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Introduction to Purchasing in ARC

This is the Introduction to Purchasing in ARC course within the Purchasing curriculum. If you
need a reminder on how to navigate through this course using ARC's Web Based System Training
Tool, click here for a quick reference guide.

Purchasing

Introduction to

Purchasmg After completing the Introduction to Purchasing
in ARC course, you will be able to:
1.5 hours = Describe the end to end Purchasing lifecycle and
identify the primary changes resulting from the
( \ implementation of FIN ERP
1. Purchasing = Describe the benefits of FIN ERP's new tools and
Overview — procedures for Purchasing
20 minutes ) * Define key Purchasing terms and relate them to
2. Purchasing terms in legacy systems
|| Roles and = Define roles and responsibilitiesin the Purchasing
Responsibilities Process in the new FIN ERP solution
R 15 minutes = Describe the integration between Purchasing and FIN
3. Purchasing ERP's other PeopleSoft modules
Module System | | = Describe the integration between Purchasing and
Integration OnBase
10 minues 4. Use Inquiry = Describe the integration between Purchasing and
Pages to Monitor InfoEd
— Purchasing = Use Inquiry pages to search for and report on

5. Reporting Transactions transactional data throughout the purchasing lifecycle

Overviewfor || \ 15 minutes / Viewand describe the scope of reports available to
Purchasing support the Purchasing processes

15 minutes

6. Check Your
=  Understanding
10 minutes

-/
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Purchasing Overview

This is the Purchasing Overview lesson of the Introduction to Purchasing in ARC course. Upon
completion of this lesson, you will be able to:

o Describe the end-to-end Purchasing business process and highlight key changes from
current (legacy) state to the future state at go-live

e Review the benefits of ARC's new Purchasing module and processes

o Identify the roles involved in the new ARC Purchasing processes and understand the key
Purchasing activities performed by each of these roles

Estimated time needed to complete lesson: 20 Minutes
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Purchasing Curriculum

The Introduction to Purchasing in ARC course will provide an overview of the core components
that comprise the Purchasing module in ARC. In addition, the course will provide key navigation
basics within the Purchasing module. The components within the Purchasing module in ARC are
as follows:

Vendor Procurement Procurement Receivin Procurement
Management* Processing Approvals g Contracts

Related ARC Training Courses:

« Vendor Validation * Requisitions, + Managing + Managing
and Approval in Purchase Orders, and Procurement * Receiving in ARC Procurement
Vendor Management Change Orders Approvals Contracts

*Vendor Management occurs outside of the Purchasing module in ARC; however, vendors play a
key role in many of the Purchasing processes.

For additional detail and demonstrations regarding the components, you may access the related
ARC training courses above via the CourseWorks training repository.

Page 5



Training Guide m
Introduction to Purchasing in ARC

Overall Role of Purchasing and ARC

This is the Overall Role of Purchasing and ARC lesson in the Introduction to Purchasing in ARC
course. Purchasing in ARC is comprised of the ePro and PO modules, as well as integration with
the Electronic Document Management (EDM) system and provides the following key
functionality:

Robust data capture for requisitions, particularly at the line item level

Detailed transaction workflow within and across departments and Central Purchasing

Encumbrance management functionality through Commitment Control

Dispatching of purchase orders and associated documents to vendors

Integration with Accounts Payable through PO vouchers, Goods Receiving and system-

based matching

o Improved visibility into available University-wide Purchasing Agreements to source
needs and simplify the purchase order process

o Direct access to data on purchasing transactions and integrated reporting on purchasing

transactions and the full procurement transaction lifecycle

Upon completion, you will be able to:

o Describe the overall role of Purchasing and ARC
o Define the roles and responsibilities of Creator/Approver/Inquirer

What is the overall role of Purchasing and ARC:

e Goods are sourced
e Orders are fulfilled
e Encumbrances make commitments to vendors
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ARC Roles and Responsibilities

ARC Roles and Responsibilities
While there are numerous specific roles that one can have in ARC, there are three fundamental
types of roles:

1. A transaction Initiator
2. A transaction Approver
3. An Inquirer

Each of these roles provides access and authority to the University’s finance system and,
therefore, come with an important set of responsibilities.

Initiator Responsibility

Someone with the authority to initiate/create and submit a transaction for approval in ARC has
several responsibilities. Broadly, these responsibilities are to provide the best stewardship to
University resources, conduct due diligence in the activities undertaken to initiate/create a
transaction and prepare it for approval, ensure effective and timely initiation of transactions in
ARC, and to be accountable for transactions that are initiated/created. Specifically, creation of a
transaction in ARC signifies:

e The transaction is correct and complete
e Any questions or concerns about the transaction were investigated and resolved or
escalated and resolved

Approver Responsibility

Someone with the authority to approve transactions in ARC has several responsibilities. Broadly,
these responsibilities are to provide the best stewardship to University resources, conduct due
diligence in the review work and related activities upon which approval is based, ensure effective
and timely management of items awaiting approval and to be accountable for the decision to
approve a transaction or reject a transaction. Specifically, approval of a transaction in ARC
signifies:

The transaction is appropriate and valid

The transaction is compliant with regard to policy and budget requirements

The transaction is correct and complete

Any questions or concerns about the transaction were investigated and resolved or
escalated and resolved

e The transaction was personally reviewed

Inquirer Responsibility

Someone with the authority to make queries and view data in ARC has several responsibilities.
Broadly, these responsibilities are to provide the best stewardship of University resources and to
be accountable for the safeguarding of information accessed in ARC. Specific responsibilities
include:

e Only viewing information that is required as part of one’s role and specific to a
transaction or request
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o Ensuring appropriate security of data whenever it is exported from the system or shared
in any manner
e Maintaining confidentiality of data and information
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Workflow Roles and Responsibilities

Within ARC, there is something called workflow. Workflow is the routing of transactions based

on pre-defined rules. Workflow also helps monitor who is responsible for completing certain
tasks.

Throughout the following course, we will use the following characters to help inform you on how
responsibilities align to roles throughout the Purchasing process life cycle:

This is Jennifer. She is a Requisitionerin the
Arts & Sciences Department. She is in charge of
creating requisitionsand change orders for

her department.

This is Brian. He works in the Arts &
Sciences Department. He is responsible for
reviewing and approving requisitionsand
change orders at the department level

This is John. He works in the Arts &
Sciences Department. He is responsible for
receiving goods.

This is Dan. He works in the Vendor Management
group in Procurement. He is responsible for
processing and approving vendors in ARC and OnBase.

This is Diane. She is in the University
Purchasing Department. She is in charge of
reviewing and approving requisitionsand
change orders.
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The following diagram displays the Purchasing Workflow for Requisitions and Change Orders.

Transaction Department Level
Entry Approvals

Based on Department and SAmount

Prior
Approvals

Based on Commodity, Account, Department, and
$SAmount

Prior

Em,sm -

Stage 1

Approval
(Sometimes True)

stage 2

Central
Purchasing
Approvals

Based on Commodity, Contracts, and $Amount

—=]

Stage 3

Based on Department and SAmount

Basad on Commodity, Account, Department, and
SAmount

Prior

=

Approval
(Sometimes True)

Stage 2

ARG

Based on Commodity, Contracts, and SAmount.
This stage is bypassed for Amount Decrease and
Financial Change Order.

—{=

Stage 3

OnBase

Note: There is a segregation of duties within the Workflow process. The system does not
allow you to create and approve the same transaction. Every transaction requires it, as well

as Change Orders.
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Requisitions, Purchase Orders, and Change Orders

The Requisitions, Purchase Orders, and Change Orders course provides an overview of
Requisitions, Purchase Orders, and Change Orders.

Creating a Requisition initiates the end-to-end Procure to Pay life cycle within ARC. A
Requisition is a formal request from a Department for a good or service. Click here
(http://policylibrary.columbia.edu/node_browser/nodes by category/term/25) to review the
Requisition policy. Requisitions are used for those purchases that cannot be made using other
means such as a Procurement Card (P-Card).

Before an order can be placed to a vendor, the new process begins with the following:

e Vendor must be validated and approved by the Vendor Management Group.

o If a University-wide Purchasing Agreement (UwPA) contract exists for this vendor, it
will be assigned automatically to the Requisition during the entry process.

o Central Purchasing is responsible for reviewing any goods orders above $500 and that do
not have a UwPA contract

Once the vendor is validated and approved, the process follows these steps:

e Approvers are responsible for making sure that proper funding and appropriate business
purpose are applied to the order

e Once the Requisition is budget checked and approved by all approvers, which includes
Central Purchasing, a Purchase Order will be auto-generated within ARC's Purchasing
module.

Any modifications to the Purchase Order follow these process steps:

e Any modification to a Purchase Order can be made using a Change Order and is initiated
by the Requisitioner

e The Change Order is then routed to the Department and Prior approvals, as applicable,
for review

e Procurement approval is not needed for a financial change order (accounting information)
or an amount decrease

e Upon approval, the Change Order is sent to the vendor

The following diagram illustrates the Requisition, Purchase Order, and Change Order process:
£ ” ARC & ARC | | ARC | ARC

‘\w | ) Budgetcheck —>{ = A L purchase Order (—>1 :“"f“cg‘;k P“';'f"“fﬁ':“' > Processe d
Requisition®* equisition Sourced urchase Order spatche (If Applicable)

Submitted

*VM = Vendor Management

** Budget Checking is also Commitment Control. A Requisition creates a pre-encumbrance.
Sourcing to a Purchase Order creates an encumbrance. This is in addition to checking a budget
line.

Benefits of the new Procurement process include:
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More integrated pre-encumbrance and encumbrance functionality with budget controls
Streamlined Requisition and VVoucher approval process

Autosourced Purchase Orders by utilizing UwPA's

Elimination of approval requirements for purchases below established thresholds
Rationalized approvals based on a set of efficiency and compliance criteria

Established appropriate security roles and access for Central areas, Department users, and
vendors
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Managing Procurement Approvals

The Managing Procurement Approvals course provides an overview of the Procurement approval
process for Requisitions, Change Orders, and Purchase Order (PO) Vouchers.

Approvals take place at different times for Requisitions, Change Orders, and VVouchers. For
department approvals, users will use the approval search pages in ARC to determine what
transactions require their approval. For Central Procurement approvals, ARC will interface with
OnBase to help manage the approval queue.

The processes below illustrate where the approval process occurs in the Requisition, Change
Order, and PO Voucher lifecycles.

Requisition Lifecycle:

Budget System
Reczﬁiﬁ:?on Check > Rg pSi';?t\;in Generates
o Requisition q PO

Change Order Lifecycle:

e —.
Create Change System Budget Approve System
Checks Change .
Order Order Change Order Dispatches PO

Purchase Order (PO) Voucher Lifecycle:

System
Create PO M:‘v:;i;npo Approve PO Budget System Posts szet;gs
Voucher Voucher Checks PO PO Voucher
Voucher Payment
Voucher
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Receiving in ARC Process
The Receiving in ARC course provides an overview of the receiving process in ARC.

Columbia University will use ARC's receiving functionality, to support the University's
Receiving Policy (click here
(http://policylibrary.columbia.edu/node_browser/nodes_by_category/term/25) to review the
policy), to record receipts for equipment, hazardous material, and restricted commaodities, i.e.,
radioactive materials. The correct accounting of these goods, along with the date the good was
received, is needed to confirm that what was ordered was received. The payment will be made to
the vendor when the goods, purchase order, and invoice(s) are received and are matched
successfully. Click here
(http://policylibrary.columbia.edu/node_browser/nodes_by_category/term/25) to review the
Receiving policy.

Note: Invoices will not be processed unless receipt of goods is recorded in ARC.

The "Requisition to Check" process is the end-to-end process that describes the request life span
of a Requisition from when the Requisition is created to when the vendor is paid. Click here
(http://policylibrary.columbia.edu/node_browser/nodes_by_category/term/25) to review the
Receiving policy. The following diagram illustrates the Requisition to Check process:

) % ARC & ARC | | ARC | ARC
i
- . By . L . N L
Vend e purchase Ordl Budget Check Purchase Order
Validated Requisition Budget Check Requisition e | | purchase order Dispatched
IV:A Created & Requisition** Approval ource
[ = = = 3
A ARC ARC | | ARC | ARC
B - Asset Tracking
| ey > —3
Receipt Data Vendor Invoice Vendor Invoice Vendor Paid
Goods EnteredOn
. Entered*** Entered 3-Way
Receive d External Form Matched

* VM = Vendor Management

** Budget Checking is also Commitment Control. A Requisition creates a pre-encumbrance.
Sourcing to a Purchase Order creates an encumbrance. This is in addition to checking a budget
line.

*** Goods information is imported from the Purchase Order onto the Receipt

**** Asset tracking data can include asset location and serial number. If there is equipment
valued over $5,000, the external form must be used.

Benefits of the new ARC receiving process are:

o Capture and validate data once at the source to eliminate unnecessary follow up and
approvals, i.e., electronically record receipt of goods

e Flow information through the system for reporting needs

o 3-way matching (Purchase Order to Receipt to Invoice) prior to making a payment for
goods such as equipment, hazardous material, and restricted commaodity purchases
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Managing Procurement Contracts

The Managing Procurement Contracts course provides an overview of managing procurement
contracts within ARC.

Procurement Contracts will be administered using ARC's Supplier Contracts module. These are
centrally managed and administered by Purchasing.

Other types of contracts by Departments are not stored in ARC such as those managed by
consultants/service providers.

Users and Departments can inquire on centrally managed contracts within ARC.

There are three types of contracts that will be entered into ARC:

1. University-wide Purchasing Agreements (UWPA'S)
2. Master Agreements
3. Department Select Agreements (DSA's)

The following diagram illustrates the Contract Creation process flow:

ARC ARC Central ARC

Central Purchasing

Purchasing Ensure Vendor Contract c?,m,_r?ﬂ
isin Entered into Vendor Entered A for
Establish into Contract Utilization on

Procurement Contracts
Contract Management Procurement

Vendor File Module System (CMS) Transactions

Benefits of the new contract process include:

Tie contract to specific Category Codes

Ability to indicate which contracts will/will not bypass Central Purchasing Workflow
Ability to track term dates (system generated term date notifications)

Ability to synchronize Vendor Contract Number in the ARC's Contracts module
Support contract compliance and policy compliance

Provide availability and transparency of available UwPA contract directly in ARC
Process tailored to School/Department needs

Improved reporting capability
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What's Changing?

Today, there are a variety of systems that help Columbia University perform the activities that
comprise Procurement modules. Tomorrow, in the future system, OnBase will continue to act as
the Electronic Document Management system and will integrate with ARC to allow users to view
documents from the applicable transactions (Requisitions, Purchase Orders, VVouchers).

OnBase will also continue to interface with ARC for Central Procurement queue management
approvals. New changes will include vendor management integration with OnBase for

new/modify vendor requests.

New changes will be the ARC integration with OnBase to upload vendors as well as an
integration with WORKS to upload P-Card transactions into ARC.

New Vendor Requests/Modifications

—
( Vendor |
Form_J

ARC <—OnBase /
7N\

E-Mail Notifications of Denials/Holds

Relevant Documentation

K
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Purchasing Roles and Responsibilities

This is the Purchasing Roles and Responsibilities lesson of the Introduction to Purchasing in
ARC course. Upon completion of this lesson, you will be able to:

o Define roles and responsibilities in the Purchasing Process in the new FIN ERP solution

Estimated time to complete lesson: 15 minutes
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Central Purchasing Roles
The following table describes the Central Purchasing roles (activities will vary by security level):

Central Purchasing Roles

New Financial System Role Description Things to Consider
Central Procurement Buyer This role is given to buyers within
Central Purchasing to make

WERE e [ EE) (7107 22 updates, view transaction actions,

T and be able to manage/fix

transactions that get stuck.
This role is given to the specific
Central Procurement Maintain all Procurement-related users within the Procurement IT
Configuration Maintainer Configuration pages. Group to maintain procurement

related configuration.
This role is given to the specific
Central Procurement Workflow  Monitor workflow related items, users within the Procurement IT

Maintainer pages, and messages. Group to maintain procurement

workflow-related configurations.

Central Requisition Approver Central Purchasing Approval Provided to Central Purchasing
(ONBASE). Buyers and such approvals will be

accomplished in OnBase.

Note: A Department user would see
the approval within Workflow as an
Approver.

Maintain Purchase Order

Sourcing processes and errors.

Ability to view sourcing

Central Sourcing Maintainer Workbench Page, fix sourcing

errors and add/update

Requisition to PO Sourcing Run

Control page.
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School/Admin Unit Purchasing Roles

The following table describes the School/Admin Unit's Purchasing roles (activities will vary by
security level):

School/Admin Unit Purchasing Roles

New Financial System Role Description

« Creates, updates, and cancels Requisitions based on
needs and requests

Creates and updates receipts

Runs budget checking process

Creates, updates, and cancels Change Orders
Creates and views the Requester’s Workbench* page

Requisition Initiator

*Note: The Requester's Workbench allows you to
analyze, approve, update, cancel, and close requisitions.

Receiver + Creates and updates Receipts

Workflow approvals will route to you based on certain:

Department Requisition Approver = Dollar Thresholds
+ ChartFields you can access

Page 20



Training Guide

m Introduction to Purchasing in ARC

Purchasing Module System Integration
This is the Purchasing Module System Integration lesson of the Introduction to Purchasing in
ARC course. Upon completion of this lesson, you will be able to:

Describe the integration between Purchasing and FIN ERP's other PeopleSoft modules in

FIN ERP
o Describe the integration between Purchasing and OnBase

o Describe the integration between Purchasing and InfoEd

Estimated time to complete lesson: 10 minutes
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Purchasing and FIN ERP Modules Integration
The Purchasing module interfaces with the modules in ARC in a variety of ways:

General Ledger Commitment Control, a subsystem of ARC’s General Ledger,
is a feature for ARC's Purchasing that enables controlling
commitments and expenditures by checking them against
predefined, authorized budgets.

eProcurement Integration between ARC’s Purchasing and eProcurement
which enables users fo create requisitions, purchase orders,
receipts, and other transactions.

Accounts Payable Integration between ARC's Purchasing and Accounts Payable
enables users to match vouchers and all purchase order and
receiver details, and to generate payments without waiting for
invoices.

Project Costing ARC’s Purchasing creates requisitions based on project
activity requests in ARC’s Project Costing and returns ordered
materials transactions to Project Costing as expensed
transactions from Accounts Payable.

The following visual represents these different integrations:

- —
PEOPLE@COLUMBIA FINANCIAL FRONT
ADVANCE (GIFTS &
ENBDWN‘!ENTS) / LABOR ACCTG ol Vendor Management
i i i i ﬂ * Budget Tool Web Form
) + Cash Module
% e e « 2T time entries, etc. ﬁ

1

v

STUDENT INFO
SYSTEM (SIS)
= G

Electronic Document

E-PRO/ PURCHASING —>

B ——d =
ARC GENERAL

— <>
LEDGER

INFO ED (GRANT PRE-

P-Card,Physician Sales &
ACCOUNTS PAYABLE Service, Staples

AWARD S/Y§T_E&
e e
SV <> W ==\ B
- MANY OTHER
EXTERNAL FEEDS

PATIENT CARE FEEDS

Commitment Control (KK
—
> KK includes budget
PROJE| OSTING checking &
MANY OTHER encumbrance
EXTERNAL FEEDS management
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Purchasing and OnBase Integration
The integration between ARC and OnBase will utilize:

e OnBase's Queue Management functionality to assist with Central Purchasing's business
process of approving ARC Requisitions, Change Orders, and Document Management

e ARC Purchasing to upload and/or view supporting documents via a 'Procurement EDM'
button in ARC

e ARC Purchasing to populate fields such as Requisition and VVendor numbers in OnBase

e OnBase to deliver Adobe pdf copies of the Purchase Orders and Change Orders to the
appropriate vendor and Requisitioner

e OnBase to use email as the primary delivery method with the ability to fax these
documents where an email address is not available

Central Procurement users:
o Will utilize OnBase's Approval Queue Management to view their worklists
School/Admin Unit users:
o Will have the ability to view associated documents in OnBase via a "Procurement EDM'
button in ARC
o  Will be required to scan and upload backup documents using the Procurement Electronic

Data Management (EDM) process through ARC

For document management, the process that sends Purchasing data such as Requisition number to
OnBase is the upload of supporting documents to the EDM web page via a button in ARC.

The following diagram depicts the integration between ARC and OnBase Document
Management:

ARC to OnBase Document Management Integration

~__ _ARC }
Step 1: Procuremant Transaction Entered

The following diagram depicts the Workflow integration between Purchasing and OnBase:
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ARC OnBase
Depai Emlen:jar;df PrloroAgproval Central Purchasing Approval
ploaded from OnBase * Creates status changes in ARC
Approve Deny Approve Deny Hold
Department and Prior
- Update Requisition, Notification Sent to
Stages Approved Requisition/Change P d /
Requisition/Change Order is A d Change Order and Processor
Order is Routed ta raer is Approve: Re-Route
Central Purchasing {If U y . -
d pdate Requisition/ . _ OnBase status =
Applicable} Change Order and OnBase status + OnBase status = ‘on Hold"
‘Approved b "
Once documents are Re-Route Denie
uploaded from OnBase, . ARC status = * ARCstatus =
<lick an ‘Procurement ‘Approved’ * ARCstatus = ‘Pending’
EDRM' button in ARC to e ‘Denied’
view
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Purchasing and InfoEd Integration
Sub-awards are generated through InfoEd. InfoEd will integrate with Purchasing in these
processes:

1. InfoEd creates budgets for sub-awards.
2. Purchasing receives a nightly file of InfoEd Purchase Orders to create Sub-Award

Purchase Orders (SAPOs).
3. ARC autosources Sub-Award Purchase Orders (SAPOs) to Purchase Orders to create

encumbrances.

The following diagram depicts the integration between Purchasing and InfoEd:

w Nightly file of encumbrances @

as new Purchase Orders or
Change Orders sent

InfoEd Purchasing
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Use Inquiry Pages to Monitor Purchasing Transactions

This is the Use Inquiry Pages to Monitor Purchasing Transactions lesson of the Introduction to
Purchasing in ARC course. Upon completion of this lesson, you will be able to:

e Use Inquiry pages to search for and report on transactional data throughout the
purchasing lifecycle

Estimated time to complete lesson: 15 minutes

Page 26



M Training Guide
Introduction to Purchasing in ARC

Locate and Review the Status of Requisitions
Requisitions in ARC have the following three components:

e Requisition Header

ARC™

Favorites © Main Menu > eProcurement > Create Requisition

Create Requisition
||j§ 1. Define Reguisition E‘; 2. Add Items and Services Qg 3. Review and Submit ‘

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: COLUM R Columbia University I” Sole/Single Source
*Requester: PO_TEST_01 @ Requisition Entry *Currency: UsD
Requisition Name: Test Reguisition 1 Priority: Medium A

e Requisition Line

Mote: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.

Vendor: 0000000001 Q Vendor Location: CHK-01 Q

Buyer: PO_TEST 08 Q@ Categary: 42181500 S unit of Measure: EA Q

¢ Requisition Distribution

Detads | Assetinformation | [T

Location GL Unit Account  Dept PC Bus Unit Project Activity Initiative Segment  Fund  Site

cuDDOD(Q [coLUM (@ [pe305 @ [1208103Q [GENRL @ [GTOOMDOEQY |01 Q (ooooo @ (ooooooQ 30/ [1000Q

4 »

Requisitions have been successfully created and submitted for approval in ARC. In order to
monitor the status of requisitions, Jennifer needs to learn how to locate and view a requisition's
status within ARC.

Consider this scenario throughout the following topic, Jennifer received a call to inquire on the
status of a requisition in ARC and will search for the requisition.

To see this transaction in ARC, please click the "See It!" button on the top of your screen. To
practice this transaction, click the "Try It!" button.

Estimated time to complete topic: 5 minutes
Procedure

Welcome to the Locate and Review the Status of Requisitions topic where you learn how to
inquire on the status of Requisitions.
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uisitioner Role

ARC

Favorites  Main Meru

Personalize Content | Layout
‘Menu 2] (=) [x]

Search:
®

[> Columbia Specific

> Employee Sel-Serice
> Supplier Contracts

[ Vendors

[» Procurement Contracts
> Purchasing

[> eProcurement

[> Services Procurement
[» Accounts Payahle

[ Enterprise Companents
[ Warklist

> Reporting Tools

> PeopleTools

— Change Wy Password

? Help

=

Done |

[T e [ Trusted sies

RN

Action

1. Click the eProcurement link.

[ eFrocurement]

ARC™

Faw_mtes Maln_Menu > eProcurement
eFrocursmert
g@% eProcurement
Set up eProcurement; manage or approve eProcurement requisiions or POs.

E Manage Requisitions ﬁ Buyer Center
Review requistions, edit o visv status, cance, recsive,

and return o vendor.

=1 Creats a new requistion by browsing or searching
company or external catalogs. process change request

(1 Wendors

[ Receiots

=) &nelyze Procurement Data

@ My Profile

Moddify personal information and preferences

Createfeditapprove purchase order; source requisition;

Done [

[ [ [ [ musedsees

7 - [®io0w -
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Step Action

Eanage Hﬂguisitiuns|

Click the Manage Requisitions link.

Favarites © ManMenu > eProcurement > Manage Requisitions

Manage Requisitions

To locate reguisitions, edit the criteria below and click the Search button

~ Search Requisitions

ENewwindow  ? Help  [F Customize Page hrlp

Business Unit; fooLum @, Requisition Name: Q
Requisition ID: Q Request Status: All but Complete | Budget Status: hd
Date From: 0471372012 [5 Date To: 0412072012 [
Requester: PO_TEST_ 01 C Entered By: Q POID: Q,
Search Clear
) The Requester specified has no Reguisitions
Create New Requisition Review Change Request Review Chanie Tracking Manage Receipts B 1 Repor

Done

B

[ [ T [ [ [ trusedsees

75 - [Hio0w -

Step

Action

requisition(s).

The Manage Requisitions page allows Jennifer to search for a range of or specific
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Favnvr\tes i MalnvMenu > eProcurement > Manage Requisitions

[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page hrlp
Manage Requisitions
~ Search Requisitions
Tolocate requisitions, editthe criteria helow and click the Search buttan
Business Unit: fooLunm @ Requisition Name: [ Q
Requisition ID: Q Request Status: All but Complete ™ Budget Status: h
Date From: 04132012 5] Date To: 0420/2012 JE]
Requester: PO_TEST_D1 Q_ Entered By: a POID: a
Search Clear
H The Requester specified has no Requisitions
Create New Requigition Review Change Reguest Beview Change Tracking Manaoe Receipts ition Report
4 B
Done | T T % [ rusted sites [Fa = [mae <

Step Action

4, Click the Clear button.

Note: It is important to clear all fields prior to searching for a Requisition because
the Date From/To fields default dates.

Clear
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~ Search Requisitions
Tolocate requisitions, editthe criteria helow and click the Search buttan
Business Unit: Q Requisition Name: |

Training Guide
Introduction to Purchasing in ARC

@NEWWmdnw “? Help Igcuamm\zePagE
Manage Requisitions

hitp

=

ID: , Request Status:

Budget Status:
Date From: I:l@ Date Ta:
Requester: l:lq Entered By:

—

Ja
|

The Requester specified has no Requisitions

Create New Requigition Review Change Reguest Beview Change Tracking Manaoe Receipts

ion Report

Done

| T T [ mrustedsites

[ 1D

Step Action

RS

Click the Look up Business Unit (Alt+5) button.

Home |
Favgrites | Man Menu > eProcurement > Manage Reguisitions

Look Up

Look Up Business Unit

Business Unit: [ begins with ﬁl
Description: I begins with ﬁl

~ LookUp || Clear | Cancel |Basic Lookup

Search Results

Desc

ption
_Columbia Unkvers

|pars

[ [ [ [ [ [ usedsees

[75 - [ % 100w -
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Step Action

6.

Click the COLUM link.
O L

Favarites © ManMenu > eProcurement > Manage Requisitions

ENewwindow  ? Help  [F Customize Page hrlp
Manage Requisitions
~ Search Requisitions
To locate reguisitions, edit the criteria below and click the Search button
Business Unit; fooLum @, Requisition Name: [ Q
Requisition ID: 2 Request Status: &2 Budget Status: =
Date From: [ Date To: El
Requester: C Entered By: Q, POID: Q
Search Clear
) The Requester specified has no Reguisitions
Create New Requisition Review Change Request Review Chanie Tracking Manage Receipts B 1 Repor
4 B
[ [ T [ [ [ trusedsees 5~ [#omm -

Step

Action

Click the Request Status list.

| |
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Favnvr\tes i MalnvMenu > eProcurement > Manage Requisitions
= (e
@NEWWmdnw “? Help Efcuamm\ze Page hrlp
Manage Requisitions
~ Search Requ jons
Tolocate requisitions, editthe criteria helow and click the Search buttan
Business Unit: COLUM < Requisition Name: [ Q
Requisition ID: , Request Status: Budget Status: | =l
et From: T E——
All but Complete
Requester: Q, Entered By: Approved POID: Q
Canceled
T e Complets
=] h Cl
51 e w125 | Dened
Open
H The Requester specified has no Requisitions FO Partially Ganceled
Create New Requisition Eeview Change Request R{FO Pattially Completed Manate Receipts itinn Report
FO Fartially Created
POz} Canceled
PO(s) Completed
PO(s) Created
PC(s) Dispatched
Partially Dispatched
Partially Received
Pending
Recelved
See Lines
. | B
| T T [ mrustedsites YR

Action

Click the PO(s) Created list item.
[Pis) Created |

Favarites © ManMenu > eProcurement > Manage Requisitions

ENewwindow  ? Help  [F Customize Page hrlp
Manage Requisitions
~ Search Requ ions
To locate reguisitions, edit the criteria below and click the Search button
Business Unit: COLUM @, Requisition Name: [ Q
Requisition ID: 2 Request Status: Budget Status: =
Date From: [ Date To:
Requester: C Entered By: Q, POID: Q
| Search || Clear |
) The Requester specified has no Reguisitions
Create New Requisition Review Change Request Review Chanie Tracking Manage Receipts B 1 Repor
[
[ [ [ [ [ usedsees 5~ [#omm -
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Step Action
9. Click the Search_ button.
Search

Favnvmtas i MainvMEnu > eProcurement > Manage Requisitions

[_E’Nemednw ? Help E{Custnm\ze?age htm ]

hita

Manage Requisitions

To locate reguisitions, editthe criteria below and click the Search button.
Business Unit: COLUM ., Requisition Mame: |
Requisition ID: [ % Request staus: [Poie) Greated 7] Budyet Status:
Date From: ’7 [ Date To: ,7@

Requester: Q@ Entered By: aQ POID: aQ

I Search || Clear |

|

To view the lifespan and line items for a requisition, click the Expand triangle icon: '3
Ta edit ar perform another action on a reguisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Hame BU Date Status Budget Total

P on0oononi1s  TEST GRYS122 COLUM 02152012 PO(S) Created valid 100000 Usp [<Selectaction=  =]| G0
b ooooooi1z 0000000112 COLUM  0202/2012 FO(s) Created yalid 1500000 UsD [<BelectAion- =] Go
P n00ono01nn  oooaooaton COLUM  0201/2012 PO(s) Created Valid 70000 Usp[<Belectacion= =] sa
I nooonoopaz  Testfor Encumbrance Di COLUM 017302012 PO(s) Created Walid 100.00 USDW|E
P [0000n00080 0000000080 COLUM  01/202012 PO(s) Created valid 10000000 usp [<Selectacions  7]| sa
P 0000N0D0GZ  000000ODEZ COLUM 01182012 POCS) Created valid 50000 Uso[<Belectacion= 7] @0
P 0000000061 000GOOA0RY COLUM  DHA8/2012 PO(S) Created Valid so000 Usp[<EelectAdion- =] Go
P 0000000046 PO_Reguisiion_04 COLUM  01/11/2012 PO(s) Created valid 100000 Usp [<Selectaction= =]| G0
P 000onoonas  pooooono3s COLUM 01M8/2012 PO(s) Created valid a7500 Usp[<Belectacions =] Ba
b 0000000022 PO_Requisition_08 #8 COLUM  D1/B/2012 PO(S) Created valid 25000 ugn[<Belectacion- =] oo

b 00ooooooie  PO_Reuisition 08 #2 COLUM  O1/06/2012 PO(s) Created vialid 260,00 USD | <Select Action> || &0
b 0000000006 PO_Reguisition_07 #2 COLUM  01/05(2012 PO(s) Created walid 150000 USD | <Select Action= =

4 |

| T e | mrustedsies [Fa~[®Rioe -

Step

Action

10.

The query returns all requisitions that met Jennifer's search criteria.

To view a specific requisition, click on the Requisition ID link.
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Favorites : Main Menu > eProcurement

Manage Requisitions
@NEWWmdnw “? Help Iﬂcuamm\ze Page hrlp ]
Manage Requisitions
~ Search Requisitions
Tolocate requisitions, editthe criteria helow and click the Search buttan
Business Unit: cOoLUM 4, Requisition Mame: | Q
Requisition ID: [ % Request stats: [Foe Greaed 7] Budget Status: [
Date From: ’7 [ Date To: ,7@
Requester: Q, Entered By: Q POID: Q

I Search || Clear |

To view the lifespan and line items for a requisition, click the Expand triangle icon: '3
To edit or perform another action on a reguisition, make a selection from the Action drapdown list and click Go,
Req ID Requisition Hame BU Date Status Budget Total

P 0000000115 TEST QRYS122 COLUM 02152012 PO(s) Created valid 100000 s [<GelectAdion=  ¥]| 6o
b ooooooi1z 0000000112 COLUM  0202/2012 FO(s) Created yalid 1500000 UsD [<BelectAion- =] Go
P n00ono01nn  oooaooaton COLUM  0201/2012 PO(s) Created Valid 70000 Usp[<Belectacion= =] sa
I nooonoopaz  Testfor Encumbrance Di COLUM 017302012 PO(s) Created Walid 100.00 USDW| Go

P [0000n00080 0000000080 COLUM  01/202012 PO(s) Created valid 10000000 usp [<Selectacion= 7]| eo

b [0000n00DGZ  00000D00B2 COLUM  D1A82012 POS) Created valid sooon ugo[<Belectacion- =] ea
b QO000000E1  DO00DOODET COLUM 017182012 FO(s) Created yialid so000 UsD[<EelectAdion- =] Go
P 0000000046 PO_Reguisiion_04 COLUM  01/11/2012 PO(s) Created valid 100000 Usp [<Belectacion 7]
P 0000000033 DOODOONO3E COLUM 01M8/2012 PO(s) Created valid a7500 Usp[<Belectacions =] 6o
b 0000000022 PO_Requisition_08 #8 COLUM  D1/B/2012 POs) Created valid 25000 ugn[<Belectacions 7] oo
b 0000000ME  PO_Requisition_08 #2 COLUM  O01DBE012 PO(S) Created Valid 25000 Ugn[<Beectacior> ]| ea

3 0000000006  PO_Requisition_07 #2 COLUM  01/05/2012 PO(s) Created Walid 1,60000 USD | =Gelect Action= -
[T T [ musedstes - s - 4

uide
ARC

Action

To view the Requisition details, click the 0000000022 link.
noooooonz2

Favarites © ManMenu > eProcurement > Manage Requisitions

ENewwindow  ? Help  [E Customize Page hrlp

Requisition Details

Requisition Hame: Requisition ID Unit Date Status Total
FO_Requisition_08 #6 0000000022 COLUM  01/06/2012 PO(s) Created 250.00
Pre-Encumbrance Balance: 5000 UsD
Line Hem Description Source Status Amount Only Oty Price Status Total
1 Furne Hoods Complete N 1.0000 Each 25000000 USD  Approved 250.00

} PO Information

| Wiew Docurments | | Purchasing EDM J
Return to Manage Requisitions R iion Schedule and Distribution
Done [ [ [ [ musedstes 75~ [Foms -
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Step

Action

12.

Click the Return to Manage Requisitions link.

|Return to Manage Requisitions

ARC™

Favarites © ManMenu > eProcurement > Manage Requisitions

D rewwindow P Help E{Custum\ze?age hrlp =

niEn

Manage Requisitions

To locate reguisitions, edit the criteria below and click the Search button
Business Unit: koLum ©, Requisition Name: [ Q
Requisition ID: Q Request Status: PO(s) Created 2 Budget Status: ||

Q

Date From: [ Date To: El

Requester: C Entered By: Q, POID:
Search Clear

To view the lifespan and line iterns for a requisition, click the Expand triangle icon: 4

To edit or perform another action on a requisition, make a selection fram the Action dropdown list and click Go.

Requisition Hame BU Status

4 0000000115 TEST@RY8122 COLUM 021192012 PO(S) Created Valid 1,000.00 USDW Go
P 0ooonoo112  oooonootiz COLUM 020022012 PO(s) Created walid 15,000.00 USDW Go
I 0ooo0oo100 0000000100 COLUM  02/01/2012 PO(s) Created walid 70000 USDW Go
P 0O000000SZ  TestforEncumbrance Dl COLUM D1S30J2012 POS) Created Valid to0on Ugn[<Beectacore ]| ea
I npoooooosn 0000000080 COLUM  01/202012 PO(s) Created Walid 100,000.00 UBDW Go
P 0poonooo&z  00000000BZ COLUM 01182012 PO(s) Created walid 500.00 UBDW Go
I 00O000OORY 0000000061 COLUM 01182012 PO(s) Created walid 500.00 USDW Go
4 0000000046 PO_Requisition_04 COLUM  0M11J2012 PO(s) Created walid 1,000.00 USDW Go
P 000000033 0000000039 COLUM  01/09/2012 PO(S) Created Valid 47500 UsD [<Seectamion- 7] &0
I npoonoonzz  PO_Reguisition_08 #5 COLUM  01/06/2012 PO(s) Created Walid 25000 UBDW Go
I DOODOOOD1E  PO_Requisition_08 #2 COLUM  01/08/2012 PO(s) Created walid 25000 USDW Go
4 0000000006  PO_Requisition_07 #2 COLUM  01/05/2012 PO(s) Created walid 1,500.00 USDW

4 |

[ [ T [ [ [ trusedsees [¥5 ~ [# 100%

Step

Action

13.

The Go drop-down list allows you to select an action such as:

1. Copy Requisition

2. Edit Requisition

3. View Approvals

4. View Printable Version

In this scenario, Jennifer will select 'View Approvals.'
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Favorites : Main Menu > eProcurement

Manage Requisitions

@NEWWmdnw “? Help Efcuammwze?age hrlp ]

Manage Requisitions

~ Search Requisitions

Tolocate requisitions, editthe criteria helow and click the Search buttan
Business Unit: fooLum @ Requisition Name: [ Q
Requisition ID: Q Request Status: FO(s) Created ™ Budget Status: |
Date From: 5 Date To: JE]
Requester: Q_ Entered By: Q POID: Q
I Search || Clear |
To view the lifespan and line items for a requisition, click the Expand triangle icon: '3
To edit or perform another action on a reguisition, make a selection from the Action drapdown list and click Go,
Req ID Requisition Hame BU Date Status Budget Total
I DOODD00115  TEST GRYS122 COLUM  D2152012 PO(s) Created walid 1,000.00 USD | =SelectAction= a
I 000000011z 0000000112 COLUM  02/02/2012 PO(s) Created Walid 15,00000 USD | <Select Action= B
I 0000000100 0000000100 COLUM  02/01/2012 PO(s) Created Walid 700,00 USD | <Select Action= ha | Go
I DO0D000092  Testfor Encumbrance Di COLUM  DM/3002012 PO(s) Created walid 100.00 USD | =Select Action= a | Go
I noooooopes  ooooooooso COLUM 072002012 PO(s) Created walid 100,000.00 USD | <Select Actian= a | Go
I 000000ODEZ  DOOODOOOGZ COLUM 0122012 POCS) Created valid 500,00 USD | =SelectAction= it | Go
I 0000000061 0000000061 COLUM  01/18/2012 PO(s) Created Walid 50000 USD | <Select Action= | | Go
P 0000000046 PO_Requisition_04 COLUM 0112012 POCs) Created walid 1,000.00 USD | <Select Action= a
I DO00000033 0000000039 COLUM  D/09/2012 PO(s) Created walid 475.00 USD | =SelectAction= a
b po00ooo022  PO_Requisition_08 #6 COLUM  01/0B/2012 PO(s) Created walid 250,00 USD | =Select Action= x|l Ga
b 0000000018  PO_Requisition_08 #2 COLUM  0M/0B/2012 PO(s) Created walid 250,00 USD | =SelectAction= ~|lGa
I 0000000006 PO_Requisition_07 #2 COLUM  01/05/2012 PO(s) Created Walid 1,500.00 USD | <Belect Action= a
4
| T T % [ rusted sites R

Step Action

14, Click the Go list.

Iqaelect Action=

Favorites : Main Meru > eProcurement

Manage Requisitions

@Nemednw ? Help E{Custnm\ze?age htm ]

Manage Requisitions

To locate reguisitions, editthe criteria below and click the Search button.

Business Unit: CoLUM & Requisition Name: [ Q
Requisition ID: Q Request Status: PO(s) Created i Budyet Status: |
Date From: [ Date To: 5

Requester: @_ Entered By: a POID: aQ
I Search || Clear |

To view the lifespan and line items for a requisition, click the Expand triangle icon: '3

Ta edit ar perform another action on a reguisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Hame BU Date Status Budget Total

P 0000000115 TEST QRY8122 COLUM 02152012 POCs) Created walid 1,000.00 USD | <Select Action= b

I 000000011z 0000000112 COLUM  02/02/2012 PO(s) Created Walid 15,00000 USD | <Select Action= =

I 0000000100 0000000100 COLUM  02/01/2012 PO(s) Created Walid 700,00 USD | <Select Action= ha | Go
I Qoo0000092 — Testfor Encumbrance Di COLUM  0M/3002012 PO(s) Created walid 10000 USD | <Select Action= -] 6o
I poooo0ooso 0000000080 COLUM 017202012 PO(s) Created walid 100,000.00 USD | <Select Action= x|l Go
P 0000000062 0000000062 COLUM 01872012 POs) Created Walid 500,00 USD | =SelectAction= =l so
P 0000noo0At  00000DOOGT COLUM 0182012 PO(s) Created walid 80000 USD | <Select Action= -]l eo
I po00n0004s  PO_Requisition_0d COLUM  01/1/2012 PO(s) Created walid 1,000.00 USD | <Select Action= -

I pooonoop3s  oooooooo3g COLUM  D/09/2012 PO(s) Created walid 475.00 USD | =SelectAction= had

I poooo000zz  PO_Requisition_08 #6 COLUM  D1/0B/2012 PO(s) Created walid 250,00 USD | <Select Action> -l Gao
I 0000000018 PO_Requisition_08 #2 COLUM  0M/06/2012 PO(s) Created walid 250000 Copy Requisition

Edit Requisition
P Q000n00onG  PO_Requisition_07 #2 COLUM  01/05/2012 PO(s) Created walid 1,500.00 View Approvals
< View Printable Yersion
| T T [ mustedsites e
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Step

Action

15.

Click the View Approvals list item.
[Wiew Approvals |

Favarites ©

Main Menu > ePracurement > Manage Requisitions

D rewwindow P Help E,)CusturmzePage hrlp =

Manage Requisitions

To locate reguisitions, edit the criteria below and click the Search button

Business Unit; CoLUM @, Requisition Name: | Q
Requisition ID: 2 Request Status: FOfs) Created - Budget Status:

Date From: [5 Date To: [

Requester: C Entered By: Q, POID: Q
| Search || Clear |

To view the lifespan and line iterns for a requisition, click the Expand triangle icon: 4

To edit or perform another action on a requisition, make a selection fram the Action dropdown list and click Go.

Requisition Hame Status

4 0000000115 TEST@RY8122 COLUM  02M15/2012 PO(s) Created Valid 1,000.00 USDW Go
P 0ooonoo112  oooonootiz COLUM 02022012 PO(s) Created Walid 14,000.00 USDW Go
I poooooo1oo 0000000100 COLUM 027012012 PO(s) Created Walid 70000 USDW&
P 0O000000SZ  TestforEncumbrance Dl COLUM D1S30J2012 POS) Created Valid to000 Ugn[<Belectacion- 7] ea
I nooonnoogn 0000000080 COLUM 0172002012 PO(s) Created Walid 100,000.00 UBDWI
P 00oonnooaZ  O0000000R2 COLUM 017182012 PO(s) Created Walid 500.00 UBDWE
I nooDnnooE1 000000001 COLUM 01182012 POCs) Created Walid 500.00 USDW Go
4 0000000048 PO_Requisition_04 COLUM 017112012 PO(s) Created Valid 1,000.00 USDWﬁ
P 0000000033 0000000039 COLUM  01/09/2012 PO(S) Created Valid 475.00 UsD [=Eetectacion- 7] Go
I nooonnoo2z  PO_Requisition_08 #6 COLUM  01/06/2012 PO(s) Created Walid 240,00 i
P nooonoop18  PO_Requisition_08 #2 COLUM  01/06/2012 PO(s) Created Walid 250,00 USDWE
4 0000000008 PO_Requisition_07 #2 COLUM 017052012 PO(g) Created Walid 150000 USDW

[ [ [ [ rusedses

75 - [Hio0w -

Step

Action

16.

Click the Go button.
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Favorites : Main Menu > eProcurement

Manage Requisitions

Approval Status -

Business Unit: COLUN
Requisition ID: 000ooooozz
Requisition Name: PO_Requisition_08 #5
Requester: Requisition Entry
Entered on: 01/062012
Status: Approved Total Amournit:
Priority: Mediurm
Budget Status: alid
Reguester's Justification:
No fustification enteredd by requester.

250.00 USD

| iew Documents | ‘iew printahle version

} Line Information

~ Review Edit Approvers

Department Approval

< Line 1 Schedule 1 Distribution 1:Approved —iyive comments
ftem:Fume Hoods -

1-Less than $500

Admin Approved
Dept Approval $0 - $500

Re Departmert Approver Levelt
01094 2 - D3:58 P

[ C

Prior approval

< PO_Requisition_08 #6:Approved ) ViewHide Comments

Fume Hoods

Admin Approved
Fume Haods

Prior Apry - Fume Hoods

|
Done | LT T [ [ rusted sites [Fa = [®aew «

Step

Action

17.

Click and drag the scroll bar down to view the entire page.

Favnvr\tes ! MainvMenu > eProcurement > Manage Requisitions
DUuYEL Haws, wan

Requester's Justification:

No fustification entered by requester.
| Yiew Documents | Wiew printable version

} Line Information

~ Review/Edit Approvers
Department Approval

= Line 1 Schedule 1 Distribution 1:Approved —iyive comments
ftem:Fume Hoods -

1-Less than $500

Admin Approved
Dept Approval 0 - $500

Req Departmert Approver Levelt
01094 2 - D358 P

L Ci

Prior approval

~ PO_Requisition_08 #6: Approved (EViewHide Gomments

Fume Hoods

Admin Approved

o Edle Hoad

Frior Aprv - Fums Hoots
0109412 - 09:58 PM

[ Comments

Return to Manage Requisitions s

|
pone | LT T [ [ Trusted sites [“5 = [®a00w «
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ARC™

Step Action

18.

The Review/Edit Approvers section displays the workflow approvals.

ARC™

Favarites © ManMenu > eProcurement > Manage Requisitions

DuuyEL DLW, wan

Requester's Justification:

No justification entered by requester,

View Documents

Wiew printable versio
¥ Line Information

~ ReviewEdit Approvers

Department Approval

= Line 1 Schedule 1 Distribution 1:Approved @ ViewHide Gomments
femFums Hoods
1-Less than $500

Admin Approved
Dept Approval $0 - $500
Renq Departmert Approver Level1
0109412 - 09:58 P

0 Ci

Prior approval

=~ PO_Requisition_08 #6:Approved (@ViewHide Comments
Fume Hoods

Admin Approved
Fume Hoods

Prior &prv - Fume Hoods
01094 2 - D3:58 P

[ C

Return to Manage Requisition

Done

| il
[ [ [ [ [ [ trusedsees

7 - [H 100w -

Step Action
19.

Click the Return to Manage Requisitions link.
[Return to Manane Requisitions]
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Favorites : Main Menu > eProcurement

Manage Requisitions
@NEWWmdnw “? Help Efcuammwze Page hrlp ]
Manage Requisitions
~ Search Requisitions
Tolocate requisitions, editthe criteria helow and click the Search buttan
Business Unit: fooLunm @ Requisition Name: [ Q
Requisition ID: [ % Request stats: [Foe Greaed 7] Budget Status: [
Date From: ’7 [ Date To: ,7@
Requester: Q, Entered By: Q POID: Q

I Search || Clear |

To view the lifespan and line items for a requisition, click the Expand triangle icon: '3
To edit or perform another action on a reguisition, make a selection from the Action drapdown list and click Go,
Req ID Requisition Hame BU Date Status Budget Total

P 0000000115 TEST QRYS122 COLUM 02152012 PO(s) Created valid 100000 s [<GelectAdion=  ¥]| 6o
b ooooooi1z 0000000112 COLUM  0202/2012 FO(s) Created yalid 1500000 UsD [<BelectAion- =] Go
P n00ono01nn  oooaooaton COLUM  0201/2012 PO(s) Created Valid 70000 Usp[<Belectacion= =] sa
I nooonoopaz  Testfor Encumbrance Di COLUM 017302012 PO(s) Created Walid 100.00 USDW| Go

P [0000n00080 0000000080 COLUM  01/202012 PO(s) Created valid 10000000 usp [<Selectacion= 7]| eo

b [0000n00DGZ  00000D00B2 COLUM  D1A82012 POS) Created valid sooon ugo[<Belectacion- =] ea
b QO000000E1  DO00DOODET COLUM 017182012 FO(s) Created yialid so000 UsD[<EelectAdion- =] Go
P 0000000046 PO_Reguisiion_04 COLUM  01/11/2012 PO(s) Created valid 100000 Usp [<Belectacion 7]
P 0000000033 DOODOONO3E COLUM 01M8/2012 PO(s) Created valid a7500 Usp[<Belectacions =] 6o
b 0000000022 PO_Requisition_08 #8 COLUM  D1/B/2012 POs) Created valid 25000 ugn[<Belectacions 7] oo
b 0000000ME  PO_Requisition_08 #2 COLUM  O01DBE012 PO(S) Created Valid 25000 Ugn[<Beectacior> ]| ea

b D0DDODODDE  PO_Requisition_D7 #2 COLUM 01/D5/2012 Fois) Craated valid 1,500.00 LSO [ <Select Action= >
Done | T T % [ rusted sites [Fa = [mae -«

Step Action

20. Jennifer is returned to the Manage Requisitions page where she can initiate another
search.

Favarites © ManMenu > eProcurement > Manage Requisitions

D rewwindow P Help Efcusturmze Page hrlp =
Manage Requisitions
~ Search Requisitions
To locate reguisitions, edit the criteria below and click the Search button
Business Unit; fooLum @, Requisition Name: [ Q

Requisition ID: Q Request Status: PO(s) Created 2 Budget Status:

Date From: [5 Date To: [
Requester: C Entered By: Q, POID: Q
| Search || Clear |

To view the lifespan and line iterns for a requisition, click the Expand triangle icon: 4
To edit or perform another action on a requisition, make a selection fram the Action dropdown list and click Go.

Requisition Hame BU Status

b 0000000115 TEST @RYE1Z2 COLUM 02152012 POGS) Created valid 100000 Usp[Seleetadion- 7]
P 0000000112 nnoDondt 12 COLUM 0210202012 POGS) Created Valid 1500000 Usp [Gelectastion- 7]
b 0000000100 000D00D1 0 COLUM 0210112012 POGS) Created valid 70000 ug[<Selectacion 7]
P 0000000092 TestforEncumbrance Oi.  GOLUM 01302012 PO(S) Created Valid 10000 ugo[<Selectacion> 7] so
b oooonnonsn  onononangn COLUM 0172002012 FOGS) Created Valid tonon0on Usp [<EelectAdion-  7]| 60
P o00onnonaz  anononane2 COLUM  D1B012 POGS) Created Valid sonon Us[<Belectaston- 7] 6o
P 0000000OAT  DNODDNOOB COLUM 017182012 POGS) Created Valid sonon Ugp[<Belectacion=  7]| 6o

b 0000000026 PO_Recuisition_04 GOLUM 011102012 POGS) Created valid 100000 UgD[Eeeetaction-  7]| ea
P Q000000030 0000000039 COLUM  01/09(2012 PO(s) Created valid 47500 ugn[<Selectacion- 7] so
P on0onnnonzz  RO_Requisiion_08#5 COLUM  DH/B2012 POGS) Created valid 25000 Usp[<Belectacion- =] G0
P 0000000016 PO_Reduisition_08 #3 COLUM 011062012 PO(S) Created Valid 25000 Ugp[<Belectacion=  7]| 6o
P 000000000G  PO_Recuisition_07 #2 COLUM 0110512012 POGS) Created Valid 150000 UgD [Selestasion= 7]

Done [ [ [ [ [ usedsees 5~ [#oms -
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Step

Action

21.

You have successfully located and reviewed the status of Requisitions.

You can now move onto the Reporting Overview for Purchasing lesson where you
will view and describe the scope of reports available to the Purchasing process.
End of Procedure.
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Reporting Overview for Purchasing
This is the Reporting Overview for Purchasing lesson of the Introduction to Purchasing in ARC
course. Upon completion of this lesson, you will be able to:

o View and describe the scope of reports available to support the Purchasing processes

Estimated time to complete lesson: 15 minutes
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Run PO Listing by Vendor Report

Within ARC's Purchasing module, there is a set of reports that users can view to support their
business processes. The following table lists key Purchasing reports and their descriptions:

Report Name

Expediting Report

PO Activity

PO Detalil Listings
PO Listings

PO Listing by Vendor
PO Non-Owned History

PO/Requisition Xref
PO Scheduled Listings

PO Status Listing
Receiver Ship to Detail

Receiver Summary

Reguisition and Purchase Crder Budgetary Activity

Requisition Print

Regquisition Template

Provides purchase order details such as late days and due date
sorted by parameters. Use it to help determine which purchase
orders may require expediting.

Lists purchase order activity for the purchasing business unit, GL
business unit, department, and dates that you select. Reviewing
this report enables that you to perform comparisons and resolve
discrepancies proactively.

Provides detailed purchase order information sorted by
parameters.

Provides purchase order information sorted by parameters.
Provides purchase order information sorted by vendor.

Lists utilization information for non-stock items for business units
and departments listed in the item master. Analysis of this
information can help you to evaluate vendor contracts, establish
newv vendor relationships, consolidate purchasing transactions,
establishand maintain budgets, and anticipate supply needs.
Provides a cross-reference between requisitions and the purchase
orders created from those requisitions.

Provides purchase order schedule information such as ship to and
due date sorted by parameters.

Provides purchase order information sorted by status.

Provides a summary listing of receipt shipmentswithin a specified
date range.

Provides a summary listing of receipts within a specified date
range.

Generates the Procurement Budgetary Activity Report. This report
provides budgetary amount information for purchase orders and
requisitions according to report request parameters.

Provides a hard copy of your requisitions sorted by requisition ID.
You can print a single requisition or multiple requisitions.

Provides a listing of the items most commonly ordered, along with
vendor and manufacturer information. It is used to facilitate data
entry of commonly ordered items.

In this scenario, Brian would like to review a list of purchase orders by vendor. He will run the
"PO Listing by Vendor" report in ARC.

To see this transaction in ARC, please click the "See It!" button on the top of your screen. To
practice this transaction, click the "Try It!" button.

Estimated time to complete topic: 5 minutes

Procedure

This is the Run PO Listing by Vendor Report where you will learn how to run a specific

Purchasing report.
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GRRC—- Requisitioner Role

Favorites  Main Meru
Personalize Content | Layout
‘Menu 2] (=) [x]

Search:

[ ®
[> Columbia Specific

> Employee Sel-Serice
> Supplier Contracts

[ Vendors

[» Procurement Contracts
> Purchasing

[> eProcurement

[> Services Procurement
[» Accounts Payahle

[ Enterprise Companents
[ Warklist

> Reporting Tools

> PeopleTools

— Change Wy Password

Training Guide

m Introduction to Purchasing in ARC

? Help

=

Done [T [E | musedsites

RN

Step Action

1. Click the Columbia Specific link.
[l Columbia Specifig]

Home |

Favarites © Man Menu > Co\umb\avSpecmc

Columbia Spesific

ﬁ Columbia Specific

Columbia Specific

Accounts Payable ﬁ General Leduer ﬁ Purchase Order
Accounts Payable General Ledger Purchase Order
[ Renorts

[ Reports:

pone [T [ [ [ usedsees

7 - [Hio0w -
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Step

Action

2.

Click the Reports link.
Feports]

ARC™

Favarites © Man Menu > Co\umb\avSpecmc
Columbia Specific

ﬁ Reports

Columbia Custom Reparts

PO Listing By Vendor
PO_POYA011 - PO Listing By Yendar

PORequistion Xref
FORecListion Xret Report

Receiver Summary
Receiver Summary

Recenver ShipTo Detail

PO_PO'YS010 - Receiver ShipTa Detail

[ [ [ [ usedsees

|75 - | % 100%

T 4

Step

Action

EO Listing By Yendor

Click the PO Listing By Vendor link.
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Favnvr\tes'MalnvMenu » Columbia Specific > Purchase Order > Reports > PO Listing By Wendor

A newwindow 7 Help B nip

neen

PO Listing By Yendor

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

Limnit the number of results to (up to 300y (300
Search by. Run Control ID begins with|

™ Case Sensitive

| 8earch |advanced Search

Find an Existing Value |Add a Mew Value

| i
Done | T T [ | rusted sites [% = [ ® 00m

Step Action

4, Click the Add a New Value tab.

| Add a Mew Walue

Home |

Favnvr\tes:MalnvMenu > Cu\umh\avSpemﬁ[ > Dur[has'EOrder > Reuvmts > PO Listing By Yendor

A Newwindow 7 Help B ntp

neen

PO Listing By Yendor

Find an Existing Yalue

Run Control ID: |

L hdg

Eind an Existing value | Add a Mew Value

| 3
Done

i
|| [ || [ mustedsies ERErER
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Step Action

5. Enter the desired information into the Run Control ID field. Enter
"PO_LST _VDR".

Favarites © Man Menu > Co\umb\avSpecmc > F‘urchasveorder > Repvnrts > PO Listing By Yendor

PO Listing By Yendor

Eind an Existing Yalue

Run Control ID:[PO_L5T_VDR|

Add

Find an Existing Value | Add a MNew Value

Elewtindow  ? Help B hitp

3

Done

T 4

[T T [ [ [ gl musedanss [% - [Han0s

Step Action

6. Click the Add button.
Add
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[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

PO Listing By Vendor

Run Control ID:  PO_LST VDR Report Manager Process Manitar Run
Language: b

*Business Unit: COLUM Q

From Date: [ Through Date: [
Vendor ID: [}

B save | =] oty By Acd | [ Update/Dispiay

Done

I o
[T T T T [ [ Trusted sies

RS

Step Action

The Parameters page displays which allows Denise to enter specific criteria.

Business Unit is a required field and defaults to 'COLUM.’

In this scenario, Denise will select a Vendor ID.
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@NEWWmdnw “? Help Igcuamm\zePagE ,@mhnp

PO Listing By Vendor
Run Control ID:  PO_LST VDR Report Manager Process Manitar Run
Language: En =

Report Request Parameters
Unit: COLUM Q

From Date: [ Through Date: [
endor ID: [ &

Updateisplay

3

|
Done | T T [ mrustedsites e

Step Action

8. Click the Look up Vendor ID (Alt+5) button.

Home
Favarites © Man Menu > Co\umb\avSpecmc > F‘urchasveorder > Repvnrts > PO Listing By Yendor

Look Up

Look Up Vendor ID

Search by: [vender D =] negins witn

Advanced Laokup

Search Results

Only the first 300 results of a possible 17645 can be displaved.

0000000001 UWPAYNDR-001
0000000002 HOMUWPAYND-001
0000000003 SUPPLIER-001
0000000004 EMPLOYEE-D01
0000000005 | STUDENT-001

i PETTYCASH-001
0000000007 OUTSDPARTY-001
000000000 ACH-PPO-001
0000000008 | ACH- CTH-001

|pone [ [ [ [ [ rusedsees [¥5 ~ [ 100%
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Step

Action

Click the 0000000001 link.
noooao0oa

Favarites © Man Menu > Co\umb\avSpecmc > F‘urchasveorder > Repvnrts > PO Listing By Yendor

PO Listing By Vendor

Run Control ID:  PO_LET_VDR [N [——— ==
Language: Enalish -

Report Request Parameters

*Business Unit: COLUM Q

From Date: & Through Date: ]
Vendor ID: noooooooni] @

Wendor ID Short Vendor Hame

0000000001 LWWPAYNDR-001

& save | =] Notify B Add Updste/Display

ENewwindow  ? Help  [F Customize Page hrlp

[ [ T [ [ [ rusedsees

75 - [Hio0w -

i
4

Step

Action

10.

Click the Run button.
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Favnvr\tes'MalnvMenu » Columbia Specific > Purchase Order > Reports > PO Listing By Wendor

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

Process Scheduler Request

UserID: PO_TEST_0M Run Control ID: FO_LST_VDR

server Name: | I_—_.. - Run Date: [014/202012 &

Recurrence: - Run Time:[10:28:41AM | Resstt Gunrent DatefTime |
Time Zone: Q
Select Description Process Hame Process Type *Type *Format Distri
™ PO Listing By Vendor ZCUP40M

Crystal Wieh x| |POF ¥ | Distribution

Cancel |

Done

[T [E | musedsites EREY

Step Action

11. Click the OK button.

» Purchase Order > Reports > PO Listing By Yendor

@Nemednw ? Help E{Custnm\ze?age
saved

PO Listing By Vendor

Run Control ID:  PO_LST VDR

Language: English j'

Report Manager Process tontor |- RUN

Process Instance:16812

Report Request Parameters

*Business Unit: COLUM Q

From Date: nmian0 5 Through Date: o1/01/zoas ([
Yendor ID: nnoonooont G

B save | [] Wotity |

| 3
Done

| T e | mrustedsies %5~ [®woe -
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Step

Action

12.

FProcess Monito

Click the Process Monitor link.

ARC™

Favarites

Server List

View Process Request For

Main Menu > Co\umb\avSpecmc > F‘urchasveorder > Repvnrts > PO Listing By Yendor

Home

ENewwindow P Help  [F Customize Page hrlp

User ID: PO_TEST_01| | Type: | = [Last

H

1

o I

Server:
n

Process List
Process

TN ome: | @ Instance: | to |

PO_TEST_01 o
=] Distribution -

Status: Status:

¥ Save On Refresh

Run Status

) .
Select Instance Seq. Process Type e User Run DateTime
= 16818 Crystal ZCURA011 PO_TEST_O01 04/20i2012 10:28:41AM EDT Quewed iy Details

Go hackto PO Listing By Yendor

B save  |[] Notify |

Process List| Setver List

« | ol
Frocess Instance: 16618 [ T [ [ [ trusedsees 75~ [Foms -

Step Action

13.

Click the Refresh button.
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Favnvr\tes'MalnvMenu » Columbia Specific > Purchase Order > Reports > PO Listing By Wendor

@NEWWmdnw “? Help Efcuammwze Page hitp
ServerList |

=

View Process Request For

User ID: PO_TEST_01 @ Type: [ =] [test =l
Server: | Name: | aQ Instam:e:‘ to |
Run ~| Distribution - ¥ Save On Refresh
Status: Status:

Process List

I e B ==

Select Instance Seq. Process Type

Run Date/Time

[ | 16818 Crystal ZCUP4011 PO_TEST_01 04/20i2012 10:28:41AM EDT Queued i Details

Gobackto PO Listing By Vendor

B save | ] Metity |

Pracess List| Server List

4

| 3
Process Instance: 16818

| T T [ mustedsites e

Step Action

14.

Click the Go back to PO Listing By Vendor link.
|G|:| backto PO Listing By Vendnd

Favarites © Man Menu > Co\umb\avSpecmc > F‘urchasveorder > Repvnrts > PO Listing By Yendor

ENewwindow  ? Help  [F Customize Page hrlp

PO Listing By Vendor

Run Control ID:  PO_LET_VDR Report Manager chessMumlurl Run

Language: (TR =
Report Request Parameters

*Business Unit: COLUM Q

From Date: 0101900 [ Through Date: 01/01/2098 [
wendor ID: 0000000001

| save | £ Retunto Search | [=] watity |

B B

4

| »
process Instance: 16518

[ [ [ [ [ usedsees 5~ [Fomm -
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Step Action

15. Click the Report Manager link.

ARC™

Favarites © Man Menu > Co\umb\avSpecmc > F‘urchasveorder > Repvnrts > PO Listing By Yendor

ENewwindow P Help  [F Customize Page hrlp

Explarer Administration Archives

View Reports For

Foicer: |EEEG—— - Instance: to: | Refresh |
Name: Created On: | [5) [Last =] 1 [oas =]

Completion Report Process

D D ipti -
Report Report Description Folder Hame DateiTime D Inetancel
1 Report

Go backlo PO Listing By Vendar
B save |

List| Explorer | Adrninistration | Archives

! | o
Frocess Instance: 16618 [ [ T [ [ [ rusedsees 75~ [Fomm -

Step Action

16. Click the Administration tab.

| Administration
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Favnvr\tes MalnvMenu » Columbia Specific > Purchase Order > Reports > PO Listing By Wendor

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

List Explorer Archives

View Reports For

User ID: FO_TEST_O1 e R EE - 1 Days - Refresh
stas: | =l Fotaer:| =] mstance: | to: |

Report List

Report Pres - Request .
Select m Instance DESEriDtion e, Format  Status  Details
P 0412072012 Acrobat
00 LTEATIATE |8) AR (DEENE

r 14150 16818 PO Listing By WVendor 10:28:54AM pdD Posted Details
ESElEEYAH @Dese\ecml\

Delete

Click the delete button to delete the selected report(s)

Go backto PO Listing By Wendar
B save

List | Explorer | Administration | Archives

4 3

Process Instance: 16818 | T T [ [ rusted sites [ - " -

Step

Action

17.

Click the PO Listing By Vendor link.
[FC Listing By Vendot]

Favarites © Man Menu > Co\umb\avSpecmc > F‘urchasveorder > Repvnrts > PO Listing By Yendor

ENewwindow  ? Help  [F Customize Page 2 hitp

List Explarer Archives

User ID: PO_TEST 07
— ——
Status: CISE [ hps:/rtstwets co. columbia.edu: 17443 psreportsfingitn 2| G ||| x| |7 Live search |2]-]
Report List Fie Edt GoTo Favorites Help
satact Report Pres .
EECT D Inatan Favarites ‘ 93 8] Suggested Sites ~ @ | Weh Slice Gallery ~
] 14150 1881¢ ehttps:#Fntstweb‘cz.cu\umb\a.edu:174431psrepwtsﬂfn".| | By v B - ) dm - Page+ Safety~ Tooks+ @+ 7
#zetectal  Doesele
DEEE [ click the delsts b R — e —
o e = TR wa
Go backto PO Listing By Yen e ra e - -
. R -
5 save
List| Explorer | Administration | SGCD — s :_ poed
[ ——— e a3 amsa e e ] e
— me Yot o Dopurrms & 88 . e
[ ——— p— [ mm
[ —— vwn 1 o wems mees rem—— o -
— [T — -
Dane [ [ [ [ [ [ [ Unknown zane 3 - 7

| & Potisting By vendor - w...|[ & https://fntstweb.cc.c.. | &

:*'Start J @ = ,ﬁ
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Step

Action

18.

Click the Maximize/Restore button.

ntstweb.cc.columbia.edu:17443/psreports/fn91trd/14150/ZCUP4011_16818.PDF - Windows Internet Explorer
[ hetps: ffntstiveb. cc.colmbia edus1 7443(psreports/fra1trd/ 14150/ZCUP40L L_16618 POF =13 2% .2 vive search e
Fle Edt GoTo Favorkes Help
S Favorkes |5 @] sugnested Sites = ) Web Sice Gallery =
) ol >
(@ httpssjfFrkstweb.cc.columbia, sdu: 1 7443 psreports . . | | Zp - B - [ @m - Page - Safety - Tools~ (@
& Corumsia UniversiTy Peopiesort Purchasing
18 THLCITY OF NEW YORK PO LISTING BY VENDOR
ReportiD:  ZCUP4OT Page No. 1
UseriD: PO_TEST Fun Dats A02012 ||
RunConfrol:  PO_LST VDR Run Time 10:29:20AM
PO Dates Inclunsa: 1/1/1000 T 17172000
wendor Setia CUSET
Vendor 1D, Hame: 00000001 UWRA Vendor (System Test)
DepartmentiD: 44010
50 appeoval crange
POID Confract ID Dats Rl Orgsr PO Dats Buyer PO Status Hola Rov amount
0000000136 0000000000000000000000008 L] o na2012 Teary Park Open N N 500.00
Total for PO ID 0000000136 500.00
Grand Total for Department ID aonm 500.00
DapartmentiD: 5502102
Po approval crange
POID Contract ID Dats Rel Ordsr PO Dats Buyer PO Status Hold Rov Amount
0000000033 000000000000000000000000 1 17262012 8 1 11232012 Temry Park Pend Appr N P 500.00
000000000D00000000000000 T 112612012 8 1 11232012 Temy Park Pend Appr N P 500.00
Tatal for PO ID 0000D000ES 1,000.00
0000000107 0000000000000000000000008 12872012 4 3 vzio2 Teay Park Open N N 200.00
Total for PO ID 0000000107 200.00
Grand Total for Department ID 5502102 1.200.00
DapartmentiD: 6602102
[ryve— Change
POID Contract ID Date. E order PO Dats Buyst PO Status Hold Rev. Amount
0000000041 1102012 1 [ 1102012 Teary Park Dispatched N R 250.00 LI
[ [ [ unknown zone [“a =] v
distart| | & | @ roisting By vendor - w... |[ & https:/ fintstweb.cc.c... | o7 @R

Step

Action

19.

The PO Listing By Vendor report displays purchase order information sorted by
vendor in PDF format.
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fntstweb.cc.columbia.edu:17443/psreports/Mm91trd/14150/2CUP4011_16818.PDF - Windows Internet Explorer

ttps:{fritstweb.cc.columbia,edu: 17443/ psreports/fn91bdf 14150/2CUPA0L 116818, PDF = & |[#2] X |]2 Live seard -
hi i h. lumbia. ed i el +: h pel

Fle Edit GoTo Favorkes Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

»

T —— | Zi v B - () = o- Pager Safetyr Took v @@+

o Corumsia UniversiTY PeopiaSoft Purchasing
1 THECITT 08 stw vORX PO LISTING BY VENDOR
Reportio:  ZouP4oT Fage o, 1
ussrio: PO_TEST_:1 Run Dste ann2012 —
RunContrai:  PO_LST_VDR Run Time 10:29:208M
PODskeincluded: /11000 Thew: 1172008
Vendor Setic: cuser
VendoriD,Mams:  000D0D0O0!  UWPA Vendor (System Test)
DopartmentiD: 4401101
PO Agpeoval Changs
rom contract D Date Rel orer PO DAt Buysr o statu Ho Rev Amount
0000000138 0ODOODDODDODDDOD0O00O000S ] o amanoiz Terry Park Open N N 500.00
Total for PO ID 0000000136 500,00
Grand Total for Department 1D 4401101 500.00
DopartmentiD: 5502102
PO Agpeoal Changs
ro contract D Date Rel oroer PODats Buysr P status Hod Rev amount
0000000085 DODOODDODODODODCOC0O00A ! 12602012 E 1 iz Temry Park Fend Appr N P 500.00
000000000000000000000000 1 1262012 ] 1 iz Temry Park Pend Appr N P 500.00
Total for PO 1D 0000000085 1.000.00
0000000107 00DOODDODDODD00000000000G 11282012 4 3 R0z Temry Park Open N N 20000
Total for PO ID 0000000107 20000
Grand Total for DepartmentID 5502102 120000
Dopartmentin: 5502103
PO Appeoval changs
POID Contract ID. Date Rel  Ovder PO Dats Buysr PO Statua Hoid Rev. Amount
0000000041 1102012 1 0 w2012 Terry Park Dispatched N R 250.00 Ad|

[T [ unknown zane el p
Bstat| | & | & FoListing 5y vencar - .. | [ 78 hetpesd fotstmeb-cccr o] @5

Step Action

20. You have successfully learned how to run the PO Listing by Vendor Report.

You can now move onto the Course References lesson to review Job Aid, Policies,
and Procedures.
End of Procedure.
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Course References

Please find links to all of the Job Aids, Policies, and Procedures that were referenced throughout
this course:

Getting Started with the New Web-Based Training Tool
Purchasing Key Terms

Purchasing Interfaces Job Aid

Purchasing Reports Job Aid

Introduction to Purchasing in ARC Training Guide
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Key Terms

For a full list of relevant Purchasing terms, you can reference this job aid. The following terms

will be helpful throughout this course:

Term
Autosourcing

Budget Checking

Category Code

Commitment Control

Contract

Electronic Document
Management (EDM)

Encumbrance

Expenditure

Fixed Term Purchase Order

Inquiry Pages

2-way Matching

An automatic process that
turns a requisition into a
Purchase Order.

This process runs without the
need for user interaction on a
regular schedule in the
background to identify
approved and budget checked
requisitions to become
approved purchase orders.

Enables you to control
commitments and
expenditures automatically by
checking them against
predefined, authorized
budgets. This also includes
encumbrances.

Line item commodity code that
describes the good or service
you are purchasing.

Functionality in ARC that
enables users to manage
expenditures against
predefined, authorized
budgets.

Represents a binding
Agreement between the
University and a supplier such
as an Agreement, Purchase
Order, Task Order, hotel, etc.

Ability to scan, submit, and
view documents through the
Requisition/Purchase Order
pages.

Amount which has been
budgeted to spend in
accordance with a Purchase
Order.

Amount that has been
disbursed and expensed.

A purchase order that has a
specific start and end date for
when services will be
performed attached to it.

ARC pages that provide
inquiry access only.

Process that compares
vouchers with purchase
orders.

This ensures that you pay for
only the goods and services
that you order and receive.

Defmiton ————— Jeampe ]

A user entered a requisition transaction and budget
checked it to a valid status. The requisition got approved
the next day.

The Autosourcing job picks up the requisition transaction
and creates a purchase order in ‘Approved’ status.

The purchase order will then be budget checked by
another background job to create the encumbrance.
Once budget checked, the dispatch job will send the
purchase order to the Procurement Buyers for review
and for the final dispatch to the supplier.

Budget checking a requisition to ensure that there are
available funds.

Pencils, Office tables, etc.

Budget Checking a Requisition.

Medical billing contract.

Supporting documents for transactions.

Purchase Order.

Purchased computer equipment.

Service Contract with a term date of:
Start Date: 12/01/12
End Date: 12/31/12

PeopleSoft Requisition inquiry page.

Purchase Orders = Vouchers.
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3-way Matching

Pre-encumbrance

Purchase Order (PO)

PO value

Receiving

Security

Segregation of Duties

UwPA (University-wide
Purchasing Agreement)

Workflow

Process that compares
vouchers, purchase orders,
and receiving documents for a
specific Purchase Order.

This ensures that you pay for
only the goods and services
that you order and receive.

An amount expected to spend,
but funds have not yet been
obligated.

Based on arequest by a
Department indicating
good/service, catalog number,
price and quantity. When
accepted by a supplier, a
Purchase Order forms a
binding contract.

Represents total committed
value for goods and/or
services being requested by a
customer.

A system record of goods
received from purchase
orders.

Level of accessto ARC pages,
dollar thresholds, data, and
allowable actions that users
have in the system.

The concept of having more
than one person complete a
task or transaction within ARC.

Strategic contract negotiated
by Purchasing for use by the
University community.

Automatic, rule-based routing
to pre-determined approvers
based on criteria such as role,
department, commodity,
account, and dollar amount.

Introduction to

Purchase Orders = Receipts = Vouchers.

Requisition.

One-time copy machine repair.

Encumbrance.

Receipt.

Accessto create a Requisition in the eProcurement
module.

A user who creates and submits a Requisition is
different from the user who approves the Requisition.

UwPA contract with Dell.

Requisition submittal and approval by 2 different people.

Training Guide
Purchasing in ARC
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Check Your Understanding

Congratulations! You have completed the Introduction to Purchasing in ARC course. There is no
required Knowledge Assessment associated with this course; however, you can check your
understanding of the material by reviewing the following questions:

1. A is an example of a pre-encumbrance.

2. Autosourcing turns a Requisition into a

3. True or False: The Requester's Workbench allows users to view the status of
Requisitions.

4. The process that ensures that you only pay for goods and services you receive is called

5. True or False: A Purchase Order created from a Requisition does not require Workflow
approval.

Answers to these questions can be found in the following section.
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Answer Key
Below are the answers to the Check Your Understanding questions:

1.
2.
3.

A Requisition is an example of a pre-encumbrance.

Autosourcing turns a Requisition into a Purchase Order.

True or False: The Requester's Workbench allows users to view the status of
Requisitions.

The process that ensures that you only pay for goods and services you receive is called 2
or 3-way matching.

True or False: A Purchase Order created from a Requisition does not require Workflow
approval.
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Glossary

3-Way
Matching

ARC

Autosourcing

Budget
Checking

Commitment
Control
Contract

Electronic
Document

Management
Encumbrance

ERP

Field
InfoEd

Inquiry Pages
Matching

PeopleSoft
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A process that compares vouchers, purchase orders, and receiving documents
for a specific purchase order. This ensures that you pay for only the goods
and services that you order and receive.

Accounting and Reporting at Columbia. Columbia University's new financial
system.

An automatic process that turns a Requisition into a Purchase Order. This
process runs without the need for user interaction on a regular schedule in the
background to identify approved and budget checked Requisitions to become
approved Purchase Orders.

Enables users to control commitments and expenditures automatically by
checking them against predefined, authorized budgets.

Functionality in ARC that enables users to manage expenditures actively
against predefined, authorized budgets. An example is budget checking.
Represents a binding Agreement between the University and a supplier such
as an Agreement, Purchase Order, Task Order, hotel, etc.

Ability to scan, submit, and view documents through the Requisition and
Purchase Order pages.

A commitment to pay for goods and/or services reflected in a budget (i.e.
purchase order commitment).

Issuance of a purchase order to a vendor is a typical encumbrance transaction.
Enterprise resource planning. ERP refers to a category of business software
that is designed to integrate functions across an organization into a single
computer system.

An area on a page that displays or requires data.

A software that enables faculty, administrators and staff to move efficiently
through each part of the grant and contract process from proposal
development to post award management.

ARC pages that provide inquiry access only.

A system-performed process that is used to compare details between
vouchers, purchase orders and receiving documents. The system will
automatically perform the appropriate document comparisons when a
purchase order is associated to a voucher (PO Voucher) and indicate whether
the documents do or do not match.

Oracle's PeopleSoft system is an integrated software package that provides a
wide variety of business applications to assist in the day-to-day execution and
operation of business processes. Each individual application, such as
Financial's and Human Resources, interacts with each other to offer an
effective and efficient means of working and reporting in an integrated
fashion across the enterprise.

ARC and PeopleSoft are used interchangeably when referring to Columbia's
new financial system.
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Pre-
encumbrance
Purchase Order

Queries

Receiving
Receiving
Process
Requester's
Workbench
Security

UwPA

Workflow

An amount expected to spend, but funds have not yet been obligated. An
example of a pre-encumbrance is a requisition.

Based on a request by a Department indicating good/service, catalog number,
price and quantity. When accepted by a supplier, a purchase order forms a
binding contract.

A request against the ARC, ARC Reporting, or UDS database to obtain a set
of data that match a specified search criteria.

A system record of goods received from purchase orders.

The process of inspecting, testing, acceptance, and/or rejection of requested
good/service. (See University policy on receiving.)

Use the Requester's Workbench to analyze, approve, update, cancel, and
close Requisitions.

Controls what level of access a user can have to pages, dollar thresholds,
data, and allowable actions in the system. Security ensures that users have the
appropriate page access and access to data required to perform their job
functions.

A University-wide Purchasing Agreement strategic contract that has been
negotiated/vetted by Central Purchasing and is available to the entire
University community.

Automatic, rule-based routing to pre-determined users based on criteria such
as role, department, commaodity, account and dollar amount. Workflow
manages and tracks the flow of work.
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