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Paramount WorkPlace is an online solution that allows NTPC to automate the procurement process —from
requisition entry to approval to processing (PO generation or inventory issue). A user-friendly, web-based
tool allows employees to requisition inventory items or items for purchase. Requisitions are routed
automatically to the appropriate managers for approval in accordance with the purchasing policy. Once
approved, items are issued from inventory or purchased by Logistics.

Accessing WorkPlace
1. Open Internet Explorer.
2. Inthe address bar type http:\\purchase.ntpc.com.

& http://purchase.ntpc.com/

3. You will be prompted to enter your windows login username and password. Click OK.

The server purchase.ntpc.com is asking for your user name and password.
The server reports that it is from purchase.ntpc.com.

(o |Ip|ett@ntpc.com |
|@ [eenseses |

[7] Remember my credentials

4. At the WorkPlace login page, if the Company is blank select NWT Power Corporation. Then click
Login.
TEST SYSTEM
User Name
[ NTPCUplett |
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http://purchase.ntpc.com/

Once logged in you will becdirected to the Home page. Any Outstanding Transactions will be
listed here. This includes any requisitions you have saved or have submitted that have not yet
been approved. If you are an approver you will also see requisitions pending approval.

Requisitioner:

File Edit View Favorites

Tools  Help

AT A Ermme 4 -

-
WWNRhWNFLALD

Outstanding Transactions

User Preferences 201501106

Requisition: 12393 L
N - - Wyaiting for Approval
General shop supplies e ﬂ

Requisition / Check Re... Plett. Leah

Logout

Home

2015/01/D6

Requisition: 12392 Unsubmitted

Pliest, Leah

NWT Power Corporation
Plett, Leah | Help | About

Requisitioner and Approver:

AN Y 1 i B Y

-
YWWRNWFLALLD

To Do ‘Outstanding Transactions

User Preferences O >

Logout

Home

Requisition: 12393 207181008
General shop suppliss R EF:‘:F"E' [>]
Requisition / Check Re... Plett, Leah zhEE

Approve Pending Requisitions / Check. ..

2015/01/08

Requisition: 12332 - X
Unsubmitted 0

Plett, Leah

MWT Power Corporafion
Plett, Leah | Help | About

Submitting Requisitions

There are 2 types of requisitions you will create: Inventory and Non-Inventory. You cannot combine
inventory items and non-inventory items on one requisition. Separate requisitions would have to be
submitted.

If you are unsure if the item you require exists in Inventory, please take the time to search in
the inventory system before submitting it as a non-inventory requisition.

Follow the instructions below for submitting a requisition and use the Item lookup to search
the Inventory Item List.
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Inventory

1. From the WorkPlace menu select Requisition/Check Request.
Home
User Preferences
Requisition / Check Request
2. From the Transactions menu, select Requisition Entry.
Find Requisition Q‘
Requisition Entry a
You can also edit existing requisitions by selecting them from Outstanding Transactions on the
Home page or on the Requisition/Check Request page.
TR 20150106
Ef;g,ur';:r? fi: 17394 Unsubn{uﬂed
Requisition: 12393 - anaalG
i Waiting for Approval
g;grlsrfésgup supplies i 0
PR:;glufi;i::m: 12392 uigﬂiﬁﬂégg
3. Each new requisition is assigned a unique requisition number which you will see in the top right
corner. Your name will appear as the requester.
TEST SYSTEM .
PARAMOUNT Requisition 0 ([i23sa  [f X0
TECHNOLOGIES @Print "= Shopping List - élmport D Submit QN&W @Dup‘licale X Delete QComment 47 Attachment(s)
REQUESTER * CREATED BY CREATED DATE * POSTING DATE DEPARTMENT TYPE TOTAL
NTPCplett Plett, Leah 2015/01/06 201501706 |2 2015001106 | 4] TSTGroupNew 50,00
Requisition Name | |
Delete Line Project Cost Category Item Item Description * Quantity ¥ UM Price Currency  Amt Extended
O & | SN | BN I[ | 2 ] |[=cs s000
4. Start your requisition by entering a Requisition Name. This is a short description of what you
are requesting.
Requisition Mame |General Shop Suppliss |
» POWER
March 2015 4 h CORPORATION
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5. Start entering in the first line that displays. All items with an * are required fields. For

inventory requisitions, you must select an item number that exists in Inventory. |f you

know the number, you can type it in and when
automatically.

you tab off the field the description will populate

Requisition Mame | General Shop Supplies
Delete Line Project Cost Category Item Item Description * Quantity ¥ UM Price Currency  Amt Extended
O & | =N |94, [10o0360 QA ® [Connettor Ampact 602007 =] | [ea | [2z2215][zCs 5000
| & | BN | <X EE N |[zes s000
In most cases, you will not know the item number. To get a list of inventory items, click the
lookup beside the Item field.
[tem
This will open the Item Search window. By default, it gives you the ability to search by Item
Number and/or Item Description.
(& Search - Internet Explorer - EM

& http://testpurchase.ntpe.com/Central/PTIZoom.aspx

iearch Type

[ tem Number | [etarts with >
|Ilern Description V| [Starts With VH
[ 185tz ris With ~]]

tem Number
1000380
10007789

Class ID
DIST

DIST

1000721
1001315
1001332
1001335
1001782

DIST
MECH
MECH

1001794

Item Description

Connecter Ampact 602007
Transformer 75 KWVA 72001200240
Transformer 100 KWVA 7200/120/240
“falve Gate 37

Walve Globe 3/3" 200 WOG

Seal 11333 Armstrong

Ring Rubber EMD 8473601

Timing Relax EMD 3253244

Default Site ID

Primary Vendor

Primary Vendor ltem

)

ea

ea

ea

)

ea

ea

)

Unit Cost
§222150
524546750

Picture

5 3,653.6000
§ 446100
§10.3200
§ 76 6700
§ 41.6000

5 480.3400

The Search Type by default is set to Starts With. You can change this to aid in your search.

Search Type

[ Item Number

Starts With

| Iltem Description

Starts With

Ends With

Iz Equal To

Hem Number
1000360
1000779

Dl
DI

Clazz ID

Iz Mot Equal To

| Is Greater Than

1= Greater Than Or Equal To
I Is Less Than

s Lezs Than Or Equal To

3T
=1

For example, you might want to search on gaskets. You would select Iltem Description Contains

and then in the

value field enter gaskets.

| Item Description

hd | | Contains

v || gaskets]

March 2015
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Click the Search button. The results of your search will appear in the grid below.

Search Type AR REGCUIUS: ﬁ Export Screen ﬁ Export All
[item Number | [ Starts With ~| | i
[Item Description v |[Contains v| | gasket |
[ ~|[Starts With > |
tem Number ClassID  Hem Description Default Site ID Primary Vendor Primary Vendor Hem Unit Cost  Picture
1003518 ENG Gasket 8209776 ea 5 0.5560
1003518 ENG Gasket 8026760 ea $3.4500
1003520 ENG Gasket Seal Kits 5037072 ea 5618207
1003522 ENG Gasket 40010852 =) $3.2100
1003672 ENG Gasket EMD40010333 ea 507292

You can combine your search criteria to narrow down the search results. For example, you
might be searching for gaskets that are < $10. Add that to your criteria and click Search.

Maximum Re{:nrds: @ Export Screen @ Export All
T oy i

[ item Mumber || Starts with ~|l |
[Item Description ~|[ Contains VHgasket |
[Unit Cost ~][Is Less Than MIEE] |

e | L R —"|
tem Number Class ID Item Description Default Site ID  Primary Vendor Primary Vendor ltem U of M Unit Cost Picture

1003516 ENG Gasket 8205776 ea 50.5560
1003519 ENG Gasket 8026760 ea 534500
1003522 ENG Gasket 40010852 ea 532100
1003672 ENG Gasket EMD40010833 ea 507292
1003676 ENG Gasket EMD40010837 = 51.1738
1003725 ENG Gasket 0-53403 ea 541377
1004412 ENG Gasket 2M3294 ea 59.5590
1004413 ENG Gasket 2N3295 ea 541250
1004414 ENG Gasket ZN3583 ea 5 5.1966
1004415 ENG Gasket 2N3534 ea 591733

If you requisition inventory items often, you might find it useful to have a list of items in Excel.
You can Export the item list by clicking the Export Screen or Export All options at the top.

Export Screen will export the results based on your search.

Export All will give you a list of all inventory items.

Search Type
[ Item Number v |[ Starts with v |
[Irem Description [ Contains v |[gasket |

Click on the item in the list to select it. The Item Description, U/M, and Price will populate from
the inventory system.

Requisition Name [General Shop Suppliss |
Delete Line Project Cost Category Item Item Description * Quantity ¥ UM Price Currency | Amt Extended
O & | =N |, [1004415 =N @"|Gaskat2r¢3584 i | [ea |2 [oa733]fzcs || s0.00
| & | BN BN BN I [ R N TTees $0.00
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6.
Amt Extended field.
Quantity * LM Price Currency | Amt Extended
[ 0] E__J [s1733][zcs 58173
7. For each line item, you need to enter information in the detail section at the bottom of the

screen:

March 2015

Priority — this is a required field. Click the lookup to select or type it in.

Priority * Shipping Mathod

[e kN

|y

Blanket PO Payment Term

'8
(& Search - Internet Explorer

@ nttp://testpurchase.ntpe.com/Central/PTIZoom.as

Value

V|

Find By Search Type
H| [0 | [Starts with
= Sttt
Description
A Pricrity
B Mormal
c Annual
R Repair

Enter the Quantity and tab into the next field. WorkPlace will calculate the extended cost in the

Site ID — this will default to the main warehouse in your region. After you’ve selected an
item, clicking the lookup for Site ID will display all Sites where this inventory item is
currently assigned. If the item you are looking for is not assigned to the required site,

please contact the Supplies and Land Inventory Coordinator for assistance.

-
& Search - Internet Explorer
ip To Addressl Otner] @ nhttp://testpurchase.ntpe.com/Central/PTIZoom.aspx
Search Type Maximum Records: glei
e [site 1D | [Starts with
e | | Starts Wi
N
[ | [Starts with
Ship Te Description
F aQ

If you leave the site as the default and the item you are requesting is not assigned to it,
when you click save or submit on your requisition you will receive an error and the

offending line will be highlighted in red.

/& Site ID is invalid for Specified Inventory ttem
* CREATED BY CREATED DATE * POSTING DATE
NTPCUplett Plett, Leah 2015/01/06 20150106 | G4 20150106 |4

Requisition Name |Genera| Shop Supplies |

Delete Line Project Cost Category Iltem Item Description % Quantity * UM Price Currency  Amt Extended ‘
™ m o L L4 [10o7ez L *®_[Ring Rubber EMD 8478601 10} ea Lo s16)zcs 5416.00

O & Q q, a % ez aQ [zcs 50.00

NORTHWEST TERRITORIES
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Comments — if you wish to provide the issuer with further instructions, make a
comment in the Internal Comment window on the Comments tab.

General ' Comments I Ship To Address l%l

“endor Comment

URL Reference
[

]
[ I
Internal Comment

stock for Inuvik |

If you wish to have the inventory item issued directly to a project, enter the project
number and cost category into the Internal Comment box.

Intermal Comment

Please charge to 141509200001501
Cost Category 5201.0007] ~
Thanks N

If a line has a comment added, a small note icon will appear on the left side of the line.

Delete Line i
[ | &}e [
L] s ul)e |

NORTHWEST TERRITORIES
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8. Continue on with your next item. For each line item you must fill in the fields identified above.

Duplicate Line
Because this is often duplicate information, it is sometimes easier to complete all of the
required information in the first line and then duplicate that line.

Click in one of the fields in the line you wish to duplicate. Then click the Duplicate Line button
at the bottom of the screen.

Requisition Mame ‘Ganeral Shop Supplies |

Delete Line Project Cost Category Item Item Description * Quantity * UM Price Currency  Amit Extended
® 0O 1 @ @ | EN EN % |, ® [Ring Rubber EMD 2473601 [ 10| e X[ s16][zcs 541600
O & | N BN RN I NENE RN |[z-cs 5000

Beneral ICommems ] Ship To Address I@]

Department Site ID endor Vendor Address ID Vendor Item Manufacturer's item
TSTGroupNew | [12e &N &N &N &N EN
[Testing Group Inuvik
Date Required Ship To GIL Account Prigrity * Shipping Method Expense Type
2015/01/06 |EH [3s0 |, [10-350-aD00-1402-50 B &N EN EN

Hay River Accountable Stores Mormal
Date Promised Bill To Drop Ship Blanket PO Payment Term Customer ID PO Number
201501106 A | & O O | RN BN
/endor Contract Contract Vendor Tax Schedule 1088 Box Number

, || |4 ] |

f
H Sav| EQ Duplicate Line Lx Detsils Para

Note that the entire line is duplicated, including comments and any information entered in the
details section at the bottom. Click the lookup beside Item to select your next inventory item
and change the quantity as required.

T Ll T T T
@ O 1 & | [ |, [1001782 |, ®, [Ring Rubber EMD 8473601 [ 0] [ea | [ <416]fzcs 5 416.00
O & | =9 =N < |, ®,_ [Ring Rubber EMD 8473601 [ 10] [ea | [ 416][z0s 5 416.00

9. Once you have completed entering all of your items click the Save button at the bottom of the
screen.

B Save

It might not appear like the requisition is saving but please be patient as it takes a few
seconds. Once it is finished, you will get a message at the top of the screen to verify it has
saved correctly.

- TEWNMVEWOIEYS

m Database Successfully Updated.
REQIUFSTER *

NORTHWEST TERRITORIES
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If you try to click Save again before it is completed, you will get a message. Just click OK to

close.
Message from webpage @
I_\ The page is currently processing or loading, please try again shertly!

10. If you wish to delete a line item from your requisition, click in the delete checkbox at the far left

of the line you wish to delete. Then click the Save button.

—

Delete Line

@0
o[v] -

11. At any point you can save your requisition and return to it at a later date to complete.

12. If you do not wish to submit or keep the requisition for processing at a later date, click the

Delete button.

(& Print

Requisition 1 (¢ [12387 RO

= Shopping List - [ Import @ Submit [ New [[7) Duplicate) 3¢ Delete I,,._ Comment 4" Attschment(s)

13. You can print the requisition by clicking the Print button.

Requisition 1 (¢ [12387 RO

(& Print

[ Shopping List = 3 Import @ Submit [ New [[7) Duplicate 3¢ Delete [ Comment 47 Attachment(s)

14. Once you are ready to submit for approval and processing, click the Submit button.

(& Print

Requisition 1 (¢ [12387 RO

Zf Shopping List = [ Impor] @ Submit |7 New [ Duplicate 3¢ Delete [ Comment 7 Attachment(s)

You will get a dialog box confirming if you wish to submit. Click Yes to Submit or No to Cancel.

Submit

Are you sure you wish to submit?

March 2015
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Once the requisition has been submitted, it will indicate success in the top left corner. Note that

all of the fields are now read only.

TEST SYSTEM .
Requisition 0 (1« [1238:2 L= WOR
PARAMOUNT
TECHNOLOGIES [E‘] Print “Z Shopping List = ¥) Recall Q Mew |:;| Duplicate E‘ GComment 47 Attachment(s)
[
I o Reguisiticn / Check Request has been Submitted.
e Y CREATED DATE * POSTING DATE DEPARTMENT TYPE TOTAL
INTPC\IpIeﬂ Plett, Leah 2015/01/06 |2D15Jﬂ1[l]6 2015/01/06 TSTGrouphlew Requisition $5,019.40
Requisition Mame |Ganeral Shop Supplies
Delete Line Project Cost Category  Item ltem Description Quantity ¥ UM Price Currency  Amt Extended

@ 1 Wl &9 | | [1001752 |Ring Rubber EMD 8479601 [ 10 J|ea | 4186 [zCs $ 416.00

@ 3wl @9 | | [1001794 [Timing Relax EMD 8253244 | 10 [ea | 46034 [zcs 54,603.4D
General | Comments | ship To Acdress | Ctner |
Department Site ID Wendor Vendor Address ID Vendor ltem Manufacturer's ltem
[TSTGrouphew [138 | | | |
Testing Group Inuvik
Date Required Ship Te GiL Account Pririty * Shipping Method Expense Type
|2015/01/08 J2s0 |10-350-4D00-1402-80  [B | |

Hay River Accountable Stores Mormal
Date Promised Bill To Drop Ship Blanket PO Payment Term Customer ID PO Number
[2015/01/08 | | | |
Wendor Contract Contract endor Tax Schedule 1099 Box Number
[ [ [ [
,;1 Details Paramount Technolegies, Inc

If you wish to recall a requisition to make changes or to cancel it, click the Recall button.

() Print 'E] Shopping List ~

) Recall I MNew |:|:|Duplicate @Comment éﬁxﬁauhmentis}

You will be prompted for confirmation.

===

Message from webpage

| Recall from Approval?

J {

Cancel ]

You will now be able to make changes to the requisition and resubmit it or delete it.

March 2015
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Non-Inventory

1. From the WorkPlace menu select Requisition/Check Request.
Home
User Preferences
Requisition / Check Request
2. From the Transactions menu, select Requisition Entry.
Find Requisition Q‘
Requisition Entry {}
You can also edit existing requisitions by selecting them in Outstanding Transactions on the
Home page or on the Requisition/Check Request page.
TR 20150106
RS A 122 Unsuomites
Requisition: 12393 - anaalG
i Waiting for Approval
g;grlsrisgup supplies i o
Sor Unsupnited
3. Each new requisition is assigned a unique requisition number which you will see in the top right
corner. Your name will appear as the requester.
TEST SYSTEM .
PARAMOUNT Requisition 0 ([i23sa  [f X0
TECHNOLOGIES @Print "= Shopping List - élmport D Submit QN&W mDupllicale X Delete QComment 47 Attachment(s)
REQUESTER * CREATED BY CREATED DATE * POSTING DATE DEPARTMENT TYPE TOTAL
NTPCplett Plett, Leah 2015/01/06 201501706 |2 2015001106 | 4] TSTGroupNew 50,00
Requisition Name | |
Delete Line Project Cost Category Item Item Description * Quantity ¥ UM Price Currency  Amt Extended
O & | SN | BN I[ | 2 ] |[=cs s000
4. Start your requisition by entering a Requisition Name. This is a short description of what you
are requesting.
Requisition Mame |Fc:rt Liard Engine Overhaul |
» POWER
March 2015 12 . CORPORATION
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5. Start entering in the first line that displays. You must select a Project Number when entering a
non-inventory requisition.

Click the lookup beside project number to open the Project search window. By default it gives
you the option to search by Project Number.

=SS5 1 18 hitp/Ttestpurchase.ntpe.com/Central/ P 11Zoom.aspx |
Project = —
Search Type Maximum Records: &‘ E!
1328657CL031| 4 s
liaieaance ticsct eadind || [Proiect Number v || Stars wim ol |
I:Iq | | [Starts With ~| |
Project No. Project 1D. Project Name Contract No. Praoj
120300010001000 1000 Asset Disposal Costs 12030001000
120300510001000 1000 Jackfish Groundwater Monitor 12030051000
120300510001008 10038 REG PROJECT Jackfish Groundwat 12030051000
120504130005300 5300 Refurbish T4 Transformer 12050413000 B. R
120305670005300 3300 Ingraham Trail Recloser 12030567000 C.T
12015101 10005200 5200 T10 Transformer |narade 12051011000 AR

The default search type is Starts With. You can change this to aid in your search.

Find By Search Type

Item Mumber w [l Starts With el

Starts With

| Item Description b Contains

Ends With

Iz Equal To

15 Mot Equal To

Iz Greater Than

10003&0 DIST Is Greater Than Or Equal To
Is Less Than

1000778 DIST Iz Less Than Or Equal To

| [

For example you might want to search for all capital projects in bluefish. You would select
Project Number Starts With 1225 and click Search. All of the projects meeting your criteria will
be displayed in the grid below.

Find By Search Type Maximum Records: gl

ST
|[Starts With [ eeereh o |

[ Project Number

~|[starts With

Project ID. Project Name

122504050005300 5200 Ducan Dam- New Stoplog & Safet 122504080
122509070005300 2200 Bluefish Ling Bird Deterrents 122308070
122509200001501 1501 Bluefish Line Outage 122508200
122509200001502 1202 Install Ling Switches 122308200
122510280005300 3200 Snow Plow & Jib for Loader 122510280

‘ NORTHWEST TERRITORIES
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You can combine your search criteria to narrow down the search results. For example, you
might be searching for all projects in Inuvik that contain the word LNG in their description. Click

Search.
Caarch Tuna Maximum Records: gy

[Project Mumber || Starts With v|[138

[Praject Mame ~|[Contains v][LNG |

|| Stars W v

Project No. Project ID. Project Name Contract No.
136508300005300 5300 LNG Storage 13650990000
136511140005300 5300 LNG Make-up Valve 13651114000
136866000001000 1000 LNG Offioading 13686600000
136866100001000 1000 LNG Production Fuel 13686610000
136866200001001 1001 Maintenance of LNG plant -Prev 13686620000
136866200001002 1002 Maintenance of LNG plant -Carmr 13686620000

Click on a project to select it.

6. Select a Cost Category by clicking the lookup. Only cost categories assigned to the project
selected will be listed. If you require a cost category that is not listed please contact the
Finance department.

Delete Line Project Cost Category ltem ltem Description Quantity * UM Price Currency  Amt Extended

0 & [13788570LO31 a s301.0000 | R [kwccessos-2F |, ® [3508 GCE Dual Turbo WO fiir [ 1] Q [zcs $0.00
Maintenance Diesel Engine-C! '

7. Enter a full description of the item you are requisitioning in the Item Description. This is the
description that will appear on the purchase order sent to the vendor.

Delete Line Project Cost Category Item Item Description * Buantity ¥ UM Price Currency  Amt Extended

0 4 [1328657CL031 °§ 5301.0000 | f [kwCCE3s0e-2F | ®, [3508 CGE Dual Turbo WIO fitr | 1] B [zcs $0.00
Maintenance Diesel Engine-CLO3 Materisls :

Because this is a non-inventory requisition, you do not select an inventory item number. If
you have a vendor item number you can enter it into the Item field.

8. Enter a Quantity, a Unit of Measure and a Price. Price is required. If you have a quote, enter
that price. If you do not have a quote and are unsure of the item price, enter $1 in the price
field.

Requisitions will not route for approval if you do not enter a price.

Delete Line Project Cost Category Item Item Description * Quantity = UM Price ncy  Amt Extended
0 & [1328657CL031 Q, 53010000 | [kwocEssos-2F | & [3508 CCE Dual Turbo WIO fitr i 1] [ea R [ 100 B
Maintenance Diesel Engine-CLO3 Materials
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9. For each line item, you need to enter some information in the detail section at the bottom of

the screen:

a.

Priority — this is a required field. Click the lookup to select or type it in.

Priority * Shipping Mathod
E |F | Y
Blanket PO Payment Term

'8
(& Search - Internet Explorer

@ nttp://testpurchase.ntpe.com/Central/PTIZoom.as

Search Type
H| [0 | [Starts with M
= Sttt ‘
Description
A Pricrity
B Mormal
c Annual
R Repair

b. Ship To — this will default to the main warehouse in your region. If you require your
items to be shipped to a different location click the lookup and select a location.

March 2015

General l Comments l Ship To Address l%]

Wendor Contract Contract [ | [Starts With

| A

[E] save [ Duplicate Line

Address ID
120
120-WAREHOUSE

|, Details “ellowknife

Yellowknife - Warehouse

121
122

Snare Hydro

Bluefish Hydro

Department Site ID “fendor “fendor Address ID “endor ltem Man|
[TsTGroupNew | [350 -
Testing Group @ Search - Internet Explorer
Date Required Ship To @ http://testpurchase.ntpc.com/Central/PTIZoom.aspx
[2015/01/08 | &= = e, B
Search Type
Date Promised Bill To
[2015/01/08 | [Adaress 1D | [Starts With

Shipping Method — this is an optional field. If the items you are requisitioning need to

be shipped by a specific method, click the lookup to select it.

(2 Search - Internet Explorer

‘endor ltem

S E—

‘ @ http://testpurchase.ntpe.com/Central/PTIZoom.aspx

Search Type

Shipping Method

[ Shipping Method | [Starts With ~|

| [ Starts With

Payment Term Shipping Method
[ A ||| arcanepa
AIR NORTH
)\ BRADENBURY EXP
BUFFALO
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d. Comments —there are two types of comments: vendor and internal. Vendor comments
will appear on the purchase order. Internal comments are used to provide the buyer
further information and to assist him in purchasing your items.

General | Comments IShip To Address ] Other]

Wendor Comment

URL Reference

Intemal Comment

Ship to Fort Liard
Request quote from supplier.|

If a line has a comment added, a small note icon will appear on the left side of the line.

Delete Line i
O] B %4 [
L] sl ul]e |

10. Continue on with your next item. For each line item you must fill in the fields identified above.

Duplicate Line
Because this is most often duplicate information, it is sometimes easier to complete all of the
required information in the first line and then duplicate that line.

Click in one of the fields in the line you wish to duplicate. Then click the Duplicate Line button
at the bottom of the screen.

TEST SYSTEM I~
Requisition & («[zsss ]! A wwm
PARAMOUNT q
TECHNOLOQOGIES (S Print '] Shopping List = [ Import @ Submit [T New [[7 Duplicate 3¢ Delete [ Comment 4 Attachment(s)

o Database Successfully Updated

REQUESTER * CREATED BY CREATED DATE * POSTING DATE DEPARTMENT TYPE
[NTPClplett Plett, Leah 2015/01/06 20150106 | 24 20150106 | B TSTGroupNew
Requisition Name | |
Delste Line Project Cost Category Item Item Description * Quantity & UM Price  Cumency Amt Extended |
® 0O 1 g [1328857CL031 [s3mino00 | [ = | ., [3508 CCE Dual Turbo WIO fitr [ fea S 1] [cs E
Maintenance Diesel Engine-CL03 Materials
O & | BN | LN BN N I PR N B | === soo

General | omments | Ship To Address | other |

Department Site ID Vendor endor Address ID Vendor ltem Manufacturer's ltem
[T5TGroupnew | [z50 & BN BN BN BN
Testing Group Hay River
Date Required Ship To GIL Account Priority # Shipping Msthod Expense Typs
[2015/01/08 |8 [120-warerouse | [10-732-4306-5300-90 B BN BN BN
Yellowknife - Warehouse Supplies and Services Normal
Date Promised 8ill To Drop Ship Blanket PO Payment Term Cusfomer ID PO Mumber
[2015/01/08 &8 | X O O [ BN BN
endor Contract Contract Vendor Tax Schedule 1099 Box Number
| — |4 %] %

[ save] [ Duplicate Line &, Details Paramount Technologies, Inc
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Note that the entire line is duplicated, including comments and any information entered in the

details section at the bottom.

T T
Delete Line Project Cost Category Item Item Description Quantity ¥ UM Price Cumrency Amt Extended
0 | g [13zs8STCLON a, [saot.oo00 |9 [kwocEsseazF |G ®, [3508 CCE Dual Turbo WIO fitr il 1] [ea | [ 1.0o]fzcs $1.00
§ Maintenance Diesel Engine-CLD3 Materials :
0 & [1328857CL031 [s3010000 | [T x| A ®, [3508 CCE Dusl Tutho WIO fitr Il 1 [ea |2 [ t1oo|[zcs e
= Maintenance Diesel Engine-CLO3 Materials :

Modify the line with the required information.

Mass Line Change

Another feature that can speed up entry of requisitions is the Mass Line Change feature.

TEST SYSTEM R r a
equisition = ¢ 27 ! DRC
PARAMQUNT q [z %,
TECHNOLOGIES iy Pret o Shoppeg Uit + Rieport 5 Subme [T New [y Dupkeate 3 Detete [ Comment 57 Annchmensiy)
REQUESTER * CREATEDBY  CREATED POSTING DATE DEPARTMENT TYPE TOTAL
MTPCugRen PR Lesh 20VS010T |msmos |28 T5TGeouphiew [Fequamcn | Save Flequasiion b Updste Totsl
e e B bt o SR e ket et b Mgt el e
— Proest e Descrpdon © Cusntty © U Prce  Comency  Amt Exended
= 1 % [3508 CCE Dual Turbo WiD Fis 1] [ % i][Ees S10
5 a T Q| fs 016" o [ a B
o PR CCITIER  [smom Q] T, [CAT 3800 16" BmekeaPiniHOWE 1 lea |8 3 S
Wairiesancs Desel Engine. CLO3 Wsieian
- & [E5TELDYI00N 1, A [ 3, R, [3508 CCE Dual Truba WO Fis | 1] Jeo ] = s100
. = Maintenance Dsesel Cogne-CLOT LS |
- o n nT nom = imi I P
Suneral | Commrts | Ship To Address | Other
Depariment Ste D Verdar ersdon Address 1D Verder Hem Marutschurers tem
| [s0 Q, Q, A | 12
S Ta O Actond Praty * Shanrg Vol Eapenae Ty
|3 = LN [ A A L
Bl T Dhieg Thips Blanked PO Payment Term Carsbrzrmer 10} P Burber
1= A 0O m} A, [ L 8
Cantraet Vensar Tax Sehasule 1055 B Nusnibesr

There are only certain fields that NTPC uses that can be updated using this feature.

S
endor Address ID O\

Priority OJ
Department O\
Contact

Site ID QU
L e
Cost Category O\
Wendor Doc. Mo.

PO Number
—_—

e R N
Shipping Method Q|
— R

B Updste & Close 3§ Close
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For example, perhaps you have entered the incorrect project number on each of your lines.

Select the correct project from the lookup on the Mass Line Change window.

Date Required

Pricrity
Department

Contact

endor Address ID

—-
a

L %
L %
L ]

——

Project

. !
1328657CL031002 @
——

Vendor Dot. No
PO Number
Ship To
Shipping Method

Wendor

L

[
L %
L %
[

@ Update & Close 3¢ Close

Click Update & Close.

If a cost category you selected for the previous project is no longer valid for the new project that

field will be cleared. Select a new valid cost category as required.

11. If you have a quote for the items or any other documentation you need to pass on to the buyer

or vendor, you need to attach it to the first line in your requisition. Click on the paper clip icon
on the left of the line.

Delete Line

] 1

2

The Attach File window will open.

TEST SYSTEM
PARAMOUNT
TECHNOLOGIES

Attach File

New Attachment:

File

Description |

Attach File

Files Currently Attached:

Browse_..

There are currently no files attached

[ save & Close

Click the Browse.... button and find the file you wish to attach. Click Open. The file will appear

in the File box. Enter a good description and click Attach File.

New Attachment:

File

C\Users\LPlett\Desktop\quote pdf

Browse...

Diescription |C1uote from supplier

Attach File

March 2015

18

NORTHWEST TERRITORIES

POWER
CORPORATION

Empowering Communities



The file will appear under Files Currently Attached. You can add as many files here as you need.
Once you are done, click the Save & Close button. If you need to remove the file you've
attached, check the Delete checkbox before clicking Save & Close.

New Attachment:
File Browse...
Description |
Attach File

Files Currently Attached:

Delete PO Attach RFQ  Date Attachment File Size Description H

O O 1 |2015/01/07 |E quotepdf 56310 Bytes [Quote from supplier

B Save & Close

The paperclip icon changes to show that an attachment has been added. Click on this icon to
view or modify your attachments.

1 lls

12. Once you have completed entering all of your items click the Save button at the bottom of the
screen.

It might not appear like the requisition is saving but please be patient as it takes a few
seconds. Once it is finished, you will get a message at the top of the screen to verify it has
saved correctly.

b d TECHTNULUOIES

€) Database successtuly Updated.

*

If you try to click Save again before it is completed, you will get a message. Just click OK to

close.
Message from webpage &J
/B, The poge is currently processing or lozding, please try again shortly!
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13. If you wish to delete a line item from your requisition, click in the Delete checkbox at the far left
of the line you wish to delete. Then click the Save button.

Delste Line
® 0 1
@ 2

14. At any point you can save your requisition and return to it at a later date to complete.

15. If you do not wish to submit or keep the requisition for processing at a later date, click the
Delete.

Requisition 0 (¢ [12397 EREORC

(&) Print "E] Shopping List = [ import ‘@ Submit [Z) New [[7) Duplicate) 3¢ Delete |[Jj Comment &7 Attachment(s)

16. You can print the requisition by clicking the Print button.

Requisition 1 (¢ [12387 | &

@ Print a' Shopping List = 3 Import e) Submit D MNew Elj Duplicate 3§ Delete El Comment 4 Attachment(s)

17. Once you are ready to submit for approval and processing, click the Submit button.

Requisition 1 (¢ [12387 RO

(& Print "Z] Shopping List = 3 Impa . [ Mew [[7 Duplicate 3¢ Delete [Jj Comment 7 Attachment(s)

You will get a dialog box confirming if you wish to submit. Click Yes to Submit or No to Cancel.

Submit

Are you sure you wish to submit?
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Once the requisition has been submitted, it will indicate success in the top left corner. You will
note that all of the fields have now become read only.

TEST SYSTEM
PARAMOUNT

Requisition

W (0 [12385 IENJORC)

(S Print "] Shopping List + #) Recall [ New [ Duplicate [ Comment &7 Aftachmentis)

o Requisition / Check Request has been Submitted.

—
REQUESTER ™

NTPCUplett

CREATED BY
Plett, Lesh

CREATED
2015/01/08

DATE *

I2ﬂ15l|]|108

POSTING DATE DEPARTMENT TYPE TOTAL
2015/01/06 TSTGroupHew Requisition 5200

Requisition Mame |

Maintenance Diesel Engine-CLO3 Materials

General ] Comments ]Ship To Address lml

Delete Line Project Cost Category  Item Item Description * Quantity * UM Price Currency  Amt Extended
® 1 [ 4w [1328657CI03 [5301.0000 [3508 CCE Dual Turbo WO fitr 1 Jea 1 Jzcs $1.00
Maintenance Diesel Engine-CLO3 Materials
1328657CLO31 5301.0000 40-1082 [CAT 3500 16" Bracket/Plate/HDWE 1 ea 1 |ZCs
(1] 2 Wl &9 51.00

Department Site ID ‘Vendor ‘Vendor Address 1D Vendor ltem Manufacturer's Iltem
[TSTGroupew [350 [ | [ |
Testing Group Hay River
Date Required Ship To GIL Account Priority * Shipping Method Expense Type
[mi5m106  [120-WAREHOUSE  [10-132-4306-530060  [B | |
‘Yellowknife - Warehouse Supplies and Services Normal
Date Promised Bill To Drop Ship Blanket PO Payment Term Customer ID PO Number
[201501/06 [ [ [
“endor Gontract Gontract Vendor Tax Schedule 1095 Box Mumber

|3, Details

Paramount Techn

If you wish to recall a requisition to make changes or to cancel the requisition, click the Recall

button.

[E}] Print g? Shopping List ~ | ¥) Recall I.__ New |:|L| Cuplicate @Cnmment & Attachment(z)

You will be prompted for confirmation.

=55

Message from webpage

| Recall from Approval?

Lo« Jf

Cancel ]

You will now be able to make changes to the requisition and resubmit it or delete it.

March 2015
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Duplicating Requisitions
If you find you submit similar requisitions on a regular basis, you might find it useful to duplicate
requisitions.

1. Open any requisition. It can be a requisition of any status: saved, waiting for approval,
approved, already processed.
2. From the top menu click Duplicate.

LE:] Print & Shopping List = D MNew ElJ Duplicate E| Comment 4 Attachment(s)

You will be prompted for confirmation.

7 y
Message from webpage Ié]

:] Duplicate this Requisition, Are you Sure?

[ ok |[ cance |

This copies all of the lines and the line details into a new requisition. It does not copy over any
line attachments.

Follow the previous instructions for submitting a requisition to make the necessary changes
required and submit.

Note that if a line detail, like priority, is different on the new requisition from the old
requisition you MUST update it on each line.
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Tracking Your Submitted Requisitions

Waiting for Approval
Your submitted requisitions will appear under Outstanding Transactions with the status Waiting for
Approval.

Outstanding Transactions

Requisition: 12395 2015/01/06
Plett, Leah Approved o

Requisition: 12393 2015/01/06
General shop supplies Waiting for ALPDEOP\:al (5]
Plett, Leah eah Plet

Requisition: 12392 nzmﬂmﬂs
General Shop Supplies Lisapprave o
Plett, Leah

An email has been sent to the appropriate approver(s) as determined by your department, the amount
of the requisition and NTPC’s purchasing policy.

If you wish to recall a requisition to make changes or to cancel the requisition, click the Recall button.

[Eh Print ﬁ? Shopping List 4 £) Recall Q Mew |:|:| Duplicate Q Comment & Attachment(s)

You will be prompted for confirmation.

Message from webpage M

| Recall from Approval?

[ ok || cance |

You will now be able to make changes to the requisition and resubmit it or delete it.
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Approved
Once your requisition has been approved, it will appear in your Outstanding Transactions with the status
Approved.

| Outstanding Transactions.

Requisition: 12395 2015/01/06
F'k;r‘L Leah Approved o

Requisition: 12393 2015/01/08
General shop supplies Waiting fﬂl'rtﬂpmpv"a\ 0
Plett, Leah .eah Plett
Requisition: 12392 I_‘EEJW:'.’U‘\.’JE\
General Shop Supplies Dlsapprove 0
Plett, Leah

You will receive an email confirmation once your requisition has been approved.

Wed 07/01/2015 9:13 AM
WorkPlace <WorkPlace@nipc.coms>
Requisitions / Check Requests have been Approved. I

To Leah Plett

elf there are problems with how this message is displayed, click here to view it in a web browser.

NWT Power Corporation
The Following Requisitions / Check Requests have been Approved, click the Link below to view these Requisitions / Check Requests:

Requisitioner: Plett, Leah

Requisition [ Check Request Prionity Project Cost Category ltem ftem Description Vendor Comment Intemal Comments Approver Notes Qty U/M Price E)r:';t Currency
12395 Normal 1328657CL031001 5301.0000 KWCCE3508- 3508 CCE Dual Ship to Fort Liard 1ea $1.0000 $1.00 Z-CH
Turbo WIO fltr Request quote
frem supplier.
12395 Normal 1328657CL031001 5301.0000 40-1082 CAT 3500 16" Ship to Fort Liard. 1ea $1.0000 $1.00 Z-CH
Bracket/Plate/HDWE Request quote
from supplier.

If you click on the requisition number link, it will take you to workplace and directly to this requisition.

At this point, you can still recall a requisition to make changes or to cancel it. Click the Recall button.

[E}] Print g? Shopping List 4 ) Recall Q New |:|L| Cuplicate @ Comment & Attachment(z)

You will be prompted for confirmation.

Message from webpage M

| Recall from Approval?

[ ok || cance |

You will now be able to make changes to the requisition and resubmit it or delete it.
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Disapproved

If your requisition has been disapproved, it will appear in your Outstanding Transactions list with the

status Disapproved.

| Outstanding Transactions

Requisition: 12395 2015/01/06
Plett, Lean Approved o
2015/01/06

Requisition: 12393
General shop supplies
Plett, Leah

Waiting for Approval 0

Lesh Plett

Requisition: 12392
General Shop Supplies

2015/01/06
Disapproved (5]

Plett, Leah

You will receive an email informing you of the disapproval.

Tue 06/01/2015 6:36 PM

Aol Do VWl Dla o m nin o)

Requisitions / Check Requests have been Disapproved! I

To Leah Plett

ﬂIF there are problems with how this message is displayed, click here to view it in a web browser,

NWT Power Corporation
The Fellewing Requisitions / Check Requests have been Disapproved!, click the Link below to view these Requisitions / Check Requests:

Requisitioner: Plett, Leah

Requisition / Check Request Priority Project Cost Category ltem

ltem Description  Vendor Comment Intemal Comments Approver Notes Qty U/M Price Amt Ext Cumency

12392 Nermal 1001794 Timing Relax EMD stock for lnuvik  already 10ea $460.3400 $4,603.40 Z-CH
8253244 requisitioned by
other user
12392 Normal 1001792 Ring Rubber EMD stock for Inuvik  already 10ea 5416000 $416.00 ZLH
requisitioned by
other user

If you click on the requisition number link, it will take you to workplace and directly to this requisition.

When an approver disapproves a requisition or specific lines in your requisition, they must enter an
approver note. The note appears in the email under Approver Notes.

Tue 06/01/2015 6:36 PM
WorkPlace <WorkPlace@ntpc.com>

Requisitions / Check Requests have been Disapproved!
To Leah Plett

ﬂIF there are problems with how this message is displayed, click here to view it in a web browser,
NWT Power Corporation
The Fellewing Requisitions / Check Requests have been Disapproved!, click the Link below to view these Requisitions / Check Requests:

Requisitioner: Plett, Leah
Requisition / Check Request Priority Project Cost Category ltem

Vendor Comment Intemal Comme s Approver Notes

ltem Description Qty U/M Price Amt Ext Cumency

12392 Nermal 1001794 Timing Relax EMD stock for Inuvik}  already 10ea $460.3400 $4,603.40 Z-CH
8253244 requisitioned by
other user
12392 Normal 1001792 Ring Rubber EMD stock for Inuvikl|  already 10ea 5416000 $416.00 ZLH
requisitioned by
other user

Disapproved requisitions will remain in your Outstanding Transactions list until you delete them or
make changes and resubmit.
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Canceled
If a requisition gets approved but the buyer cancels it for some reason (purchased on VISA for example),

the requisition will appear in your Outstanding Transactions with the status Canceled.

| Odmnding Transactions

Requisition: 12393 2301 :Si’D‘. 135
General shop supplies anceles 0
Plett, Leah

You will receive an email notifying of the cancellation.

‘Wed 07,/01/2015 10:02 AM

WorkPlace <WorkPlace@nipc.coms

I Requisitions / Check Requests have been Canceled.

To Leah Plett

ﬂIFthere are problems with how this message is displayed, click here to view it in a web browser,

NWT Power Corporation
The Following Requisitions / Check Requests have been Canceled, click the Link below to view these Requisitions / Check Requests:

Requisitioner: Plett, Leah

Requisition / Check Request PO Number Priority lem Item Description Vendor Comment Intemal Comments Reviewer Note Qty UM Price  Amt Ext Cumency
12393 Nermal 1002832 Ring K20480 purchased on VISA S5ea 514900 §7.45 Z-C§

If you click on the requisition number link, it will take you to workplace and directly to this requisition.

When a buyer cancels a requisition or specific lines in your requisition, they must enter a reviewer note.
The note appears in the email under Reviewer Note.

Wed 07/01/2015 10:02 AM
WorkPlace <WorkPlace@ntpc.com:>
Requisitions / Check Requests have been Canceled.

To Leah Plett

ﬂIFthere are problems with how this message is displayed, click here to view it in a web browser,

NWT Power Corporation
The Following Requisitions / Check Requests have been Canceled, click the Link below to view these Requisitions / Check Requests:

Requisitioner: Plett, Leah

e
Requisition / Check Request PO Number Priority lem Item Description Vendor Comment Intemal Comments Reviewer Note Qty UM Price  Amt Ext Cumency

12393 Nermal 1002832 Ring K20480 purchased on VISA S5ea 514900 §7.45 Z-C§

Cancelled requisitions will remain in your Outstanding Transactions list until you delete them or make
changes and resubmit them.
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Processed
Once your requisition has been approved and the buyer processes it (a PO generated), the requisition

will disappear from your Outstanding Transactions.

You will receive an email notifying you of the completion of your requisition.

Wed 07/01/2015 9:24 AM
WorkPlace <WorkPlace@ntpc.com>

I Requisitions / Check Requests have been Processed. I

To Leah Plett

ﬂYou forwarded this message on 07/01/2015 12:57 PM.
If there are problems with how this message is displayed, click here to view it in a web browser.

NWT Power Corporation
The Following Requisitions / Check Requests have been Processed, click the Link below to view these Requisitions / Check Requests:

Requisitioner: Plett, Leah

Requisition / Check Request PO Number Priority Project Cost Category ltem ltem Description Vendor Comment Intemal Comments Reviewer Note Qty UM Price 'E;T
12395 POS217 Normal 1328657CL031001 5301.0000 40-1082 CAT 3500 16" Ship to Fort Liard. 1ea $1.0000 $1.00
Bracket/Plate/HDWE Request quote
frem supplier.
12395 POY217  Normal 1328657CL0O31001 5301.0000 KWCCE3508- 3508 CCE Dual Ship to Fort Liard. 1ea §1.0000 $1.00
2F Turbo W/O fltr Request quote

frem supplier.

If you click on the requisition number link, it will take you to workplace and directly to this requisition.

Viewing Details

The details button at the bottom of every submitted requisition provides a great amount of information
about your requisition. Select a line from your requisition and click on the Details button. Some of the
information will be the same across all lines (PO, approval routing) but some information will be
different for each line (quantities shipped/received/invoiced, total costs).

TEST SYSTEM
PARAMOUNT
TECHNOLOGIES

REQUESTER * CREATED BY CREATE]
[NTPCupiett Plett, Leah 2015/011]
Requisition Name |
Delete Line Project Cost Category Item
Maintenance Diesel Engine-CLO3 Materials
q s L o [PEEESOmS [Soiooo0  [s0-0ez |

Maintenance Diesel Engine-CLO3 Materials

General | Comments | Ship To Adaress | other |

Department Site ID Wendor “endor Ad
[TsTGrouphiew [as0 [10010830 [PRIMAR
Testing Group Hay River Kingland Ford Mercury Sales
Date Required Ship To GiL Account Priority *
[2015m1708 [120-waAREHOUSE [10-132-4306-5300-90 [e
Yellowknife - Warehouse Supplies and Services Normal
Date Promised Bill To Drop Ship Blanket P!
[201501/06 [3s0
Hay River
Vendor Contract Gontract endor Tax Schedule 1099 Box
[ GSTP
I |, Details
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Track Approval Routing
The status of the requisition will appear at the top of the detail window. If it is still waiting to be
approved, the approval path will be shown.

In this example, the requisition was to be approved by Boyd, who has set an alternate of Stuart. The
Status indicates Stuart has the line loaded into an approval session but has not yet approved it.

Requisition Line Detail

Requisition: 12511  Line: 1

Status: Stuart Robinson has this ling in Requisition Approval Session #11513
Approval Path

*Note: Armow indicates next pending approver, or role

Approval List Approver/Role Assigned Alternate Approvers
MgrMSDehChoSahtu - Manager, Maintenance Services - Deh Cho/Sahtu

} Mallaley, Boyd

Robinson, Stuart

Near the bottom of the detail window is a log of all the transactions in the approval path. All
submissions, approvals, recalls, and buyer processing are displayed. When an approver disapproves a
requisition they must enter a comment. This will be displayed here. When the buyer cancels a
requisition they must enter a comment. This will also be displayed here.

Requisition / Check Request Line Detail

Requisition / Check Request: 12335  Line: 1
Status: Requisition / Check Request Protessed

Purchasing Status:
PO Mumber: POS21 ?ﬁF‘DF: View/Print
Ordered Canceled Shipped Rejected Invoiced Matched
Quantity: 1.0000 0.0000 00000 0.0000 0.0000 0.0000

Log:

Date User Action

Jan 7 2015 10:244M  Plett Leah  CHANGED: edfBillTo: -> 350, P|
Jan 7 2015 10:24AM  Plett, Leah PROCESSED From Review
Jan 7 2015 10:13AM - Plett, Leah APPROVED

Jan 7 2015 10:04AM  Plstt, Leah  SUBMITTED

Jan 7 2015 9:32AM Plett, Leah RECALLED

Jan & 2015 10:37PM Plett, Leah APPROVED

Jan 6 2015 10:35PM Plett, Leah  SUBMITTED

=

Purchasing Status

The next section on the window displays the purchasing status. If a PO was generated from the
requisition, a link to a copy of the PO is included. Click on the link to open the PO. This is the WorkPlace
version of the PO and not the final version that is sent to the vendor from Logistics.

Purchasing Status:
PO Number: POE305 ] PDF: View/Print

Ordered Canceled Shipped Rejected Invoiced Matched
Quantity: 2.0000 0.0000 2.0000 0.0000 2.0000 2.0000

Quantities for this specific line item in your requisition will appear here for amounts ordered, shipped,
invoiced and matched.
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Searching for Requisitions
Once a requisition has been processed by the buyer, it will no longer appear in your Outstanding

Transactions list. If you want to look at that requisition or view its details after it has been processed,

you can do one of 2 things:

1. Click on the link from the email you received notifying you of approval or review.
Tue 06/01/2015 6:36 PM
WorkPlace <WorkPlace@ntpc.com>
Requisitions / Check Requests have been Disapproved!
To Leah Plett
ﬂIF there are problems with how this message is displayed, click here to view it in a web browser,
NWT Power Corporation
The Fellewing Requisitions / Check Requests have been Disapproved!, click the Link below to view these Requisitions / Check Requests:
Requisitioner: Plett, Leah
Requis ... Zl.... Request Priority Project Cost Category ltem ltem Description  Vendor Comment Intemal Comments Approver Notes Qty U/M Price Amt Ext Cumency
12392 Nermal 1001794 Timing Relax EMD stock for lnuvik  already 10ea $460.3400 $4,603.40 Z-CH
8253244 requisitioned by
other user
12392 Normal 1001792 Ring Rubber EMD stock for Inuvik  already 10ea 5416000 $416.00 ZLH
8479601 requisitioned by
other user
2. Search for the requisition within WorkPlace.
From the WorkPlace menu select Requisition/Check Request.
Home
User Preferences
Requisition / Check Request
Select Find Requisitions from the Transactions section.
| Transactions
Find Requisition o
Requisition Entry o [
POWER
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As with the other search windows, you are able to search on many of the fields using many
different search types. After you’ve entered your criteria click the Search button.

@ Search - Internet Explorer

=

Find By Search Type Value

Maximum Records: |}

[Transaction Number | [Is Equal To v H ‘
[vendor Comment | [Contains V| |
[Sie 1D ] [Contains ™| |
[Last Name | [Starts with ~ | [Prett |
W | | Starts With d
Transaction Number Type Requisition Name Requisitioner {
12398 Requisition Pleit,Leah
ltem No. Vendor ID
Line Inv TRX# Project Cost Category G/f £E20UML g URL Released D s N, rintion catomer Y e Manufscturers ltem Vendor Description
=L S JSEAL L) (B LATLELS Description Vendor Check Name
Mo
12397 Requisition General Shop Supplies Pleit,Leah
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Click on a requisition to open it.
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Rules to Remember
The following rules are important to remember when entering requisitions. Not following these rules
may result in a disapproved or canceled requisition which may delay the purchase or issue of your items.

e For an inventory requisition, you MUST select a valid inventory number in the item field.

e For a non-inventory requisition, you MUST select a project number and cost category on each
line in your requisition.

e For an inventory requisition, you will NOT enter a project number or cost category in each line.
If you wish to issue the item directly to a project, enter the project and cost category in the
internal comment.

e Priority is required on each line.

e You cannot combine inventory and non-inventory items in the same requisition.

e If you are unsure if the item you are requisitioning exists in Inventory, please take the time to
search the inventory list before submitting a non-inventory requisition.

Tips for Quick and Easy Requisition Entry

Follow these tips for quick and easy requisition entry.

e Use the Duplicate Line and Mass Line Change features to speed up entering the information
required on each line of your requisition.

e If you have similar requisitions you enter regularly, use the Duplicate or Shopping List features
to speed up the process.

e (Clean out your Outstanding Transactions. If a requisition has been Canceled or Disapproved,
modify it and resubmit it or delete it.

e Use the internal and vendor comment fields to provide information to the buyer and vendor.

e Use the details to track your submitted requisition: where it is in the approval routing, view the
PO created, track comments by approvers and the buyer and view receiving and invoicing on the
released PO.
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