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Requisition Approval

Approve/Reject Requisitions

Upon logging in to nVision Requisitioning, the Requisitioning Dashboard window will display a summary of information
related to requisitions specific to the user. As a requisition approver, the Requisitions Awaiting My Approval section will
display those requisitions awaiting your approval.

[ Reauisitioning Dashboard X
| Requisiticning
Requisition Status Requisitions Awaiting My Approval
Requisition Number Description Requestor Name Submitted Date Vendor
0 requisitions not submitted
11 Baseball Bag For Varsit.. Requser, John 10/22/2013 ABC SPORTS & FITHESS
0 submitted pending approval
L K 12 Basketball Ball Rack fo... | Requser, John 10/22/2013 ABC SPORTS & FITNESS
0 requisitions approval in process
24 Requser, John 03/24/2016 NAPA AUTO PARTS
0 requisitions disapproved
25 Requser, Ann 03/24/2016 NAPA AUTO PARTS
4 requisitions awaiting your approval
Submitted for Approval Disapproved
Requisition Number Description Submission Date Current Approver Requisition Number Description Disapprove Date Disapproved By Comment
cipal

The Approve Requisitions routine is used to approve submitted requisitions based on the different approval paths defined
for the requestor in the Approval Path Setup File.
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To approve requisitions, open the Approval menu tree and select Approve/Reject Requisitions. The listing of requisitions
to be approved or rejected is displayed.

‘ Approve/Reject Requisitions

Print Requisitions
Search :& ﬁ' Requestor:  (All) = | Building Name: [All) ~  Approval Path:  (All) -
Drag a column header here to group by that column.
@' Req Mumber Reguestor Req Date Vendor Name Building Name Approval Path Approval Level  Approval Status Comment Account Req Total
11 Requser, John 04/09/2014 ABC SPORTS & FITME.. | ADMINISTRATIVE CE.. | Middle School Approval 1 Pending Approval Please approve melll | A1010438110000 14400
12 Requser, John 04/09/2014 ABC SPORTS & FITNE.. MIDDLE SCHOOL #70  Middle School Approval 1 Pending Approval Please approve me!! A10104%0110000 19998
24 Requser, John 01/22/2016 MAPA AUTO PARTS TRAMSPORTATION Middle School Approval 1 Pending Approval A1040479110000 33655
25 Requser, Ann 01/22/2016 NAPA AUTO PARTS MAINTENANCE BUIL.. Middle School Approval 1 Pending Approval A1621200440000 35342

The Approve/Reject Requisitions screen displays those requisitions that are in a ‘Pending Approval’ or ‘Approval in
Process’ status for the logged in user. The information in the list includes and can be sorted in any of the following ways:

requisition number, requestor, requisition date, vendor name, building name, approval path, approval level, approval
status, comment, account code, or requisition total.

Use the Approve/Reject Requisition routine to update, approve, disapprove, or print those requisitions that are currently
pending approval.
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Finance Manager nVision Requisition Approval

Previewing/Printing the Requisition
nVision allows you to preview and then print a copy of one selected requisition at a time.

1. From the Approve/Reject Requisitions listing window, highlight the appropriate requisition.

Approve/Reject Requisitions
Print Requisitions
Search~ M m * Requestor. (Al ¥ | Building Name: (Al * | Approval Path: (Al /\ i
Drag a column header here to group by that column,
@ Req Number | Requestor Req Date Vendor Name Building Name Approval Path Approval Level  Approval Status. Comment Account Req Total
i Requser, Diane 08/03/2015 ABC g MIDDLE SCHOOL #70 Middle Under1K 1 Pending Approval A2020500660000 0091
2 Requser, Diane 08/03/2015 ACADEMIC BOOK SE.. MIDDLE SCHOOL#70 | Middle School Approval Under 1€ | 1 Pending Approval A2110500661600 62820
] Requser, Diane 08/03/2015 ADVANTAGE SPORT..  MIDDLE SCHOOL#70 | Middle Schaol Approval Under 1K | 1 Pending Approval A2110500661500 26289

Click | Print Reauisitions |

REQUISITION Demo CSD R Q#24

10 SCHOOL WAY B —
NEW YORK, NY 14444 pooRs
PHONE #

REQUESTOR Requeer, Joim

Oxdex To: | [ Ship To: )
HAD A ATTTO DARTS TEAHEP ORTATIOH
130 DAEL AND AVE DEMO CENTRAL SCHOOLS
GLOVERSVILLE, HY 12073 10 DEMOWAY
NEW YORE, Y 10052
[Bid: 012216
Order Quantily | Desaipiion Unit Cost | Discoum |  Shipping Chare | Extended Codl
200 E& TANE CHECE VALVE 16.000 000 (0] 3200
200SET  |BRAEESHOE BOXSET INCLUDING HARDWARE- 49040 000 000 9808
EATON- 4724
100E& ALTERNATOR, 185 AMP - CAT/MERC - 120-067-0008 21030 000 000 2103
SO0 EA FUEL FILTER - HAP 4, OR HASTINGS - HO SUBSTITUTES 11010 000 000 5505
-3585
400 E& OIL FILTER - HADA OR HASTINGE - HO SUBSTITUTES - 4.140 000 000 1656
1553
100E& MOTOR FAH - 12V- BSM 203307 36050 000 000 3605
100E& FUEL TRANSFER PUME - 3036316 76880 000 000 682
ADDITIONAL SHIPPIHG 000 000
TOTAL $336.55
Code PO Atnound Code PO Amound
1040470110000 336.55
Tage lofl
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2. Use the Print options in the toolbar at the top of the window to print the requisition.

Reviewing the Requisition Detail Record
1. Double-click on a record in the Approve/Reject Requisitions listing to view the requisition detail.

r[ﬂ Dermo CSD - Requisition - 24 = i e
Eile Edit View Help
& Update | s Approve K@ Disapprove | [&] Save |&| Save and Close H 4 » M @ Search- 34 -
Reguisition
Reg Mumber: Transaction Date:
Wendor |D: P 8 Req Source:
Vendor Name: Bid Number: h
Description: 1 Ship To Building

Ship To Contact:
Reguestor: Req Amaount:

Approval Path: Approval Status:

Reguisition Detail

&ddre.sses Requisition ltems | Agcount Distribution | Shipping Distribution | File Attachments | Requisition History

Feg Address Ship To Address

2. Click each folder — Addresses, Requisition Items, Account Distribution, Shipping Distribution, File
Attachments, Requisition History — and review information as needed.

3. Update, Approve, or Disapprove the selected requisition by choosing the appropriate option in the
maintenance toolbar.
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Updating a Requisition
1. Highlight the appropriate requisition record in the listing or double-click on a record to view the requisition detail.

2. Enter Update mode. The requisition detail record displays.

g7 Demo csD - Requisition - 24 [E=NE)
File Edit Miew Help
# Update | s Approve &3 Disapprove | [@ Save [H SaveandClose (@ | M 4 B M | @ Search 4
Reguisition
Reg Mumber: 24 Transaction Date: | 01/22/2016 IZI
Wendor |D: 177 P )@ Req Source:
Vendor Name: | NAPA AUTO PARTS Bid Number: ]
Description: Ship To Building | TRANSPORTATION =]
Ship To Contact; | “William Decker El

Requestor: Reg Amount: 336.55

Approval Path: Approval Status: Pending Approval

Reguisition Detail

Addresses | Requisition ltems | Account Distribution | Shipping Distribution | File Attachments | Reguisition History

Reg Address Ship To Address
130 QAKLAND AVE [+]
GLOVERSVI | |NY  [+] |12078 us  []

he — — = — p— —— p—

3. Update the requisition information as needed.

4. Click each folder — Addresses, Requisition Items, Account Distribution, Shipping Distribution, File
Attachments — and update information as needed. Refer to the topic titled Requisitioning Entry and Printing for
field definitions and instructions on updating a requisition.

NOTE: If the Req Source is from a Bid, the Bid Number and Requestor are displayed and cannot be updated.

5. Save the record.

Click the Requisition History tab to view the transactions for this requisition. The screen provides a quick analysis of the
requisition entry, submission, and approval dates/times, along with the name of the user who performed each action and
the current requisition status.
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[74 Demo CSD - Req [

File Edit Miew Help

& Update | 5 Approve U2 Disapprove | o] Save [d] SaveandClose | &) | H 4 b M | @ Search- 34 -

Reguisition
Reg Mumber: | 24 | Transaction Date: |~ 222075 E|
Vendor |D: | nn - Iﬁ” Req Source: |E‘iC IE“
Vendor Name: | NAPA AUTO PARTS | Bid Number: 012216 @)
Description: V'] ShipToBulding: | TRANSPORTATION [~]

Ship To Contact: | ~/77=" -] |

Requestor: | Requser. John IE" Req Amount; | 2'3555'
Approval Path: |Mi::|s School Approva IZH Approval Status: | Approval In Process |

Reguisition Detail

Addresses | Reaisition tems | Account Distribution | Shipping Distribution | File Attschments| Beauisition History |

User Action Status Level |[Comment Date
Support, FM Entered Mot Submitted 01/22/2016 1041 &AM
Support, FM Submitted Pending Approval 1 03/24/2016 09:13 AM
Principal, Alan Approved Approval In Process 2 Approved Requisition 03/24/2016 10:01 AM
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Approving Requisitions
nVision Requisitioning allows the user to approve each individual requisition or multiple requisitions at one time.

1. From the Approve/Reject Requisitions listing, highlight the appropriate requisition record(s). Multiple requisitions
may be selected by clicking a record in the listing, then holding the Shift key down and clicking the last record in
the consecutive range of requisitions OR by clicking a record in the listing, then holding the Ctrl key down and
clicking the next record in the nonconsecutive range of requisitions.

s Window Help

a Q7 gr:dz:eReccrd"E Disapprove Record | [ ColumnChooser @§ Refrsh | - 4 b M
Id Requisitioning Dashboard xAE;-‘«uprc-ra‘RejectRequisihcns x

‘ Approve/Reject Requisitfoﬁps

Print Requisitions

Search ~ B M | Requestor (Al | Building Name: (Al ~  Approval Path:  (All -

Drag 3 column header here to gfoup by that column.

] ReqNumber * Requesto Req Date Vendor Name Building Name Approval Path Approval Level | Approval Status Comment

Account Req Total
11 Requser, lohn 04/09/2014 ABC SPORTS & FITME.. | ADMIMISTRATIVE CE.. | Middle School Approval 1 Pending Approval Please approve mell! A1010438110000 14400
12 Requser, lohn 04/09/2014 ABC SPORTS & FITME.. | MIDDLE SCHOOL #70 | Middle School Approval 1 Pending Approval Please approve mel A1010490110000 199.98
24 Requser, John 01/22/2016 NAPA AUTO PARTS TRANSPORTATION Middle School Approval 1 Pending Approval A1040479110000 33655
25 Requser, Ann 01/22/2016 MNAPA AUTO PARTS MAINTEMANCE BUIL.. | Middle School Approval 1 Pending Approval A1621200440000 35342
i’z Approve Record
Click in the toolbar. The Approve Requisition — Transaction Comment record displays.

OR

From the Requisition detail window,

[2d Demo CSD - Requisition - 11 [E=REE

File Edit View Help

# Update | s Approve] 3 Disapprove | [ Save [ Saveand Close H 4 b M| @ Search-~ & -

Requisition
Reg Number: Transaction Date:
Vendor |D: P (@8 Reg Source:
Vendor Name: Bid Number: i
Description v Ship To Building:
Ship To Contact:
Requestor: Req Amount:
Approval Path: Approval Status:

Requisition Detail

E&ddressesg Reguisition ltems | Account Distribution | Shipping Distribution | File Attachments | Reguisition History

Req Address Ship To Address

%
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Finance Manager nVision Requisition Approval

s Approve
click . The Approve Requisition — Transaction Comment record displays.

2. Use this window to enter any necessary comments for the approval process.
ol Demo CSD - Transaction Comment m

Approve Requisition

Please enter comment(s) to be used in approving Requisition(s).

Transactions to process:

Requisition MNa. Comment
12 Approved Requisition
k24 Approved Requisition

oK) (G ]

L

Type a comment (informational only) for each requisition as needed. Click OK.

3. The following confirmation is displayed.

Approve/Reject Requisitions

h Are you sure you want to approve the selected itermis)?

e -

Click Yes to approve the requisition.
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Please note: nVision Requisitioning will check to ensure that there are still sufficient funds in the account to
accommodate the requisition. If there are NOT sufficient funds, an error message displays indicating so and a
different account code with sufficient funds must be selected in order to approve, otherwise the requisition will
need to be disapproved. If required, the budget transfer routine in nVision Accounting can be used to transfer
funds to cover the requisition, and this would then enable the approver to approve the requisition. If there are
sufficient funds, once the requisition is approved it is removed from this approver’s listing and is sent to the next
approver for approval. At this point, the record is also removed from the requestor’s listing in the Enter
Requisitions routine.

Once approved, the requisition moves along the approval path to the next approver. Once the final approver in the path
has approved the requisition, the requisition can be converted to a purchase order.

€) FINANCE MANAGER



Disapproving Requisitions

nVision Requisitioning allows the user to disapprove an individual requisition or selected multiple requisitions at one time.
Upon disapproval, the requisition is returned to the original requestor.

1. From the Approve/Reject Requisitions listing, highlight the appropriate requisition record(s) to disapprove.
Multiple requisitions may be selected by clicking a record in the listing, then holding the Shift key down and
clicking the last record in the consecutive range of requisitions OR by clicking a record in the listing, then holding
the Ctrl key down and clicking the next record in the nonconsecutive range of requisitions.

[ Requisitioning Dashboard X m;\pprﬂ.’aﬂe}ed{ﬁequismons x

a @ : / UpdateRecord (3 Approve Record | &2 Disapprove Record | (] Column Chooser @ Refresh | 4 4 b W .

|ApprovelReject Requisitions. f \
[ l Print Requisitions
Search v 8 8 - | Requestor: (Al v | Building Name:  (All) =  Approval Path:  (All) -
Drag a column header here to group by that column.
@1 Req Number Reguestor Reg Date Vendor Name Building Name Approval Path Approval Level |Approval Status Comment Account Req Total
11 Reguser, John 04/08/2014 ABC SPORTS & FITNE.. ADMIMISTRATIVE CE.. Middle School Approval 1 Pending Approval Please approve me!!!  A1010438110000 144.00
5 Reguser, Ann 01,22/2016 NAPA AUTO PARTS MAINTENANCE BUIL.. | Middle School Approval 1 Pending Approval A1621200440000 35342

U2 Disappove Record

Click
displays.

OR

From the Requisition detail window,

in the toolbar. The Disapprove Requisition — Transaction Comment window

[24 Demo €SD - Requisition - 11

File Edit View Help
# Update | ¢y Approve |53 Disapprove | [l Save [o Saveand Close M
Requisition

Reg Mumber:
Vendor ID:

Vendor Name:

B

Description:

Reguestor:

Approval Path:

Reguisition Detail

Search =

1 F M &

Transaction Date:
Req Source:
Bid Mumber:
Ship To Building:
Ship To Contact:

Req Amount:

Approval Status:

Addresses || Requisition ltems | Agcount Distribution | Shipping Distribution

File Attachments | Reguigition History

Req Address

Ship To Address
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U2 Disapprove
click . The Disapprove Requisition — Transaction Comment window displays.

2. Use this window to enter any necessary comments for the disapproval.

-

ol Demo CSD - Transaction Comment Ii‘éj

Disapprove Requisition

Please enter comment(s) to be used in disapproving Requisition(s).

Transactions to process:

Requisition Mo. Comment

[ﬁ - Requestor needs to add more items to this requisition

0K || cancel

Type a comment (informational only) for each disapproved requisition as needed. Click OK.

3. The following confirmation will appear.

i B
Demo CSD - Requisition - 11 M

l L Areyou sure you want to disapprove this item?

Click Yes to disapprove the requisition.

The requisition will be disapproved and returned back to the original requestor. The requestor is able to see the
disapproved requisition in the Disapproved area on the Requisitioning Dashboard. The disapproved requisition is
highlighted in red on the Enter Requisitions window. The requestor can then make changes to the disapproved
requisition and resubmit for approval via the Enter Requisitions window.
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Print Requisitions

To preview and/or generate a printout of the requisition(s) that either you entered or that were entered by other
requestors whose requisitions you approve, you may do so through the Print Requisitions routine. This routine prints any
requisition regardless of the current status. You can choose to print one or multiple requisitions based on all or a selected
approval path, building, and/or requestor. Only one requisition at a time can be previewed.

To Print Requisitions

1.

3.

Open the Requisitioning menu tree and click the Print Requisitions option. The Print Requisitions window
displays.

.
[ Dermo CSD - Print Requisition (L5 [
Print Requisition —_——
=
Search ~ ,‘!ﬁ ﬁ ~ | Approval Path: (All) *  Building Name:  [All) = | Requestor:  (All) * | Converted: Mo hd

Requisition Number

Vendor Name

ABC SPORTS & FITMESS
ABC SPORTS & FITNESS
ABC SPORTS & FITMESS
ABC SCHOOL SUP.

ABC SPORTS & FITMESS
ABC SPORTS & FITNESS
ABC SCHOOL SUP.
MAPA AUTO PARTS
ABC SCHOOL SUP.

Building Mame

MIDDLE SCHOOL #70
ADMIMISTRATIVE CENTER
MIDDLE SCHOOL #70
ELEM SCHOOL #66
ADMIMISTRATIVE CENTER
MIDDLE SCHOOL #70
ELEM SCHOOL #66
MAINTEMAMCE BUILDING
HIGH SCHOOL £#77

Requestor
Requser, lohn
Requser, lohn
Requser, John
Requser, John
Requser, John
Requser, John
Requser, John
Requser, Ann

Requser, Bob

Description
Football Equipment For Varsity...
Baseball Bag For Varsity Team

Basketball Ball Rack for Middle 5...

Glue

Baseball Bag For Varsity Team

Basketball Ball Rack for Middle 5...

Glue

PO Total | Approval Path
14400 Middle 5chaol Ap...
14400 Middle 5chaol Ap...
19958 Mliddle 5chool Ap...

1476 Middle School Ap...
14400 Middle School Ap...
199.98 | Middle School Ap...

1476 Middle School Ap...
35342 Middle School Ap..

2500 Middle School Ap...

Print Te
0n Wifmde141720dn QA

Prirt Progress

- | [ Preview

The window displays summarized requisition information — requisition number, vendor name, building, requestor,
description, PO total, and approval path. Use this window to select the requisition(s) to be previewed or printed.

Use the filters at the top of the window to restrict the listing to requisitions linked to a selected approval path,
building, or requestor. You can also choose to print only requisitions that were converted to a purchase order by
changing the Converted filter to Yes.

To print a requisition(s), highlight the requisition(s) to print. Hold down the Ctrl key and click with the mouse to
highlight nonconsecutive requisitions. Hold down the Shift key and click with the mouse to highlight consecutive
requisitions. Using the drop-down, select the printer to which documents are to be printed. You may also

Print
choose to save the file as a .pdf file. Click
.pdf file.

to print the requisition to the selected printer or to a
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Finance Manager nVision Requisition Approval

Preview
4. To preview a requisition, highlight the requisition. Click to open the report viewer.
[ Report Vi
24n oo = mE »n B05 5 [re Q)
REQUISITION Demo CSD RQ#25
10 SCHOOL WAY RERDATE  rzzan
NEW YORK, NY 14444 o
e
T e
Order To: | [ Ship To:
NAPA AUTOPARTS ‘ MADTENANCE BUILDING
Pt iRy
SRR L o
DEMOVILLE, NY 11111
e otzme ]
[ Tait Cosl|_Bicrus ippi Extendel Cor
e = o
T
U . I -
gl e e E I
SR e e b £ I
EmTETm,
pim emmmem .
— = — — S
e m—— T —
i -

If desired, click the Print Report button at the top right-hand side of the toolbar. Select the printer to which the
requisition is to be printed. When you are finished close the report viewer.

If the requisition originated from a Bid, the bid number is displayed beneath the section labeled Order To and the vendor
item reference number is displayed in the section labeled Description.

If the requisition Source is flagged as State Contract, the State Contract # and Description are displayed beneath the
section labeled Order To.
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Remove Requisition

This routine provides a way to permanently remove requisitions linked to users who may no longer work for your facility.
The routine is used to select any requisition in an Unsubmitted, Pending Approval, Approval in Process, Disapproved, or
Approved status and delete the requisition(s) completely.

On the Approval menu, click Remove Requisition. The Remove Requisition window displays.

Ei Demo CSD - Remove Requisition

Remove Requisition
Please select Requisition(s) that you wish to remove and press <Remove =,
M 4 b M| Search- ,}ﬁ ﬂ' Vendor Name:  (All) ~ | Building: [All) | User: (Al -
A Req Mum Req Date Vendor Name Building Current Owner Status Req Total| &
» 10/18/2013 ABC SPORTS & FITMESS MIDDLE SCHOOL #70 Requser, John Disapproved 144.00
11 04/09/2014 ABC SPORTS & FITMESS ADMIMISTRATIVE CEMTER Requser, lohn Disapproved 144.00
12 04/09/2014 ABC SPORTS & FITMESS MIDDLE SCHOOL #70 Purchasing Official, Jane Approved 199.98
13 04/09/2014 ABC SCHOOL SUP, ELEM SCHOOL #66 Requser, lohn Mot Submitted 1476
14 04/09/2014 ABC SPORTS & FITMESS ADMIMISTRATIVE CENTER Requser, John Mot Submitted 14400 (=
15 04/09/2014 ABC SPORTS & FITMESS MIDDLE SCHOOL #70 Requser, lohn Mot Submitted 199.98
16 04/08/2014 ABC SCHOOL SUP. ELEM SCHOOL #66 Requser, lahn Mot Submitted 1476
20 10/06/2014 ADAMS BOOK COINC ADMINISTRATIVE CENTER Approver, Lori Mot Submitted 67.95
21 08/03/2015 ABC SCHOOL SUP. MIDDLE SCHOOL #70 Approver, Lori Pending Approval 20051
22 08/03/2015 ACADEMIC BOOK SERVICE INC MIDDLE SCHOOL #70 Approver, Lori Pending Approval 628.20|—
23 08/03/2015 ADVAMNTAGE SPORT & FITMESS MIDDLE SCHOOL #70 Approver, Lori Pending Approval 26259
25 01/22/2016 MNAPA AUTO PARTS MAINTEMAMCE BUILDIMNG Purchasing Official, Jane Approval In Process 35342
26 04/11/2016 ABEKA BOOK, INCORPORATED ADMIMISTRATIVE CEMTER Approver, Lori Pending Approval 173.85
27 04/13/2016 ABC SCHOOL SUP, ADMIMISTRATIVE CENTER Approver, Frank A Approved 1049 «
Select All
Close

This window displays the requisition number, requisition date, vendor name, building, current owner, current status, and
requisition total dollar amount.

To view the requisition, highlight the appropriate requisition and click the lookup button 4 that displays to the right of

the line indicator * . The requisition detail window is displayed. The requisition detail is broken out into 6 parts:
Requisition Address, Requisition Line Items, Account Distribution, Shipping Distribution, File Attachments, and Requisition
History. The Requisition History folder shows the Actions and Status history for the requisition. Click on the folders to
review the information before removing requisitions.

Remove Requisition
This option is used to remove or delete a selected requisition(s).

1. Highlight a requisition in the listing window. Select more than one requisition by using the mouse and Shift or
Control key. Check the Select All box to select all requisitions in the listing window.

R
2. Click ﬂl. Confirm that you wish to delete the selected requisition(s).
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Finance Manager

-
Demo C5D - Remove Requisition

=

:I Are you sure you want to permanently remove 2 requisition(s)?

ve ||

Mo

Click Yes to delete the requisition(s). Otherwise, click No.

-

Deme C5D - Remove Reguisition

S

:I 2 Requisition(s) were successfully remaowved.

oK

e

nVision Requisition Approval

Click OK on the message window that indicates that the requisitions were successfully removed.
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Finance Manager nVision Requisition Approval

Convert Requisition to PO

The Convert Requisition to PO routine is used to choose an open schedule on which you wish to place selected
requisitions that have final approval. The requisitions can then be converted into purchase orders.

When you first access the routine, the Convert Requisition to Purchase Order window displays.

W - Jiiemn (5D - Lot e R e hse LITieh yF = @ul

Convert Requisition to Purchase Order t'aj

This report will allow the user to select the Requisitions that could be converted to Purchase Orders from a schedule

and do so.

[ <iione Selecieds 7| || || o New Schedule |

H 4 B+ M | Search~ & 8 - |4 Refresh
Requisition Mumber Date Vendor Creator Building

[] Select Al Convert || Close

You may place converted POs on an existing schedule or choose to add a new purchase order schedule, provided that
you have permissions to do so.

n FINANCE MANAGER
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Step 1: Choose an existing computer purchase order schedule or add a new schedule

Choosing an Existing Schedule
1. To select an existing schedule in which to add purchase orders, use the drop-down arrow in the Schedule field

S Schede ALl x that displays at the top of the Convert Requisition to PO listing.

The Schedule Selection window displays.

M4 4 Bk M| Search~- & 8 - | Status:  Open -
Schedule Mame Start Date End Date Mixed Funds | Status
S A-10 POs March 2012 03/01/2012  03/31/2012 v Open
A-5 PO's Feb 2012 02/01/2012 02/01/2012 J Open
| ok || cancel

2. Highlight the appropriate schedule record in the listing and click OK. nVision Requisitioning returns the Convert
Requisition PO listing, with the selected schedule displayed at the top of the window and a listing of any
requisitions that could be converted to purchase orders.
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Adding a New Schedule

1.

Click ik New Schedule that displays at the top right-hand side of the Convert Requisition to PO listing window.
The New Transaction Schedule window displays. This window is used to create and maintain the open schedules
used to record the computer POs.

:_fj Transaction Schedule - New Transaction Schedule [ — ﬂhJ
File Edit Wiew Help
gk New # Update 53 Copy | [ Save [dl SaveandClose | & | X | H 4 b M | [l Refresh

Transaction Schedule

Schedule Mumber: | (New - Mot Saved) Start Date: 040152012 |Z|
Schedule Type: End Date: 04/30r2012 |z|
Description: POs April 2012 2 Fund: A [=]

Mixed Funds:

Transaction Schedule Details

Custom Fields
4 4 B M | Search~- &, -

Field Name Value

Use grid to update
value(s).

Enter all appropriate information regarding the schedule.

Schedule Number - When adding a new schedule, nVision assigns the next sequential number for the fund and
fiscal year. You cannot modify the default number. The schedule type and number displays on transaction
reports in Accounting and on the Computer PO.

Schedule Type - When adding a new schedule, this field defaults to Purchase Order and is not modifiable.

Description - (REQUIRED) When adding a new schedule, this field defaults to” Purchase Order”. You can
change the default value as needed to further identify the contents of the schedule (i.e., January Computer
Purchase Orders). Entering a meaningful description will help you identify the contents of the schedule when
running reports.

Start Date/End Date - (REQUIRED) When adding a new schedule, this field defaults to the current month.
You can change the default dates as needed by typing in the appropriate dates or using the drop-down arrows to
choose the dates from the on-line calendar. The Date Range could be for a specific day(s), month(s), or fiscal
year. The Start and End Dates MUST be in the same fiscal year.
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Fund — (REQUIRED) Use the drop-down to enter the code that identifies the particular fund associated with this
schedule. Fund Codes are defined in the Fund Setup File. Use the drop-down to display and choose from a
listing of valid fund codes.

Mixed Funds - This field indicates whether accounts from different funds are allowed on the schedule. When
adding a new schedule, this field defaults to being unchecked (no mixed funds for this schedule). Leave the box
unchecked if only account numbers associated with the specified fund are allowed on this schedule. Place a
check in the box if account numbers from different funds are allowed on this schedule. NOTE: When entering
detail for each accounting entry on the schedule, nVision checks this field. If the Mix Funds flag is unchecked and
you try to add an account number that is not associated with the specified fund, a warning message is displayed.

2. Save the record.

3. Close the New Transaction Schedule window. The new schedule number displays at the top of the Convert
Requisition to Purchase Order window.

Step 2: Choose the Requisitions to be Converted to Computer POs

4. After selecting the schedule, you can proceed to convert requisitions into POs on the selected schedule. nVision
displays a list of requisitions that could be converted to POs. The listing contains those requisitions whose dates
coincide with the date range of the schedule. NOTE: The date of the requisition must fall within the date range
of the selected purchase order schedule. For example, you cannot add a November requisition to a schedule
with an October date range.

E Demo C5D - Convert Requisition to Purchase Order m

Convert Requisition to Purchase Order 'ﬁ
This report will allow the user to select the Requisitions that could be converted to Purchase Orders from a schedule t»

and do so.

4 Schedule: A-7 ~i| |March 2016 Regs to POs 3N/2016 - 33172016 o New Schedule

M 4 P M | Search~ B4 88 - 9] Refresh

Requisition Mumber Date Vendor Creator Building

J‘\ 24 01/22/2016 MAPA AUTO PARTS Requser, John TRAMSPORTATION

[T Select Al

Highlight the requisition(s) that you want to convert. Hold down the Ctrl key and click with the mouse to
highlight nonconsecutive requisitions. Hold down the Shift key and click with the mouse to highlight consecutive
requisitions. Check the Select All box if you want to convert all the requisitions displayed in the listing.
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5. cia [ Gt ]

-

Demeo C5D - Convert Requisition to Purchase Order

Yes | ’ Mo L

b

Choose Yes to convert the requisitions to purchase orders. Once you process the requisition conversion, the
requisition is removed from the listing and can be seen in nVision Accounting on the selected schedule in the

Computer Purchase Order routine.

‘ Computer PO
[ Sohodl A7 71| [March 2016 Regs to P 2016332016
Search+ B | Buiding: (A1) | Ship To Contact: ANl v
Drag a column header here to greup by that column,
ﬁl" PO Mumber Vendor ID Vendor Name PO Date Ship To Contact Building Requisition Mumber PO Total
14 umn MNAPA AUTO PARTS 03/01/2016 TRANSPORTATION 24 33655

Refreshing the Window

The Refresh button on the Convert Requisition to PO window is used to refresh the requisition listing with new
information. If additional requisitions had been approved after you opened the Convert Requisition to PO window, click

#] Refresh

orders without the need to exit this routine.

ﬂ FINANCE MANAGER

to have nVision refresh the window with those requisitions that are ready to be converted to purchase
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