19
05/20/20



e Enter “Change Detail” information by describing the kind of changes to be made to the PO by
the buyer.

e If you want to add an attachment:
— Click the “Attach” button to upload the attachment.
— Enter a description of the attachment in the Description box (not required).

e Ifyou still need to get more information and do not want to send the request to the buyer,
click the “Save for Later” button.

When you are ready to send the request to the buyer, click the “Save & Submit” button. The
Modification Request Status will then show “Submitted” and the buyer will receive an email as
well as an item in their Worklist to begin the process of modifying the PO as requested.

PO Modification Request

Request ID: 0000003295

PO Business Unit: LBNL

PO ID: 7351094

Buyer: CGHOPKINS

*Change Detail: Please extend end date to 9/30/19.
Entered By: B_GHIORSO

Last Updated By: B_GHIORSO

Submit Date: 07122017

Modification Request Status:  Submitted

Upload your attachments Personalize | Find | View All | £ | = First ‘& 10of1 ‘» Last
Description Attached File Attach View Delete
1 Additional Info IMG_0697.JPG Attacl View Delete +

Save & Submit Save for Later Cancel Complete Re-open

e You will get an email confirmation once the buyer completes the item. Note: Once you click on
“Save and Submit,” you cannot edit the request. If you need to make a change, please follow
the instructions below to cancel the request and submit a new one.
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do-not-reply-FMS@Ibl.gov
tome [~

Your PO Modification Request for PO# 7351094 is now Complete

PO Modification Request Details

PO # 7351094

Buyer: Hopkins,Craig

Submit Date: 2017-07-12

Completed Date: 2017-07-19

Change Detail: Please extend end date to 9/30/19.

Cancel a PO Modification Request
To cancel an already submitted PO Modification Request navigate to:

Main Menu | eProcurement | LBNL PO Modification Request

Favorites |

Search Menu:

\\]"I BER ®) All = | search

s
Employee Self-Service 4
Manager Self-Service 4
Supplier Contracts J
Suppliers 4
Procurement Contracts '

Buyer Center 4
LBML Contract Med Reguest
LBML PO Medification Reguest

Services Procurement

Accounts Payable

Enterprise Compenents
Worklist LBML Procurement Status
Tree Manager Requisition

Reporting Tools Manage Reguisiticns

PeopleTools Wanage Reguisition Approvals

0 | [ e

My Perzonalizations My Profile

My System Profile
My Feeds

DEDrroreRRR PP R R

This takes you to the initial PO Modification Request screen.

Type in the Request ID or the PO ID for the request you want to update or search by your name in the

“Requester” field for all your requests.
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PO Modification Request
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value | Add aNew Value

¥ Search Criteria |

Request ID: [begins with | |

PO Business Unit:[= LBML QL

PO 1D: begins with

Buyer: begins with v !—[';
Supplier ID: begins with Q
Requester: begins with v —h
Entered on: [= v| [
Request Status: |[= M v|
[Icase Sensitive

[ Search ] [ Clear Basic Search E?? Save Search Criteria

Find an Existing Value | Add a New Value

When the PO Modification Request screen opens, click on the “Cancel” button. Then, click on “Yes” to
the Message. The item will be removed from the buyer’s worklist queue.

Message

Do you want to Cancel the PO Medification Request. (26000,423)

Please click Yes if you want to Cancel the PO Modification Request

[ Yes J[] Mo ]
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Edit or Cancel a Requisition

You can edit (change) or cancel a requisition or requisition line that has not yet been put onto a PO by
navigating to the Manage Requisitions screen:

Main Menu | eProcurement | Manage Requisitions

Favorites

Search Menu:

All = | Search

My Personalizations My Profile

My System Profile

1 Employee Self-Service ¢

3 Manager Self-Service 4

3 Supplier Contracts ¢

3  Suppliers L

3 Procurement Contracts ¢

L1 Purchasin L4

= ]

3 Services Procurement _l Buyer Center !
9 Accounts Payable |Z]  LBML Contract Mod Reguest
[ Enterprise Components =]  LBML PO Medification Request
£ Workist ]  LBNL Procurement Status

L1  Tree Manager ‘—l Requisttion

1  Reporting Tools 5]  Manage Reguisitions

1 PeopleTools =]  Manage Reguisition Approvals
B E

B

B

My Feeds

On the Manage Requisitions screen, search for the requisition you want to update. Type in the
relevant information in the Search Requisition area of the screen and then click the “Search” button.
Change the default “Requester,” “Date From,” and “Date To” fields to match what you are trying to
find. You may also enter a specific “Requisition ID” or “Requisition Name” in their respective fields and
search for a particular requisition that way. For this to work, the “Date From” and “Date To” range
must be broad enough to cover when the requisition was created and the “Requester” field should be
made blank. A list of your requisitions will be then be displayed.
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Favorites | Main Menu eProcurement Manage Requisitions

Y| BERKELEY LAB - FMS Advanced Search

Manage Requisitions

Requisition Search Keyword Search

Search Requisitions
To locate requisitions, edit the criteria below and click the Search butten
Business Unit |LBNL [} Requisition Name Q
Requisition ID Q Request State| All but Complete ~ Budget Status w
Date From [03114/2017 5 Date To|03/21/2017 Eil
Requester B_GHIORSO Q Entered By Q POID Q,

Clear Show Advanced Search

Requisitions (¢

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a reguisition, make a selection from the Action dropdown list and click Go.

Req D Requisition Name BU Date Request State Budget Total

1000103352 1000103352 LBNL 03/21/2017  Approved Valid 900.00 USD|| [Select Action] ~ Go

1000103351 1000103351 LBNL 03212017 Pending Vaid 2,300.00 USD Go

1000103350 1000103350 LBNL 0317/2017 Open Walid 100.00 USDE Edit \/E Go

1000103348 1000103349 LBNL 03172017 Approved Valid 45.00 USD|| [Select Action] e Go
Create New Reguisition Review Change Reguest Review Change Tracking Manage Receipts Requisition Report

Edit an Existing Requisition

On the right side of the requisition’s line, click the drop-down menu, select “Edit,” and click the “Go”
button.

Note that you cannot edit a requisition that has been put onto a PO by a buyer. If you wish to edit a
requisition that has been put onto a PO by a buyer, contact the buyer. If the PO has not been awarded
to the vendor, the buyer can cancel the PO. Cancellation of the PO will allow you to edit the
requisition. Editing a requisition may restart the requisition approval workflow.

Click the “OK” button to continue.

Message

This requisition is pending approval. Editing this requisition may reinitialize approval process. (18036,6248)

Garc

The Edit Requisition — Review and Submit screen will then be displayed. You can modify this Checkout
screen as you normally do. Most fields can be changed, except for “Requester.” To change a line’s
“Description” or “Price,” click on the blue Description link for the item to bring up its information on
the Special Requests screen. After you have made changes to the line, click the “Apply” button at the
bottom. This will return you to the Edit Requisition screen.
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When finished making changes to the requisition,

| s e

"I BERKELEY LAB - FMS

click the “Save & submit” button.

Edit Requisition - Review and Submit
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Special Requests

Item Details

*Item Description

Supplier Hame

Supplier Item 1D

Manufacturer
Mg ID
Manufacturer

Mg ltem ID

Additional Information

Enter information about the non-catalog tem you would like to order:

“Price 7.50 ‘Currency |00 N
*Quantity 6| *Unit of Measure  [EA 1Y
*Category 41000000 Q Due Date o]
Supplier
Supplier 1D [0000000237 Q

7

Restricted ftem List

BEAKER, MODEL XYZ

FISHER SCIENTIFIC Q. FISHER SCIENTIFIC Suggest New Supplier

3

[send to supplier

Request New ltem

[ request New item

Apply

A notification wil be sent to a buyer regarding this new ftem request

[ show st Receipt [ show at Voucher
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Cancel or Undo-Cancel a Requisition

To “Cancel” or “Undo-Cance

III

a requisition, search for it on the Manage Requisitions screen. On the

right side of requisition’s line, click the drop-down menu, select “Cancel,” and click the “Go” button.
(You cannot cancel a requisition that has been put onto a PO by a buyer.)

Manage Requisitions

New Window | Help [ Personalize Fage | B3

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit |LBNL B]{s} Requisition Name aQ
Requisition 1D Cy Ri t State| All but Complete ~ Budget Slatus| v|
Date From 5 Date To[10/10/20158 El Buyer Q
Requester MBARAN Q Entered By Q PO ID Q
Supplier ID Q

e

Requisitions (2

To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisifion, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date Request State Budget Total

1000214497 1000214497 LBNL  09M7/2018 PO(s) Dispatched valid 134.06 usD [[Select Action] v]| o
1000210562 CH_MBaran LBNL  08/24/2018 PO(s) Completed Valid 24300 USD [[Select Action] V][ Go
1000199778 1000199778 LBNL  06/20/2018 PO(s) Dispatched Valid 1,300.00 UsD [[Select Action] v]| o
1000195464 1000195464 LBNL  05/24/2018 PO(s) Completed valid 164.97 UsD [[Select Action] v][ Go
1000192247 1000192247 LBNL  05/03/2018 Open Not Chk'd 138 85 usl Go I
1000157127 1000157127 LBNL  08/30/2017 Open Not Chk'd 105.18 UsD [[Select Action] v o
1000157120 1000157120 LBNL  08/30/2017 Open Not Chicd 180.02 USD [[Select Action] V] Go
1000156456 1000156456 LBNL  08/25/2017 Open Not Chicd 180.02 USD [[Select Action] V][ Go
1000156206 1000156206 LBNL  08/24/2017 Open Not Chicd 79.44 UsD [[Select Action] v so

Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Show Advanced Search

On the next screen that opens, click the “Cancel Requisition” button to confirm and continue your

cancellation.

Requisiticn Details for:

Business Unit LENL
Requisition ID 1000192247
Requisition Name 1000192247
Line Details

Line Item Description

Return to Manage Requisitions

Mew Window | Help | Personalize Page | =

Daglia, Stephanie M

1 TK17568768T Zincll Trifluoromethanesulfonat...

Date 05/03/2013
Status Open

Total 138.85 USD
Status Price: Qty Total
Cpen 138.84639 Each 1.0000 138.85
I Cancel Requisition I

Cancelled requisitions can be reopened by selecting “Undo Cancel” from the “Select Action” drop-
down menu on the Manage Requisitions screen.
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Cancel a Requisition Line

To “Cancel” a requisition line, search for the requisition on the Manage Requisitions screen. Click the

Expand Section

the Red X to the right of the line you want to cancel.

arrow to the left of the Req ID to reveal the Request Lifespan ribbon and then click

WARNING: You cannot undo a cancelled line, so be sure that you select the correct line.

Favorites | Main Menu

|} BERKELEY LAB - FMS

Manage Requisitions

Requisition Search

Search Requisitions

Create New Requisition

eProcurement

Keyword Search

To locate requisitions, edit the criteria below

Review Change Reguest

Manage Requisitions

All = | Search

and click the Search button.

B Advanced Search

Review Change Tracking

Business Unit |LBNL Q Requisition Name
Requisition ID Q Request State All but Complete w Budget Status
Date From |03/09/2017 e Date To|03/16/2017 [
Requester Q Entered By B_GHIORSO| Q PO ID
Clear Show Advanced Search
Requisitions
To view the lifespan and line tems for a requisition, click the Expand triangle icon.
To edit or perform another action on a reguisition, make a selection from the Action dropdown list and elick Go.
Reg ID Reguisition Name BU Date Reguest State Budget Total
1000103347 1000103347 LBNL  03M5/2017 PO(z) Created alid 260.00 USD | [Select Action] «| o
1000103345 1000103345 LBML 03M5201F Open Not Chk'd 2,300.00 USD | [Select Action] V| Go
D1CBB1BZ344 1000103344 LBNL 03/14/2017 Pending Valid 2,300.00 USD | [Select Action] V| Go
Requester Sanchez lgnacio Entered By Ghiorso, Wiliam B Priority Medium
Pre-Encumbrance Balance 0.00 USD
5 = 7 &
LBNL Purchase Change )
Requisition Approvals Procurement Inventory g Receiving Returns Invoice Payment
Status Orders Request
Request Lifespan:
Line Information Personalize | Find | ri-'ﬂl = First ‘4" 1-2p0f2 “*' Last
ePro
Line Rs::;:'t SPECTROPHOTOMETER, MODEL AEC... Pending Approval  Price Quantity uomMm  Supplier
Item
1 ,'-a SPECTROPHOTOMETER, MODEL ABC...  Pending Approval 550.00000 uso 2.0000 EA FISHER SCIENTIFIC b 4
2z ,"a MAINTENANCE AND RERPAIR Pending Approval §00.00000 usoD 2.0000 EA FISHER SCIENTIFIC E

IManage Receipts Reguisition Report
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Module 3 - Time-Saving Features

This section will cover time-saving features within eProcurement. They include:

Global Search

Copying a Requisition

Using Favorites and Templates

Personalizing Navigation (Autocomplete)
Personalizing Requisitions

— Setting the Field Order

— Setting Default Values

Applying Same Project and Activity for Entire Order
Copying Other Data to Multiple Lines

Using Keyboard Shortcuts
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Global Search

The FMS — Global Search Quick Reference Guide provides instructions on how to perform a global search.
A .pdf version of the guide can be obtained from FMS Help & Knowledge Base website (http://fms-

knowledge.lbl.gov/) within the General Tips and FAQs section.

Aﬁﬁ BERKELEY LAB search this site
FMS Help & Knowledge Base (D(CFO)

Knowledge Base: Knowledge Base >

General Tips and FAQs
Reporting / Accessing Financial
Information
Buying & Paying Save time by Personalizing PeopleSoft FMS 9.2

Project / Activity Setup & Funding . ) .
. e A * Tips & Tricks for Using PeopleSoft 9.2 (pdf)
Resource Adjusiments & Accruals e Take the online Peoplesoft 9.2 Navigation Basics training
Planning & Proposals

ategic Partnership Projects (Formerly | Search for Reqs, Purchase Orders, Receipts and Vouchers

Other Topics * Use the Global Search Functionality (pdf)

Home: What's the new Data Structure / Chart of Accounts?
Welcome + New Data Architecture (LDAP) - Overview, Values, Chart of Accounts
System Access ® Training: FMS1004 FMS Data Conversion Overview (from FMS 8.8 to 9.2)

® Learn about Project ID Changes: Overview Training
® FMS Fund Code Crosswalk

How can | change Project Information on my PO or Invoice?

* Project Change Scenarios for PO Invoice Certification & Changing Projects &
Activities on POs (ppt)

The search functionalities provide quick and easy options to find requisitions, purchase orders, receipts,
and vouchers online from FMS. The reference guide covers two methods:

e A Basic Search, such as searching for a supplier name or by PO number. The basic search can be
filtered by clicking on desired criteria such as “Receipts,” to narrow the search.

e An Advanced Search. You will select desired criteria from a drop down menu such as
“Requisitions” and then narrow your search by entering additional criteria such as key words,
phrases, requester, and/or requisition date.
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Copy Requisition

Copying an existing requisition speeds up the requisition process by allowing you to use information
already entered in a similar previous requisition (this cannot be used for eBuy orders).

Favorites | Main Menu eProcurement Manage Requisitions

~ BERKELEY LAB - FMS Advanced Search

Manage Requisitions
Requisition Search Keyword Search
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit LBNL Q Requisition Hame Q
Requisition ID Q Request State] Approved e Budget Status ~
Date From |03/14/2017 B Date To |03/21/2017 [
Requester [B_GHIORSO Q Entered By Q POID Q
Search Clear Show Advanced Search
Requisitions (¢
To view the lifespan and line items for a regquisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Reg D Reguizition Name BU Date Reguest State Budget Total
1000103352 1000103352 LBML 032172017 Approved Walid S00.00 USEI; Copy VE Go |
1000103349 1000103349 LBML 031172017 Approved Walid 45.00 USD [ [Select Action] =
Create New Reguisition Review Change Reguest Review Change Tracking Manage Receipts Reguisition Report

To copy a requisition:

e Navigate to the Manage Requisitions screen:

Main Menu | eProcurement | Manage Requisitions

e Enter the information for the requisition you want to copy within the Search Requisitions area.
A list of requisitions will be displayed.

e Select “Copy” from the drop-down menu on the right side of the requisition you want to copy and
then click the “Go” button. This takes you to a new Checkout - Review and Submit screen with the
copied requisition information onto it.

e Modify the fields, such as “Project” and “Requester” on the Checkout screen, then click the “Save
& submit” button at the bottom.
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Favorites & Templates

Favorites and Templates save time in entering goods or services that are ordered repeatedly (this cannot
be used for eBuy orders).

e A Template contains one or more requisition lines that you can use repeatedly for creating new
requisitions, so you do not have to enter them from scratch.
e A Favorite is a single line you may use often.

To create a Favorite or Template:

e Create an ePro requisition.

e Onthe Checkout screen, check the box to the left of the line number of the requisition you want
to be added as a Favorite or Template.

e Click “Add to Favorites” or “Add to Template(s)” link.

Favorites eProcurement

| Main Menu

Requisition

‘Il BERKELEY LAB - FMS Advanced Search

Checkout - Review and Submit

Review the item information and submit the req for approval.

My Preferences ﬁ‘% Requisition Settings

Requisition Summary

Business Unit LBHL = Requisition Name

Lawrence Berkeley National Lab

*Requester |B_GHIORSO @ Ghiorso, Wiliam B

*Currency USD

Cart Summary: Total Amount 800.00 USD

Requisition Lines 7

Line Description

’L_u FIRST AID TRAINING

Shipping Line 1

[ Select All/ Deselect Al

*Deliver To Location 058-0106M
Invoice Certifier

Resource Analyst

Q
Q

Expand lines to review shipping and accounting details

Priority

Type of Semces!ﬂﬂ Site Srvcs No Hands On Work VE

Sole Source Flag

Copy Line 1 Project(s) and Activity(s) to All Lines P Add More tems.
ttem ID Supplier Quantity uom Price Total Comments Delete
SAFETYCOMPANY COM 1 Each 500.00 500.00 > add m
*Ship To 069-0150 aQ Add Shipte Comments Quantity 1
Address  UC LAWRENCE BERKELEY LAB Price 500.00 Price Adjustment
FOR THE US DEPT. OF ENERGY fiee Adustmen
OMNE C¥CLOTRON ROAD, BLDG. 69
BERKELEY, CA 94720
Attention To  |Ghiorso, Willam B
Due Date Hl
Services Begin Date ]
Services End Date 2
Accounting Lines
*Distribute By Qty o *Liguidate By Amt v
Accounting Lines Personaiize | Find | View Al | B First (0 101 & Last
Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset Information Asset Information 2 Budget Information E»]
Quantity PC Bus Unit Project Activity Percent
1] |LBNL < [100355 Q (062 QL 100.0000 =
Select lines to: [## Add to Favorites ';E Add to Template(s) ﬁ Delete Selected
Total Amount 500.00 USD
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To use a Favorite or Template on a new requisition:

e Go to the eProcurement menu and select “Requisition.”

¢ Instead of clicking the “Create Requisition” link, click the “Favorites” link or the “Templates” link.

Favorites

| Main Menu

««)f| BERKELEY LAB - FMS

Create Requisition 7
Welcome Ghiorso,William B
Reguest Options

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

eProcurement Requisition

@ Home Ve My Preferences Re:uis’rticn Settings E O Lines
T search Seach | Advanced Searcy
@:. Catalog % eBuy

Browse Catalogs
LBNL tem Cat

Er_:1 Special Requests
Create a non-catalog request

Templates

Browse Company and Personal
Templates

& External Catalogs
Browse Supplier Website tems

Shop Supplier Catalogs
All Other Products

Forms
Create and Submit Forms

ePro Services
Reguest Services

Fixed Cost Service
Variable Cost Service
Time and Materiale

All - | Search kil ~dvanced Search

L‘:_ Favorites
Browse Favorite tems and
Services

Recently Ordered
Please re-order eBuy items using

Cart History in eBuy
TEST
TEST
REPAIR OF CNC MILLING MACHIN...
TEST
TESTZ
More...

e Toadd a Favorite line to a new requisition:

— Click the “Favorites” link. This will bring-up the Favorites screen.
— Select the Favorite line by checking the box to the left of the line.

— Enter the Quantity.

Click the “Add” button. The line is now in the shopping cart—ready for “Checkout.”

Create Requisition (7

Welcome Ukena,Amy
Request Options

All Request Options

Cataleg
LBNL ITEM CAT

eBuy

Sand S Supplies &
Solutions

Government Scientific
Source

Nor Cal Products
Anacapa Micro Products
USfalcon

More. ..

Create Requisition

Special Requests

Home My Preferences 8 Requisition Settings

Search Favorites -
Favorites (¢

Ungrouped ltems

Favorites
-’L_J;l FIRST AID TRAINING
Item ID
Price 500.00 USD
LOM.C
Addled to cart Quantity 2 I W Add
[ select AN ¥rAdd (G2 Addto Favorites Group(s)  [fj Delete from Favorites

B 1 Lne Checkout

Search Advanced Search

Manage Favorites Groups

Find 1o0of1

Supplier
supplier ID

[0ZAdd to Template(s)
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e Toadd a Template to a new requisition:

— Click the “Templates” link. This will bring-up the Templates screen.

— Enter a Quantity for the number of Template copies you want to add to your requisition.
You can use the “Expand” arrow to the left of the Template name to see all the lines in

that Template.

—  Click the “Add” button. The line is now in the shopping cart—ready for “Checkout.”

Create Requisition (2

Welcome Ukena,Amy

Reguest Options -

All Request Options

Catalog
LBNL Item Cat

eBuy
MDC Vacuum Products
Anacapa (Dell)
USfalcon (CDW-G)
GSS-Lab Supplies, Chem. &

Eqmt
GSS (MSC & ThorLabs)
More...
Create Requisition
Special Requests
Forms
Favorites

Templates

ePro Services
Fixed Cost Service

Search | Templates ~

Templates (7

Chemicals

Personal Template ltems

e DEGREASER

Item ID

Price 1.38
UOM Each
Quantity 50

e 'WINDOW CLEANER

Item ID

Price 2.98
UOM Each
Quantity 25

Grazing Goats

Req Template for Joe H.

uso

usD

2 New Window (2)Help [& Personalize Page [E

Checkout

Search

Quantity

I

Supplier Name S AND S SUPPLIES &
SCOLUTIONS
Supplier ID 0000000448

Supplier Name S AND S SUPPLIES &
SOLUTIONS
Supplier ID 0000000449

g Add
4 Add

Advanced Search

Added fo cart

Find First 1-2 of 2

e In both cases, click the “Checkout” button and update the Quantity, Project, and Activity fields for

Favorite and Template items you added to your requisition.
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Navigation Personalization

Autocomplete

The autocomplete function in FMS can be enabled/disabled for lookup fields. When enabled, the system
will suggest appropriate values as you type.

The system default is to autocomplete. To disable this function, click the “Main Menu” link at the top of
the FMS screen.

Favorites | Main Menu

= BERKELEY LAB - FMS

In the window that opens, click the “My Preferences” link.

Search Menu:

| ®
3 LBNL Travel Expenses 4
1 Employee Self-Senice 4
3 Manager Self-Senvice 4
3 Supplier Contracts 4
3  LBNL Property Management 4
O tems r
3 Suppliers 4
3 Procurement Contracts ’
3 Purchasing 4
3  eProcurement r
3  Semices Procurement r
3 Travel and Expenses 4
3 Accounts Payable 4
3  Commitment Control r
1 SCMintegrations 4
3  SetUp Financials/Supply Chain 4
1 Enterprise Components 4
4 worklist r
3 Tree Manager 4
1 Reporting Tools 4
1  PeopleTools 4
3 LBNL Utilities 4
0 maxmo 4
D Tax Center
D Usage Monitoring
[=] change My Password
D My Preferences I
D My System Profile
5wy Dictionary
D My Feeds
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In the next widow that opens, click the grey arrow next to “Navigation Personalizations.”

My Preferences

General Settings

~ General Options

Accessibility Features | Accessibilty features off

Display Keyword Search Help ( Yas |

Multi Language Entry () No

Spell Check Dictionary | Use session language -
» Regional Settings
» System & Application Messages

avigation Personalizations

¥ Pop-up Notification

» Advanced Settings

A list of Personalizations options will display. To disable the autocomplete function, slide the button to the
left to select “No”, then click on the “Save” button. The next time you log in to FMS, autocomplete will be
turned off.

My Preferences

General Settings

= General Options

Accessibity Features | Accsssibillyfeatures of  [7]

Display Keyword Search Help (__ Yes

Mut Language Entry ()Mo
Spell Check Dictionary | Use session language -l
» Regional Settings
» System & Application Messages
~ Navigation Personalizations
Drop down Menu Sort Order | None [
Automatic Menu Collapse () Mo
Mouse over popup event (__Yes
Open new browser window () No
Tab over Calendar Bution () Mo
Tab over Grid Tabs (__Yes
Tab over Header lcons (__Yes [
Tab over Lookup Button (__Yes [
Tab over Navigation Bar ((__Yes [
Tab over Browser Elements (__Yes |
Tab over Page Links (__¥es [

Tab over Related Page Links (__Yes

» Pop-up Notification

» Advanced Settings
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Personalization of Requisitions

Setting the Field Order

To change the order of the fields to your preference, use the following instructions.

Click the “Personalize” link in the Accounting Lines box. For this example, the Checkout — Review and
Submit screen being modified.

Checkout - Review and Submit

Review B e Information and submi Te reg for approal

ﬁ Reguishion S2aings

Requisition Summary

Business Unit |LEML e Lawrenca Berkeley Nationz Lad Requisition Nams
“Requester |5_SHIORED R Gakrzo.wilizm B Priority
~Currsncy [UsD *Deliver To Location [055-0108M |y, S0 Sourcs Fisg
Invokes Cartifier L}
Resoures Analyst [
*SA5 ApprOver fe

Cart Summary: Totsl Amount 234500 USD

Expand Iines 50 review ShIpping and 3ccounting detalls Copy Line: 1 Projects) and ACIMRy(s) 0 All Lines o A hhare m2ms
Requisition Lines ¢
Line Descriplion Rem 1D Supalier QJaT.IT_.' LM Price Toaal Comments Delele
1 a SPECTROPHOTOMETER FISHER SCIENTIFIC 2| Ean am 110000 0 asa o
¥ moDeELasCI2
Shipping Lins 4 “Ship To Add Shipio Comments Quantity 2
Lddress Prics 550,00 Price Adjusiment

ONE CYCLOTRON ROAD
)
BERKMELEY, CA 24720
Attention To  [zrigrsa william 5
Duws Date W]

Accounting Lines

Ditrouts 5
Accounting Lines
Cramelis] || Cramfeiss? | Cramfelss || DetEls || Demls2

At -

quidats By
Personaizs || Fina | viewsa | £ [ First ‘4 1or1 & Laxt
Aoy .

ISR TmEon 2 || Bucget mmormaton | [FTTH

Quanity PC: Bus Uit Prajeat Anthviy Parosnt

2| [es e [«} s 1000000 | [+ [=]
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In the window that opens, scroll to the bottom and click the “Copy Settings” link.

AM Business Unit
Profile 1D

Tag Number

CAP &

Seguence

Empl ID

Tab Asset Information 2
Capitalize

Cost Type

Description

Tab Budget Information
Budget Status

Budget Date
Pre-Encumbrance Balance

Currency
Pre-Encumbered Base Balance
Business Unit Base Currency '
(0] 4 Cancel Preview | (Copy Settings

Share Settings Delete Settings

In the next window that opens, type in ORDER_NUM in the “Settings to Copy” field.

Click on the “OK” button.

Copy Settings

Copy Your Customization Seltings

Settings to Copy| ORDER_NUM -

OK | Cancel

Click “OK” again, when you are returned to the previous window.

Note: The settings will take effect only after you exit and return to the previous window. In this example,
you would be returned to the Checkout screen.
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Applying Same Project and Activity for an Entire

Order

If the Project and Activity is the same for multiple lines in the order, you can apply this information using
the “Copy Line 1 Project(s) and Activity(s) to All Lines” button on the Checkout — Review and Submit

screen.

Note: Project(s) and Activity(s) cannot copy to lines past 125. If you have 126 or more lines, the entries
must be made manually for the additional lines past 125.

Enter more than one line item on the Item Information screen and click “Add to Cart.”

Favorites | Main Menu eProcurement Requisition

«| BERKELEY LAB - FMS

Create Requisition ¢

Welcome Ghiorso,William B & Home
Request Options = Search
Item Entry 2
Line
Details | [0
Category Item ID

141000000 |Q

241000000 |G

341000000 |Qy

Add to Cart

All - | Search il ~dvanced Search

B oines

e My Preferences Requisition Settings

Search

Restricted ftem List

Description Quantity uom
@, [spectrophotometer, Model ;& 2| [ea

@ [oH Meter, Model XvZ 2 1| [ea

Air Sampler, Model 9876ZP

(e}

Checkout

Advanced Search

Find | Wiew All| 1) B First ‘4 1-30f3 &’ Last

Price Supplier ID Supplier Name

Q 550.00| |0000000237 @, FISHER SCEENTIFIC +| 1=l
Q 875.00| |0000000237 @, FISHER SCIENTIFIC £| ||=
Q §70.00| (0000000237 & FISHER SCIENTIFIC # =]

After the order has been added to the cart, select “Checkout.”

Favorites | Main Menu eProcurement Requisition

~| BERKELEY LAB - FMS

Create Requisition 2

Welcome Ghiorso,William B & Home
RoauestOptiors  * | scarcr
Item Entry 7
Line
Details | [0
Category Htem ID
1 Q
Add to Cart

All = | Search fdl Advanced Search

B 3tines

e My Preferences Re:ulsmcn Settings

Search

Restricted tem List

Description uom

A
al f

Guantity

Checkout

Advanced Search

Find | Wiews All| £2] | =) First ‘4 10f1 “*’ Last

Price Supplier ID Supplier Name

Q Q + =]
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Note: The order will have more than one line item, with no Project / Activity identified yet.

Checkout - Review and Submit
Raulew e Rem Infarmation and submE fe reg for aporoual.
Wiy Prefenances ' Reguisiion Sefings
SUmimany
Business Unit [0 |0 LEwrence Berkeley Natknal L quistion tiams |
N erorty [ ]
~Cumengy [us0 “Delver To Location (e 010 |, som sourca g [l |
B —
e —
e E—
Cart Summary: Total Amount 254500 USD
Expand IInes 1 Teview shipping and 3ccounting detalls Line 1 and 80 Al Lines A0d Kare Rems
Requisition Lines ¢
Line Desoripton Rem ID Sumplier Ry oM Pricz Totsl Comments  Dekte
'.!? SPECTROPHOTOMETER, FISHER SCENTIFIC =" ] 550,00 1100.00 O pas i}
MODEL ABC12
shipping Line 1 “snpTo (020130 g A ShipR Comments Quantity [ 4
Address  UC LAWRENCE BERKELEY LAS Prics 25000 Pric: Adjusamant
FOR THE US DEPT. OF ENERGY
ONE CYCLOTRON ROAD, ELDG.
=]
BERKELEY, CA 94720
s o
e —
w Accounting Lines
R asese s
Aecounting Lines Personaize | Fing | viewan | | B First & tof1 b L3t
][ Grameer | Comensa | Cogmeies || Demie || Deiez || pssetwormanon || Asse pormaton | usge mormston | (759
Cuantity PC: Bus Unit Projeot Ay e roent
| e o e [ | toaooon| (¥ (=]
- 2| eHmETER MODEL KYZ SISHER SCENTIFIC :' Exch 7500 7500 O A i}
shipping Line 1 swpTo (a0t | A SR CommEnts Quantty
ABOMSEE  UC LAWRENCE BERKELEY LAS Prics &75.00 Pric Adjusamant
FOR THE US DEPT. OF ENERGY
ONE CYCLOTRON ROAD, BLDG.
&
BERKELEY. CA 4720
tantono
S E—
 Accounting Lines
R R
Becounting Lines Personalize | Find | viewad | 2| (B Firsl ‘A 171 %' Laat
| II cramtexst || cramensz || cramexss || pemis || Deiez || psset rmomtin || acset promation 2 || guoget et | (77
Quantity PC Bus Unit Projsot Agdrily Faroent
| [l o | | | |e| tooo| (4] (=)
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On line 1, enter the Project and Activity funding the entire purchase. You can use the magnifying glass /
lookup icon to help locate it.

Requisition Lines ¢
Line Description fem ID Supolier QMR uoM Price ToRal Commems Delee
1 ,a SPECTROSHITOMETER FISHER SCENTIFIC 2| Ean =um 11003 3 add i
¥ MODEL ABC12
Shipping Line 1 “3hip To A0 Shilpto Comments Quantity El
Address Prics 55000 Pricz Adjustment
attention Te [zaiorso william &
Dus Dats i
scounting Linss
“Distriute By “Liquidsts By
Accounting Lines Personalize | Find | View Al | £ | IE First ‘&' fof1 ‘&' Last
Cramfiels || Cramiels? | Cramterss || pewis || cetmisz || Assetimormation || Assetimbrmation 2 || Budget mormaton | [T
Guantity PC Bus Unit Projsot Aottvity Peroant
EEY o [100117 te] |55 e w000 [+ [=]

If applicable, enter the Work Order number. Click the “Chartsfields3” Tab and type in the Work Order
number in the “Order Number” field, or use the magnifying glass / lookup icon to select the Work Order
number.

Accounting Lines Personalize | Find | viewad | £ | [ First ‘4 1ofi ‘b L3t
Cramfelds1 || Cramfelds? || Charthesdss || Detslls || Detalls 2 || Assetibnmation || Asset iormation 2 || Budget imormation | [TTH
Produod Bouroe Teps Caflagoiry Euboadagory Order Kumibsr
& |FROCU O [20000 3 o 2546 &} 1+ =]
Click on the “Copy Line 1 Projects(s) and Activity(s) to All Lines” button to apply the information to all
requisition lines.
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Checkout - Review and Submit

Fueuiew e Rem Information and submik Se req for approsal. 2
WAy Preferences & Fiequishion Saings

Summary
Businsssumt BAL |0 Lawrence Berkeley Natinal Lan sttion tiams |
BEroRS0 |0 copmowimzms Priority
“Cumsngy [USD “Dsiver To Location [psz. 38|y sol Sourcs Fiag [ |
I —
N
O

Cart Summary; Total Amount 2.545.00 USD
Expand lines b review shipping 3nd sccounting detalls

Line { and 0 All Lines

Requisition Lines ¢

Line Desorigtion Rem I Supplier
v [ g SFECTRGPROTONETER

Gty
FISHER SCENTIFIC Eachi 55000 100.00 O s i
MODEL ASC 12 :

sngpigLns e @5 Jo  seswecomes  awy [ 3
Prics

Addrsss  UC LAWRENCE BERKELEY LAS =000 Erioe Al
FOR THE US DEPT. OF ENERGY

OME CYCLOTRON ROAD, BLDG.
=]
BERKELEY, CA 94720

sion
e —

w Agcounting Lines

p— ey
»

Accounting Lines Persomaltze | Find | viewan | £ | [ First 4 1af1 b Last
|| crameet || Cosmesz || Goamenss || gesie || Semiez || dceemormon | e orraton || st mormanon |
Guantity PC Bus Unit Projeot Bty Perosnt
| 2| [ena |, [to0m7 & ooz e, [ a0 [+ [=]
FISHER SCENTIFIC [ 1 e 50 50 (o |

- |:|2 3 PHMETER, MODEL XYZ

shipping Line 1 “snpTo [Be0t0 g A SnigRs Comments Quatty [
Prics a0

A00ress  UC LAWRENCE BERKELEY LAB
FOR THE US DEFT. OF ENERGY

OMNE CYCLOTRON ROAD, BLDG.
]

Price Adjustment

BERKELEY, CA 34720

seomton o
L E—

“ Accounting Lines
S—— S o
4 1ol &' L3st

Accounting Lines Persomaltze | Find | viewan | £ | [ First
[ ][ cramenst || cremtensz || cranfiekiss || petiis | Detiis2 || Aseet itormation || Assetiormation 2 || uoget inbrmetion | [
Actrvity Parsent
a | o [ wm @

Guaniity PC Bus Unit Projeot

I e o

Click on “Yes” to the confirmation warning message.

Message

Are you sure that you want to copy Line 1 Project(s) and Activity(s) to All Lines ? (26500,12)
ou have elected to copy the Project(s) and Activity(s) you entered on Line 1 to all subseguent Lines. This wil overwrite any Project and Activity combinations you have entered on any Lines other than Line 1. Are you sure

that you want to do this?

Click on ™es" fo copy. Click on "No” to cancel copy.
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The Project and Activity (and Work Order number by clicking on the Chartfields3 tab, if applicable) is
copied to all subsequent requisition lines.

v FISHER SCIENTIFIC Each 875.00 875.00 =
[]2 g* PH METER, MODEL XYZ 1 3 add i
Shipping Line 1 *Ship To  |068-0150 Q Add Shipto Comments Quantity 1
Address  UC LAWRENCE BERKELEY LAB Price 875.00 Price Adjustment
FOR THE US DEPT. OF ENERGY
ONE CY'CLOTRON ROAD, BLDG. 89
BERKELEY, CA 94720
Attention To | Ghiorse, Wiliam B
Due Date IE]
Accounting Lines
*Distribute By Oty w *Liquidate By Amt v
Accounting Lines Personalize | Find | View All| L;]| [ First ‘&' 4 0f1 '} Last
Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset Information Asset Information 2 Budget Information | [FH
Quantity PC Bus Unit Project Activity Percent
1] [Len a|[100117 @ [0z Q 100.0000 [+ [=]
O 3 wa AIR SAMPLER, MODEL FISHER SCIENTIFIC 1 Each 570.00 570.00 @] Add
9876ZP
Shipping Line 1 *Ship To 069-0150 Q Add Shipte Cemments Quantity 1
Address  UC LAWRENCE BERKELEY LAB Price g70.00 Price Adjustment
FOR THE US DEPT. OF ENERGY
ONE CYCLOTRON ROAD, BLDG. 69
BERKELEY, CA 94720
Aftention To  |Gniorso, Wiliam B
Due Date &)
Accounting Lines
*Distribute By Qty w *Liquidate By  |Amt o
Accounting Lines Personalize | Find | View Al | 27 E First ‘&' 10f1 &' Last
Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset Information Asset Information 2 Budget Informatien =N
Quantity PC Bus Unit Project Activity Percent
1| [LBNL a | o017 &, [o0z a 100.0000, (¥ (=)
|:| Select Al / Deselect All Select lines to: E-'p Add to Faverites ’S‘_ﬂ Add to Template(s) El Delete Selected

Total Amount 294500 USD

Note: Project(s) and Activity(s) cannot copy if the Line has more than one distribution (split between
multiple Projects / Activities) and Distribute By is “Qty.” The following message will display if this is the
case.

Click on the “OK” button.

Message

Project(s) and Activity(s) cannot copy if Line 1 has more than one distribution and is by Quantity (26500,13)

Please change the highlighted field "Distribute By” from "Qty” to “"Amt", then click on the “Copy Line 1 Project(s) and Activity(s ) to All Lines” butten to copy the

distribution to all lines.

OK
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To distribute the Project(s) and Activity(s), you will need to change the Distribute By from “Qty” to “Amt”,
then click on the “Copy Line 1 Project(s) and Activity(s) to All Lines” button (see Splitting Projects section

on page 31).

Continue the checkout process to save and submit the requisition.

Copying Other Data to Multiple Lines

To copy data besides the Project/Activity/Work Order to multiple lines on your requisition, use the
Requisition Settings function. This can be used for fields such as the Supplier, Ship To, Due Date, and
Attention information when you want ALL the lines to have the same information.

After you add the lines to a requisition, click on the Requisition Settings link at the top of the page:

Checkout - Review and Submit

Requisition Summary

*Requester |MBARAN
“Currency |USD

Cart Summary: Total Amount 50.00 USD

Requisition Lines (?
Line Description

01 g TEST

Shipping Line 1

Expand lines to review shipping and accounting details

Review the item information and submit the req for approval.

Item ID

Business Unit LENL Q Lawrence Berkeley Nafional Lab

e 8%
7 My Preferences Requisition Settings
Requisition Name
Q. Baran,Miranda Priority
Deliver To Location 033-0122E | Sole Source Flag
Invoice Certifier (s}
Resource Analyst Q
Copy Line 1 Project(s) and Activity(s) to All Lines P Add More ltems
Supplier Quantity UoM Price Total Comments Delete
1| Each 50.00 50.00 3 add i Supplier
Name
*ShipTo  |0B3-0150 Q ShipTo Quantity 1
Address  1UC LAWRENCE BERKELEY LAB CommentsiAlizchments Price 50.00
FOR THE US DEPT. OF ENERGY Price Adjustment
ONE CYCLOTRON ROAD, BLDG.
69
BERKELEY, CA 94720
Attention To  |Baran Miranda
Due Date
B Services Begin Date E]
Services End Date [

90| Page

Revision 19
05/20/20




Requisition Settings

Business Unit |LBNL Q Lawrence Berkeley National Lab Requisition Name ‘ 8]
*Requester Q Baran Miranda Priority
“Currency |USD “Deliver To Location[033-0122E_|Q Sole Source Flag
Invoice Certifier | @
Resource Analyst| (=}

Line Defaults (7)
Note: The defaults specified below will be applied to requisition lines which are available for sourcing when there are no predefined values for these fields.

supplier [ || | category [ &
Location Q Unit of Measure I:|Q
Byer [ Q

Shipping D

Ship To |069-0150 a
O Atenton [ ]

Distribution Defaul:

SpeedChart

Accounting Defaults Personalize | Find | | @ First ‘4 1of1 ‘B Last

Chartfields1 || Chartfields2 | Chartfields3 || Details | Asset Information |

Dist Percent Location GL Unit Account

1 = a et —

OK || Cancel

Help

To find a Supplier, click on the magnifying glass next to Supplier:
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Supplier Search

Y — )

Short Supplier Name| |

Alternate Supp Name |
City|

O —
postaiCode| |

©  Enter search criteria to find a supplier.

Enter any key words for the name of the supplier in the Name field (use the % as a wildcard) or any other
identifying information such as City or State and click on Find.

Select the Supplier in the Search Results by clicking on the radio button next to the Supplier ID, and click
on Select.
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Supplier Search x
Help
~
e — e
Name | | | Reset |
Short Supplorhame
Alternate Supp Name | |
city | |
Comy |Q state[ o]
posalcote
Search Results Personalize | Find | View 100 | LM | B First ‘4’ 1100f125 '} Last
_ _ Default Default Location .
Supplier 1D Supplier Name Locafion Description Address City State
LBNL TEMPORARY NOT AVALID =
O tooooooont  LENLTEY 1 ek BERKELEY cA B
(O 20000000002  ACOPIAN TECHNICAL CO 1 PO BOX 638 EASTON PA B
O 30000000013  ANIXTER INC 1 2301 PATRIOT BLVD  GLENVIEW I B
MITEL COMMUNICATIONS 5850 GRANITE PKWWY
O 4ooooooors T 7 Eetlek PLANG X
MIRION TECHNOLOGIES GENERAL POST
O soooooooozt  MIRIGN TECHN 7 SENER NEW YORK NY
CARL ZEISS =
@ 60000000023  CARLZEISS INC 10 R T oy LLc POBOX5943 NEW YORK NY B
(O 70000000023  CARLZEISS INC 5 1ZEISS DR THORNWOOD NY B
O soonoooooze  OMEGAENGINEERING - 1OMEGA DR STAMFORD cT B
O ooooooopozs  MILINE UTILITY SUPPLY PO BOX 31001-0465 PASADENA cA B
coLLe
REGENTS OF THE
O 100000000028  UNIVERSITY OF 7 NW 5357 MINNEAPOLIS MN =
MINNESOTA
Cancel
LY
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Enter any other information that is on the lines (i.e., Ship To, Due Date, and Attention [if different from the
requester]). Click on “OK.”

Requisition Settings

Help
Business Unit |LBNL Lawrence Berkeley National Lab Requisition Name
“Requester [MBARAN R Baran Miranda Priority
~Currency |USD *Deliver To Location|033-0122E | Q Sole Source Flag
Invoice Certifier QL
Resource Analyst QL
Line Defaults (2
Supplier 0000000023 Q Category @
Supplier Location |10 Q Unit of Measure QL
Buyer Q
Shipping Defaulis
Ship To 400 Q.
Due Date 08/31/2012 £} Attention Stephanie Daglia
Distribution Defaults
SpeedChart
Accounting Defaults Personalize | Find | B2 | = First ‘&' 10f1 ‘& Last
Chartfields1 || Chartfields2 || Charfields3 | Details || Asset Information
Dist Percent Location GL Unit Account
1 033-0122E @, LBNL a =

[ OK I Cancel

Click on “OK” in the window that opens.

Retrofit field changes to all existing requisition lines/schedules not already sourced to POs. (10150,298)

Ok Cancel

Click on “OK” again to copy the information.
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Keyboard Shortcuts

There are many keyboard shortcuts associated with the FMS system. Exhibit B — Keyboard Shortcuts lists
them. On many browsers, you can also view them by clicking Control-K on your computer keyboard to
bring up a handy list of keyboard shortcuts associated with the FMS system. Learn the shortcuts to
prevent ergonomic strain and aid in speedy requisition preparation.
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Frequently Asked Questions

How many requisition lines should I enter?

The number of requisition lines entered into ePro should match the number of lines you expect to be
received and invoiced by the vendor. Normally you enter items the same way the vendor quotes you. For
example, if you are buying a system that has several parts that will be received separately and invoiced
separately, the requisition should have a line for each component so Receiving can receive the partial
items and Accounts Payable can pay for the partial items. (You can still have multiple quantities on a line.)

How do I change Approvers on a requisition I
already submitted?

To change an approver on a requisition after the requisition has already been submitted for approval:
e Go to the Manage Requisitions screen and search for the requisition.
e Select the Edit drop-down menu on the right and click the “Go” button.
e Change the requisition approver.
e Click the “Save & submit” button.

You may want to do this when you determine that the original approver is not immediately available to
approve the requisition. Requisitions can be changed any time before the buyer puts them into a purchase
order.

Why isn’t my requisition assigned to a buyer and
placed?

One reason why a requisition may not be progressing to a PO is that it has not yet been approved by the
requisition approver. Requisition preparers should periodically review the "Request State" column on their
Manage Requisitions screen. Requisitions go to:

e Open status when the "Save for Later " button is clicked
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e Pending approval status when the "Save & submit" button is clicked

e Approved status when all approvers approve the requisition
(The Status can also say PO Created, PO Dispatched, Received, Denied, or Canceled.)
You may also contact the buyer directly to check on the requisition's status.

If there is no buyer assigned after the requisition has been approved for a day, contact the appropriate
Procurement Manager to check the status.
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How can a new Approver be set up in ePro/eBuy?

ePro requisitions and eBuy transactions (generally over $1,000) require the approval of a division
Authorized Signer. The list of individuals in the Signature Authorization System (SAS) is accessible from
Cognos under the “HR” heading.

HR
| Hame | Actions

gmk  Authorized Signer List (SAS) =N ﬁ Mare. ..
ol Empln*;ee Headcounts =N ﬁ Mare. ..
oM Employee Hires and Terminations E - ﬁ Mare...
ok Employee Lookup =N ﬁ Mare. ..
fmk  Employee Roster =N J ﬁ Mare. ..
gmk  Employee Roster by LETS Approver/Timekeeper/Org =2 ﬁ Mare, ..
ok Job Code List =N ﬁ Mare. ..
gmk  LETS Roles - Approvers/Backups/Timekeepers/Inputters =2 ﬁ Mare, ..

LBNL RPM on Signature Authority for Financial Transactions provides policy on signature authorization and

requirements.

The Delegation of Signature Authority form (which is inside of the above procedure) is filled in and sent to
the Office of the Chief Financial Officer (Mary Beedle x4035) for processing.

All employees with signature authority must successfully complete a standard online training course,
provided by the Office of the CFO. See the Signature Authority Guidelines webpage.
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Glossary

Here are definitions of common Roles and Terms associated with eProcurement:

Roles

Requester Anyone with an LBNL employee number and email address (either an employee or
guest) who needs goods or services from a supplier.

Requisition Preparer An individual (either employee or guest) who completed the online eProcurement
(ePro) Requisition Preparer course and therefore was granted authority to create
ePro requisitions. These sometimes appear as “Entered By” on ePro screens.

A requisition preparer may also be a requester on an ePro requisition.

Approver An individual who electronically approves an ePro requisition in the Financial
Management System (FMS). All requisitions over $1,000 must be approved by an
Authorized Signer who appears in the Sighature Authorization System (SAS) and
who has sufficient dollar authority for the requisition amount.

Other approvers may be added automatically to a requisition by the ePro system.
These include Division, Division Project, OCFO Division Management (high-dollar),
and item category code approvers.

Certifier A division Laboratory employee (not a guest) who has been designated in a
requisition/purchase order (PO) to certify invoices before they can be paid. Invoice
certification may be required for services in excess of $5,000 or based upon the
item category (e.g., software, design and construction, fabrication,
consultant/personal services, research and development, and subcontracts that
have quality assurance requirements, complex equipment configuration, and/or
payment milestones). See the LBNL RPM section on Invoice Certifications for more

information about the certification process.

Buyer/ A Procurement employee who is authorized to issue purchase orders /
Subcontract subcontracts.

Administrator/
Procurement Specialist
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Terms

Approval Threshold

A dollar-limit that, when exceeded, requires approval. Divisions establish their own
requisition approvals for requisitions that are billed to their projects. Various
approvals are required when the total requisition amount exceeds the established
approval thresholds. ePro automatically routes requisitions to these approvers.

For SAS Dollar Amount Approval, all requisitions over $1,000 must be routed for
approval to an individual in the Signature Authorization System (SAS). The SAS
approver must have sufficient dollar authority in SAS to cover the total requisition
amount.

For Division Approval, a division may additionally require that all requisitions with a
division requester, regardless of amount, be routed to a specific division approver
for centralized control of funds.

For Division Project Approval, a division may also designate to have all of its
requisitions routed to the named individuals on its projects for requisitions over
$1,000.

For OCFO Division Management Approval, requisitions over $500,000 are routed to
a specific division individual for approval.

Blanket Subcontract

A blanket subcontract provides for ordering of an indefinite quantity of specific
goods or services during a fixed period of time. Generally, verbal releases by
specified individuals are made for individual requirements with maximum dollar
limitation or maximum number of units. Releases against the blanket subcontract
are not entered into FMS and invoices are paid against the blanket subcontract.

eProcurement (ePro)

The Oracle/PeopleSoft software module in FMS that is used for obtaining goods and
services at the Lab from suppliers. It allows for creation of ePro requisitions,
requisition approvals, purchase orders, and receipts, while integrating with FMS
accounting modules.

Financial Management
System (FMS)

The enterprise Oracle/PeopleSoft software product that the Laboratory uses to
manage its financial operations, including accounting and procurement. You can
access it by going to http://fms.lbl.gov.

Goods Goods are products that are the result of a tangible output of a process that has
physical dimensions. Generally, they are produced in a facility separate from the
purchasing customer. They can be produced to meet very tight specifications day-in
and day-out with essentially zero variability.

General categories of goods are:
e Biological and Chemical
e Computers
®  Products for Construction and Maintenance of Facilities
o  Electrical, Electronic, and Fabrications
e Laboratory Equipment and Supplies
e  Office Equipment and Supplies
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Item Category Codes

Item category codes classify, in general terms, requisition lines entered by ePro
requisition preparers. There are approximately 91 codes such as Furniture,
Environmental Services, and Radioactive Isotopes. It is important that the right item
category code be selected for each line since these codes are used to route
requisitions for safety approvals, assign requisitions to buyers, create reports, and
determine the accounting/burdens.

Manage Requisitions -
Request Lifespan

The area of the ePro Manage Requisitions screen that displays the steps a
requisition has gone through, from Requisition to PO to Payment. It is visible when
you click the arrow to the left of the Req ID to expand the section. You can click
colored icons to get further information on that transaction.

=

— [N =
=F LB @ . T

Purch: Ch
Reguisition Approvals Frocurement Inventory urenass ange
Status

ordere Request Receiving Returns Invoice Payment

Master Agreement

A master agreement is not a contract, although it establishes a general scope of
work and the terms and conditions under which the Laboratory and subcontractor
agree to do business. In most cases, pricing is agreed to, but is not considered
mandatory. Master agreements are not funded and therefore do not create an
obligation to the Laboratory. They may be issued for Laboratory-wide use.

Initiation of work under a master agreement is requested by submitting a purchase
requisition to Procurement. Purchase orders are awarded to the subcontractor that
form individual funded subcontracts subject to the terms of a master agreement.
Orders under the master agreement are entered into FMS and invoices are paid
against the individual purchase orders.
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Off-Site Services

On-Site Services

Off-Site Services are services performed at a location other than a Berkeley Lab/DOE
site.

On-Site Services are services performed on the Laboratory’s hill or at Laboratory-
controlled offsite/leased facilities.

There are two types of On-Site Services:

On-Site Services Hands-On Work require a Subcontractor Job Hazard Analysis (sJHA)

and involve:

e Use of hand or power tools
e  Repair or service of a device, apparatus, machine, or mechanism
e  Material handling (except delivery of purchased items)

e Handling or disposing of a chemical, compressed gas, or hazardous,
radioactive, or bio-hazardous material

e  Construction and related real property modifications/improvements

On-Site Services No Hands-On Work do not require an sJHA and involve:

e Office and administrative work

e Computer programming

e Attending or making a presentation

e  Supervision of a worker(s) who is not performing hands-on work
e Document archiving

e  Financial auditing

e  Photography

e Language translation

e  Providing classroom training

PCard Order

A purchase from a supplier using a Laboratory credit card (PCard). The purchase
is entered as an order in FMS by Procurement and division cardholders who have
special training for issuing these orders. Bank transactions are used to pay for
PCard orders (instead of using invoices and checks/wire transfers, as is the case
for regular POs).

Purchase Order (PO) /
Subcontract

A Purchase Order (also called a PO or subcontract) is a document sent to a
supplier (also called a subcontractor) that directs it to furnish goods or services to
the Laboratory. The PO is created from an approved ePro requisition. The
Procurement department then sends a purchase order with its own unique PO
number to the supplier.

Requisition

An ePro requisition is an online form that requests the purchase of goods or
services from a supplier. Once entered, a requisition number is assigned by ePro.
If required by the division, the requisition is then routed to one or more
approvers for online approval.
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Restricted Items

Any item that:

e Hasinherent safety hazards
e Requires special controls and/or authorizations
e |f handled improperly, may:
— hurt people
— harm the environment
— damage equipment
— resultin citations or DOE-reportable occurrences

When a restricted item is being purchased, the requisition lines should reflect the
item category code that corresponds to the item so the requisition is routed for
any required special approvals.

The Procurement Department maintains the Restricted Item List, which is
available via the Berkeley Laboratory Home Page A to Z Index.

Services

Services are intangible processes that cannot be weighed or measured. Some

degree of interaction with the customer is necessary for services. The interaction
may be brief, but it must exist for the service to be complete. Where face-to-face
service is required, the service facility must be designed to handle the customer's
presence. Services are inherently heterogeneous—they vary from day to day and
even hour by hour as a function of the attitudes of the customer and the servers.

General categories of services are:
e  Facility-Related Services
e Lease / Rental Services
e Personnel and Effort-Related Services

e Special and Other Services

Service Center Team

The group in the Procurement department with buyers who process low-value
purchases (525,000 and less) and Procurement Card (PCard) orders.
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Sole Source

The restriction of competition to a single source of supply. A written sole source
is appropriate when only a single supplier can meet the needs of a requester. A
written Sole Source Justification form is required for:

e Non-competitive procurement for any product or service over $250,000. It
is not required:

o  For consulting services

o Ifthe subcontract will be awarded to a collaborator under a
successful Berkeley Lab research proposal, and the subcontractor is
identified in the award notice or other documentation. In this
situation, send the award notice or other documentation with the
requisition.

e Research or other support from a UC Campus over $25,000. It is not
required for:

o UCstudent tuition and fees remission for students employed by the
Laboratory, generally as Graduate Student Research Assistants
(GSRAs), for which such remission is part of the student’s
compensation package

o Joint Appointee IUTs or Multi-Location Assignments

e Items or services from another DOE Facility Contractor over $250,000.

The need to restrict competition may be justified by one of the following reasons:

e Unique capability, expertise, facilities, or equipment that no other source
can provide to satisfy the Laboratory's requirements

o  Compatibility with existing equipment and/or standardization of parts

e  Follow-on work for continued development or enhancement of a
specialized system, equipment, or services, when it is likely that award to a
source other than the incumbent subcontractor would result in substantial
duplication of costs (relative to overall costs) that would not be recovered
or would cause unacceptable delays in fulfilling the program needs

e |dentified source is acknowledged to be the leader in its field of expertise
as demonstrated in reputable and valid literature, symposia presentations,
etc. While normally not appropriate for commercial goods and services,
this identification may be appropriate in subcontracting for research and
development.

e  Anunusual or compelling urgency exists that would cause an adverse or
programmatic impact (generally related to schedule, security, regulatory,
environmental, safety, or health issues) of such a nature and magnitude
that a sole source justification is merited

® To establish or maintain a source for industrial mobilization or an essential
engineering, development, or research capability

e Services of an expert or neutral person for any current or anticipated
litigation or dispute
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e Authorized or required by statute or International agreement
e National security or public interest

e Unique bonding, insurance, or indemnification requirements (applies if a
Large Business is selected in lieu of a Small Business)

Splitting a Requisition

When a requirement for same goods or services is split among two or more
requisitions in order to avoid approvals or documentation. Splitting requisitions
must not be done since it provides an inaccurate picture of the total purchase and
creates duplicate work.

Status — Requisition

These are FMS system statuses for requisitions that are visible on the Manage
Requisitions screen in the “Requisition State” column:

Open: A requisition has been created and saved but not submitted for approval
for further processing.

Pending: A requisition was submitted to an approver using the ePro “Save &
Submit” button and is awaiting approval.

Approved: The requisition was approved by the approver(s). In this status, the
requisition may have also been assigned to a PO or to a Procurement Card
(PCard) Order. Once a requisition has been placed on a PO or PCard order, it
cannot be changed.

PO Created: A PO has been created but not yet Dispatched (sent to the supplier).
PO Dispatched: The PO was placed/sent to the supplier.

Received: Some of the items on the PO may have been formally received at LBNL
Receiving.

Canceled: The requisition was canceled and will not be processed further. The
Undo-Cancel feature can be used to reopen a Canceled.

Status — LBNL Procurement

These are the buyer-entered statuses for POs that are visible on the Manage
Requisitions screen “Lifespan” section, “LBNL Procurement Status” icon:

e Developing RFP/Solicitation

e RFP/Solicitation Out for Bid

e  Proposals Received

e  Evaluating Proposal(s)

e Negotiating with Potential Supplier

®  Preparing Subcontract Documents

e Awaiting CRB (Contract Review Board) Review
e  Waiting Approval

e  Waiting on Documentation from Requester

e  Waiting on Documentation from Supplier
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Status — Purchase Orders

These are the FMS system statuses for POs:

Open: The PO was created but probably not yet placed / dispatched /sent to the
supplier.

Approved: The PO was approved by the buyer and should automatically change
to Dispatched status within 20 minutes.

Dispatched: The PO was placed / sent to the supplier.

Complete: The PO is closed. All invoices and receipts have been processed against
the PO and all of the obligations of the supplier and LBNL have been satisfied.
Liens are removed and no further invoices or receipts may be made on the PO.

Canceled: The PO was canceled—normally because it should not have been
issued in the first place. No invoices or receipts were processed on the PO.
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Exhibits

A. Consultant Services

B. Keyboard Shortcuts

107 |Page Revision 19
05/20/20



Exhibit A - Consultant Services

Consultant services are the advisory and/or assistance services of an expert who personally renders the
services to the Laboratory on a short-term or intermittent basis. Consultants provide technical, scientific,
engineering, and/or administrative expertise not otherwise available to the Laboratory. Consulting
services may consist of providing information, advice, opinions, alternatives, conclusions,
recommendations, or consultation to Laboratory personnel in the form of studies, analysis, and
evaluations.

Consultant services may be provided under a consultant agreement or a personal services agreement.

e A Consultant Agreement is an agreement between the Laboratory and an individual with special
knowledge or expertise for the performance of consultant services.

e A Personal Services Agreement is an agreement between the Laboratory and an established
company, which makes available by name one or more of its employees as consultants.

To obtain the services of a consultant, submit an ePro requisition and attach the Request for
Consultant/Personal Services Agreement form to its first line.

Procurement then establishes a Consultant Agreement or Personal Services Agreement to obtain the
services of a consultant.

For details see LBNL RPM on Consultants to Berkeley Lab, Hiring.
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Exhibit B - Keyboard Shortcuts

Accessing Your Application Using the Keyboard

Keyboard navigation is controlled by Hot keys and Access keys.

List of Hot Keys

Alt 1 - Executes different buttons depending on the page type:
> Save button on the Toolbar in a page
> OK button on a secondary page
> Search or Add button on a Search or Lookup page
Alt 2 -- Return to search
Alt 3 -- Next in list
Alt 4 - Previous in list
Alt 5 -- Valid lookup values
Alt 6 - Related links
Alt 7 - Insert row in grid or scroll area
Alt 8 -- Delete row in grid or scroll area
Alt 0 - Refreshes the page by invoking the Refresh button on the Toolbar
Alt . - Next set of rows in grid or scroll area [e.g., Alt period]
Alt , -- Previous set of rows in grid or scroll area [e.g., Alt comma]
Alt / -- Find in grid or scroll area [e.g., Alt forward slash]
Alt ' -- View all in grid or scroll area [e.g., Alt prime]
Alt \ -- Toggle between Add and Update on the Search page [e.g., Alt backslash]
Ctrl J -- System Information
Ctrl K -- Keyboard Information
Ctrl Y -- Toggle menu between collapse and expand
Ctrl Tab -- Toggles focus through the frame set
Enter -- Invokes the following buttons where present: OK, Search, Lookup
Esc -- Cancel
Alt ; -- Context Menu

List of Access Keys

Alt 9 - Takes you to the Help line

Alt \ -- Takes you to the Toolbar [e.g., Alt backslash Enter]
Ctrl Z -- Takes you to the Search box of the Menu

Menu Access Keys

The Ctrl Z combination will focus your cursor onto the menu system. From there, you can use
your tab key ( or shift-tab to reverse direction ) to navigate through the menu hierarchy.

About Access Keys and Hot Keys

> An Access Key is an Alt key combination that moves focus to a specified field on the current page.

For example, Alt \ moves focus to first button on the Toolbar. Then pressing the Enter key

would invoke that action. Alternatively, you may use the Tab key to move you to the next Toolbar button.
> A Hot Key performs an immediate action. For example, when focus is in a field that has lookup
processing, Alt 5 invokes the Lookup page without having to press the Enter key.
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