
Requisition (RQS) Quick Reference Guide

Introduction

A Requisition (RQS) is created to procure items that are not from an established Master Agreement (MA). Please see the Division of Procurement Services Policy and Procedures webpage: http://www.maine.gov/purchases/policies/index.shtml
For the Division of Procurement Services to procure an item(s) for you, we will need the detailed specifications of the requested item(s) attached to an RQS in AdvantageME. You will need to have the funding available and account coding ready in order to create an RQS. If you want an item made by a specific manufacturer, you will need to fill out a BP37WCB form explaining why this vendor is the only source of this item and attach the form to the RQS.

If the RQS is a request to pay for an item already ordered, please attach a copy of the invoice to the RQS along with a BP37WCB explaining why only this vendor could provide the product.

Your RQS will require two levels of approval – after the 2nd level of approval is done the RQS will be in final state. Purchases Buyers are associated with commodity codes. The RQS will appear in the buyer’s workload by the commodity code that you used on the commodity line. To find out who the buyer is that has the RQS, open the RQS and on the header, click on Contact – to the right you will find the buyer’s information.

.

Creating an RQS from the Universal Catalog Search page (URCATS)

From the workspace at the top of your page click on Procurement:
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Requisition (RQS) Quick Reference Guide

To start your RQS click on Creating Requisitions:

It will open the page so that you can click on Requisition Search

You will now be on the Universal Catalog Search page (URCATS). Since you are not ordering from a Master Agreement you can uncheck all boxes except for Commodity Codes.
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In the search for field put in the commodity code or the name of the item you are looking for and either hit your enter key or click on Browse – for this exercise I am going to put in a Loader:

State of Maine Advantage Training 3[image: image10.jpg]Punchout Unit UnitPrice Vendorllame AllasDBA  CL Description Description Commodity Code | Commodity Specifications _ Supplier Part lumber  Source  Expiration

Ome Looder, Arm Assembly  Loader, Arm Assemtly 05559 Commodty Core

First Prev Next Las

o StartNew Request = Add To Current Request = View Curcert Recuest = Catalon Line Defals - Buy From Supplier

Add Selected Lines 10 MALS ¥ View MALS Records  Creale Delivery Order  Create Payment o Star Hew MA Comparison




[image: image11.png]Supplier Part llumber Commodity.

Deble Save Fist Prev Next Last

Delte Insert Copy Paste  Search

Doc Dept: 1op
Doc Unit: a7
Shipping Location :
Accounting Template :
Devery Date :
Requesting Unit:
Ship Whole Indicator : [~

.

Creste Recest Add fomto Reaest Add Vendor Guotes




[image: image12.jpg]Budiget | Vend

EERETEYN Coniact | Extended Description | Additional Information | Document Information | Reporting

[ = ustview

Document lame:

Document Description: | Loader

Requestor I0: [tdemerchant

Issuer I0: tdemerchant

B ®»

Billing Location:

Delivery Date:

Accou

Total of Header Attachments:
Total of All Attachments:

Generated Documents Successfully Processed:

Actual Amount

Punchout Order:

ng Profile:

: 3000






[image: image13.png]ShippingsBilling | Spesifications | 1

Reference | Senvice Contract

General Information

CL Description: |BackhosLosder Comaingtion

Commodiy: 75004 2
Stock tem Suff
Warehouse:

Supplier Part lumber: &

Quantity: 200000

P oo 8



[image: image14.png]P Cl Reference | Sewvice Contract | Shipping/@iling | Spe

CLbescrpion: sackoeoder Conbrtn
Commodi 7504 a

Stk om uft
Warchouse:
Supplier Partlumber: 2
Line Ty
oumtiy: 20000
clen |4

B unitprce: s5 0000

e T A

uni




[image: image15.png]¥

Boreorinewino]

Insert Coped Line | | E4 Et with Grid




[image: image16.jpg]cerneral rormaton [T o pccouning
- - 2 oBs)

sur 2

=B vepartment: 2

B ®®»

» &

»
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Under the Create Request section fill out the following fields:

Department: - this will be your agency number, I am using 18P as that is my agency number

Unit: This is your workflow unit number assoicated with your approver(s) – this unit will start with a

WF* followed by two numbers. My workflow number is WF07 which you will see in the example below.

Where all procurement documents need to be auto numbered you will check the Auto Numbering

box.

New in this upgrade you can now enter in your Shipping & Billing locations which will infer to the

UR and DO document.

Next you will want to put a check in the box next to the item(s) you want to order. For the purpose of this exercise I will choose the 2nd item and then click on “Start New Request.
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You will now be at the Commodity Comparison Sheet page. You will now have to check the Request box and put in the Quantity that you need – then click on Save. Once you have done this go to the bottom of the page and click on Create Request. (If you have a need to order additional items you could click on Add Item to Request instead – this would bring you back to the URCATS page to select additional items).
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You will now be at the Universal Requester (UR) page and the document brings you up in the Step 1:header section. In this section you would put a description in the Document Description field and put your Requester ID in the Requester ID field (which would be the same as your Issuer ID. If you want you could add something in the Document Name field – such as “This order is for Dave” (this field is optional)). Once you have entered your information you can click on Save.

Note: Delivery Date is optional – if this is a confirmation (you’ve already ordered and received the item) you do not need to enter it. If this event is going to end up as a Master Agreement instead of an one time order – do not put in a delivery date. Please call the Division of Purchases if you have questions.

Next click on Step 4:Commodity to view your information. If you have a need to change the Quantity you can do so on this page. Now you will have to enter in a Unit of Measure – I am going to enter in EA for each and if you are not sure what your Unit of Measure is you can click on the pick list to choose.
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The next step is to enter in the unit price. If you are paying an invoice or have a quote from a vendor you can enter it here. If it is going out to bid and you are not sure what the price is going to be you can put in an estimated price.

If you have no other changes you can click save and proceed to Step 5: Accounting.

Step 5:Accounting – You will notice that the fields are grayed out. You will need to click on the “Insert New Line tab (located below this section) to open up the fields so that you can insert information.
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Click on the Fund Accounting tab and enter in your Fund, Department, Unit, Sub Unit and Object and click on Save. If you are using a Balance Sheet account then you would not fill in the Object field but the BSA field instead.

If your agency want you to fill out the Detailed Accounting section you can click on this Tab to enter information here and click save. You may also have other field in this section to fill out – this is just a sample

If you want to split code to use another accounting string just simply click on Insert New line to enter your second line of coding. You can use as many lines of coding that you want.

Optional:

If you had multiple commodity lines and you want the same accounting lines to be applied to all the lines you would use Step 2: Accounting Distribution. Insert New Line, Under General Information indicate Distribution percent (often times it is 100%,) click on Fund Accounting to enter your accounting string then click save. This will activate the Disbribute Accounting Lines button (lower right corner of section). Once you press this button the accounting string you put in will be applied to all commodity lines.
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Now you are ready to Validate & Submit your document. Once the UR is final you will notice a RQS number on Step 7: Created Documents.

Go ahead and click on Step 7

Now you can click on the RQS link to open up your requisition.

Once your RQS loads you will need to scroll down and click on edit so that you can attach your invoice or quote or the item specifications to be put out to bid.

Important Note: The Procurement Type ID must remain as 1 – do not change this to anything else. This is how the Purchases Buyers search for their requisitions to work on.

Next you can attach your document(s). You can do this either on the header or on the commodity page. Click the File button in the lower right hand corner and choose Attachments.

Click the upload button (if it isn’t underlined then you’ll know that you did not click on Edit to activate the document – if this happened then you can click Return to Document to do so).
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Click on Browse to select the document you want to attach:
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Choose your file and click on open or simple double click on the file

Once file is in – click upload again and this will attach your file.
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You can choose to upload as many files you want performing the same steps one at a time. Once you have all your documents attached you can return to the document.
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If this is a confirming RQS or a sole source you will now need to put in the vendor. From the Document Navigator on the left hand side click on Vendor. You will notice that the fields are grayed out – you will have to scroll to the bottom to click on Insert New Line:
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Enter in the Vendor Customer code or use the pick list to search for your vendor. Once inserted click on save.
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Once your RQS is complete you are all set to Validate & Submit. This will put your document in pending status. Your approver does not get an e-mail so you may want to alert them that they have a document to be approved.

Once you see that your document is in Final Status you will know that a Purchases buyer has it to act on. Once the buyer completes the buyers purchase order (BPO) they will trigger the system to e-mail you a pdf of the purchase order. The buyer will also e-mail it to the vendor (if it isn’t a confirmation).

If you run into any problem and require assistance you can call any of the Purchases Staff to assist you in completing your document. Purchases Staff information can be located on the Division of Purchases website at http://www.maine.gov/purchases/info/contact.shtml.
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