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	Instructions
	Details and Screenshots

	Home page:
· In the Global Search Bar type Create Requisition.
· Click on the Create Requisition task.
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	· Confirm that the company code will match at least one FAO you intend to use on the requisition.
· If you are doing the request on behalf of someone else, remove your name and type their name.
· Confirm or search for the correct Ship to address.
· Add the appropriate commodity.  Services for Software and Capital for Equipment.
· Type the appropriate FAO in the Additional Worktags field.  You can change or adjust them at checkout.
· When you have filled in all the fields, Click <OK>.
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	· Select Request Non-Catalog Items option.
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	 Request Non-Catalog Items:

When creating a requisition for 
Software Maintenance
 you will use the  Service Non-Catalog Request Type 
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*The request type will default to Goods, so be sure to change the selection to Request Service.


	Service Line Details:
Remember to switch Non-Catalog Request Type to “Request Service”

· Description – Provide the agreement details. Software License for XXXXX

· Spend Category

· Supplier – Supplier Name.

· Start Date – Beginning date of agreement/contract.

· End Date – Anticipated end of agreement/contract.

· Extended Amount – Dollar value of agreement/contract

· Memo – This is up to the individual Requestor.

· Add to Cart – It will show item has been added to cart (upper right of page).
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	Checkout:

Now you will have one item in your cart and you are ready to Checkout.

· Click on the <Cart>.





A window will appear with the items you have added.

· Click <Checkout>
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	Checkout:
This is the Final Review before you Submit. Here you will verify that the Following information is correct.

· Shipping Address – Make sure you have entered a valid address.

· Requisition Information – Here you can add a Memo to Suppliers or an Internal Memo (suppliers will not have visibility, but approvers will see comments).

· Goods – You can alter any information to the Goods Line.

· Services – You can alter any information to the Service line.

· Attachments – You will need to add an attachment(s) to this requisition. This could include an agreement, proposal or contract.  If the transaction is $25,000 or greater a Supplier Price Justification Conflict Information Form (SPJCI) is required.
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	Checkout:
Attachments – Are added by clicking the arrow next to the word “Attachments” under the lines.  
Choose “Select files”.
Locate the files on your computer that need to be added and Double Click to upload. Use the “Upload” button to add additional documents if needed.
After adding attachments you can click  Submit
 or 
Save for Later if you need to come back to the requisition.
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	Complete Questionnaire:
· If you have no errors you will be prompted to complete a short questionnaire. 

 Click on the Complete Questionnaire button.
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	Instructions
	Details and Screenshots

	· Answer the questions and click Submit when finished.

· You will see a message telling you that you have submitted the questionnaire. 

 Your requisition will tell you who is up next for approvals.
	[image: ][image: ]



QRG UR Procurement – Create Return v1.0 		Visit www.rochester.edu/urprocurement					1

image4.png
Request Non-Catalog Items

Company 010 Central Administration

Reauisiton Currency % | X USD :

Non-Catalog Request Type

") Request Goods

@ Request Service.

Service Request Details

Description %





image5.png
Request Non-Catalog ltems

e G 3]

Non-Catalog Request Type

Request Goods

O Fequestsenvs

Service Request Details

Descripton % | Software License for Smartshest

SpendCatagory % Software Liosnss Fase

(scs2500)
surpler X Smarisheetins - =
SupplrContact =
swnome x| 03/01/2020
Edome x| 0a/30/2021

Extended Amount | 550000

Memo, [





image6.png
My Cart View Cart

®

Quantiy: 1 $5600.00

Software License for Smartsheet

S oonw




image7.png
v

v

v

v

v

Shipping Address
Requisition Information
Goods

Services

Attachments ®




image8.png
v Attachments

Activity (0)

° Type @" o1ag someane.

Always select;Save for,

aveforLater,

(Laterifyyou,

need to, stop,working,on a requlsmon

Drop files here

Select files

Save for Later

Continue Shopping





image9.png
You have submitted
n: REQD0015992, Requester: Jill Brock, Date:

Complete Questionnaire
Due Date 02/13/2020

and Process




image10.png
Complete Questionnaire

‘Preliminary Questionnaire v 20200115' for Requisition: REQ0001

Prefiminary Questonnaire v 20200115

If you are uncertain as to how to answer these questions, please reac
For details o the Consultant/Independent Contractor question, please click here.
For details for the Conflict of Interest question, please click here.

For details for the Lease questi

 please click here.

Tris is NOT a purchase with a ConsultantIndependert Contractor supplier.(Reauied)

Agree. This is NOT a purchase with a Consuitant/Independen Contractor supplier

Disagree - Please complete and attach the 4 attachments per the policy: 1) Inftial Asse

There is NO conflct of inerest per the University’ polcies with respect tothis expenditure. (Reduire

Agree. There is NO conflict of nterest.

Disagree. There is a conflic of interest. You will be asked to explain how the conflict of

The Suppiir/Payee does not have access to Protected Heath Informtion (PHI). (Required)

Agree. The Supplier/Payee doss not have access to Protected Health Information (PH)

Supplier/Payee does have access to PHI. Respond to next question.

This questionis oy reqired fresponded the Supplier/Payee does have access to PHI. Select one

Business Associate Agresment has been obtained

Privacy Officer has determined 2 BAA is not required

ED)| s Cancel





image11.png
@ROCHESTER | (Q create requisition

You have submitted

Complete Questionnaire 'Preliminary Questionnaire v 20200115’ for Requisition: REQD0015992, Re

Process Successfully Completed

> Details and Process




image1.png
PR |Q cenerequscd M»  Type
Creste equistion 1=/ | Click

Greate Requisition Template

Create Requisition Worktags Template

Create Shared Requisition Template





image2.png
Company % x 010 Central Administration -+

Requester % x jill Brock -

Cumency * | x usD -

ShipTo % | x 44 Celebration Dr Ste 2200
Rochester, NY 14620 United
States of America

Commodity

Additional Worktag:

Choose the correct.commodity,
R U U UL,

code,and type, the, FAQ) you,wish
\to,use. \You can set; upﬁpllts at;

Checkout, if, required.

Click;OKywhen

done.

Y





image3.png
v Select an Option

Request Non-Catalog Items

Use for non-catalog requisitions for goods or services. Replaces the 312 Requisition form.




