Instructions for creating a
Purchase Requisition

Using the Ellucian (Datatel)
ERP solution



If you are connecting to the colleague system
from on campus please go directly to the next
slide.

If you are connecting from off campus you must first
initialize a connection to the VPN. If you are
unfamiliar with this process go to the link below:
https://www.lakeheadu.ca/faculty-and-
staff/departments/services/helpdesk/software/virtu
al-private-network



https://www.lakeheadu.ca/faculty-and-staff/departments/services/helpdesk/software/virtual-private-network

Applicant

Student

Employee

Alumni

1. Log In to Mylnfo
From the waffle icon menu.

Select Web Ul

U & https://erpwp.lakeheadu.ca 120% "ee {?

Q Type your question here Waffle Menu

Good morning, |

You have 15060 unread email:

Select Colleague — We

Announcements

November 16, 2019

Preparing for December 2019 Exams
Important December Exam Information

It is not too early to start preparing for your December exams!

1. Make sure vou have a Lakehead Universitv Student ID

myCourselink

myEmail

Library

Romeo Research Portal
Colleague - Web Ul
Helpdesk Ticket System
MySuccess
myCalendar

myDrive

Concur

LinkedIn Leamning

Every day, each and
every member of our
staff and faculty has an
impact on our students,




2. Log in using your Ellucian
Credentials. Ex: rsmith

ellucian.
Lakehead University




3. Purchase Requisitions
1. Cli igate

ellucian coLLEAGUE ® mvigat{e

2. Select CF from the Application
Drop down menu

BROWSE BY APPLICATION uT

~ Accounts Payable - AP
~ Budget Management - BU
~ Fixed Assets - FX

~ General Ledger - GL

~ Purchasing - PU 3. Select PU - PurChaSing

+ Vendor Maintenance-
~ Approvals - APR

» Requisitions - REQ

/' Requisition Maintenance - REQM 4. Select REQ from the Requisitions
© Requisron inqary - FING menu, Then Select REQM below

& REQUiSitiOI'I Item SUFI"II"'I"IE.IW -RQIS
® Requisition Ship To Inquiry - RQSI
B Requisition Single Print - RQSP

+ Purchase Orders - POM
« Blanket Purchase Orders - BPFM

~ Goods and Services Receiving - GSR
@ Procurement Dates Inquiry - DINQ
@ Vendor Voucher/Invoice Ing - VEI

® Vendor Voucher/Invoice Select - VINQ

~ Communications Management - CC



JU

4. Start Requisitions

\

Requisition LookUp r,

Type the letter a and then hit the enter
key.(To Add a new requisition)

Requisition LookUp or (A)dd

OK ‘ Cancel ‘ Fin,

You will be prompted for
Enter "N"o Number or <ENTER> to assign automatically N number, leave the
Enter "N"o Number or <ENTER> to assign automatically l field blank and hit the
enter key then click ok
‘ cancel Fnieh ‘ Help on the following popup.

Number will be assigned automatically upon completion of Req

OK




ellucian cCoOLLEAGUE ® | [ REQM:Requisition Maintenance Q ¥ |6|| Navigate | Logout | £

* I

REQM - Requisition Maintenance

Hit the enter key to accept todays date
Enter your login name in the Initiator field and hit enter

Type the name of the vendor

you wish to order from in the
Vendor ID field and hit the
enter key to search for your
vendor.




el IU Cia N COLLEAGUE /- Jisition Maintenance @, w |6| | Navigate . Log Out

SEARCH RESULTS FOR : CORP E - IVendors

Siemens Water Tech Canada Inc
ID: 0365254

Siemens Canada Ltd
ID: 0005693

N M3W 5N1 Source: CVEN

Where Used: APP,MAI,PER,STU,FIN VEN
Source: CSTU

Where Used: APP,MAIPER,STU,FIN,VEN
Source: CVEN

L B | [ S T T T T T

*If the vendor is not on the list please go to Appendix A on Page 17 and follow the New
Vendor Entry Process



5. Add Items to Requisition.

D REQM: Requisition Maintenanceo\ hd o)

ellucian coLLEaGUE ®

< The vendor information will be
: No Active Context. Search for People or open Favorites to get started fi” e d for you.
REQM - Requisition Maintenance 17 NewRecord | save | [ SavzAll | MO to the L|ne |temS F|e|d
— = e and click the - button.
Requisition Date | [ppw | (2| MaintenanceDate | (@] -
— restoname [ ]
DeswedDate | |[5)]
Vendord | | Types 1 | |
Name 1 | | | |
Address | | &) | |
e Bf |
Country | |
Currency | | Terms | D]
shipTo [sR Shipping & Receiv (@) FOB | j
shipvia | =] Commodity | ()
Approvals || @) tnettems | |/
Buyer | | Printed Comments 1 | |[[}]
Expire Date. | (&) Comments 1 [ [0
APType | | Priority | v
Invn Store | @) Requisition Done [No |




IL tab will open.
n the [E' at item 1.

e”UCian COLLEAGUE ® (] REQM: Requisition Maintenance Q, = |6| Navigate

<+

@' No Active Context. Search for People or open Favorites to get started
)

REQM| RQIL - Requisition Item List T.‘r| New Record | _Save | [ SaveAll | | Cancel | [cancel Al

Requisition : Status: Status Date :
Vendor: Siemens Canada Ltd

Deschpiion RS LR CJ“ 7 71 Estimated Price Extended Price Tax
——
e _n_n" ) ( ]Ei

2 | [[B [\ I 1 1 |
s | [JB [ N J | J | J | [
+ B | J | J | J | ][]
s | [ B | J | J | J | ][]
s | [ @ | J | J | J | [
7 [ @l | J | J | J | ]
s | [ B | J | J | J | ][]
o [ @ | J | J | J | [
o [ [JE | J | J | J | ]
n [ [ B | J | J | J | ][]
2 | [J@ | J | J | J | [
ENEON ) ( ) ( ) ( ]
Taxes Amounts temToal | 000
1| l ] ol | 0o
2 || l ] Reqfol | 000




[  REQM:Requisition Maintenance O, 9D

ellucian coLLEaGUE ®

The RQIM tab will open.
[EESFClick the button at
%Iine 1 of the Description

”-’\ No Active Context. Search for People or open Favorites to get started
REQ | RC _| RQIM - Requisition ltem Maintenance \:}| NewRecord | save | | saveAll | | cancel | |Cancel All|
Requisition : Status: Status Date :
Vendor Name 1 | |Siemens Canada Ltd |
Inv Item |: Description Mo Values K ( |‘_‘ or1 > | l
Descripton 1 | @)
2 || =)
EstPrice | =)o) () desired Date | |la)
Quantity | B Fixed Asset | v|
Unit of Issue | | vendor Part | |
Trade DiscAmt. | =) ] FormyBox/loc | NREELE
gasi=may S povel 1 B REQUISITION ITEM MAINTENANCE @ X
Extended Price | ]
Work Or/Type/Fig v [ v -
| | LY | Save Cancel Timestamp Download | Find Find Next
Tax Codes 1 | |
GL Account No Percent Quantity [

Enter.a description for one of the items you
are ordering.

You can copy from an email or word document

and paste directly into this window.

Item Description

[

When you are done
entering click
at the top of the screen

Save



e"uCian COLLEAGUE @ [)  REQM: Requisition Maintenance Q - @ Navigate

® _?'. No Active Context. Search for People or open Favorites to get started
() EQM | RQIL | RQIM - Requisition Item Maintenance ’“| New Record | Save Save All Cancel | | Cancel All . . .
= = S Enter the estimated price for this
item as well as the quantity you
- ooy are ordering. Then enter the GL
g S LML R LT code you whish to charge the
2 y __ purchase to.
Est Price ED) E Desired Date a
Quantity (= N Foced Asset v
Unit of Issue Vendor Part
Trade Disc Pct = : Comments 1 =
Work Or/Type/Hg v v
GL Account No mm Quantity
1 =28 B .
Proj ID - _
When entering GL account info, use e 1] 08 ' Ters Enter the quanti
o WA 25| Page |1 of2 » M . . .
underscores to separate numbers for 'Ll_li:_ﬂ;fo:mm & o) m0] in this field equa
example: L \ 18151 us | to the quantlty |
11 _10 51200000 61220 S 8 the above field.
Or enter partial info: e — —
11 10 _5120...

The ellipses(...) will call a lookup
function allowing you to pick the
account you wish to use from a list.



When you are done entering GL information click s+ then Update

The screen will blank out, allowing you to enter information
about the next item on your shopping list. Once you have

Update re€d”, Cancel record or Return to editing

entered all items, simply click | cancet | on the top menu bar. Update Cancel Return
Confirm by clicking cancel
Cancel record or Return to editing
Cancel Return
You will be returned to the RQIL screen and may review your
shopping “St. ellucian coLLEAGUE REQM: Requisition Maintenance @, v E
* G
® No Active Context. Search for People or open Favorites to get started
TO make Changes to an item @ Rs;iiifnq.uisit\omtem List v7 — New Record | Save Save All Cancel | |Cancel Al
. . . ﬁ \Iendor Siemens Canada Ltd - s
click |7 adjacent to that item.
Description No Values K< D> Ml | eomatedence Extended Price Tax
I NE) =
2 @
3 @
4 @)
5 @
To add a new item click | 108
. . 7 @
adjacent to a blank line. =g
9 @
10 @
Once you are done click Save e
12 @

2 Req Total 0.00




6. Add Approver

You must now enter Approvals for your requisition.
e"LICian COLLEAGUE @ () REQM: RequisitionMaintenanceo\ hd @ u

* G (2
"’ No Active Context. Search for People or open Favorites to get started @
® REQM - Requisition Maintenance tr New Record [ Save | [ saveAll | [ ancel | [Cancel Al
- Requisition : Status : Status Date:
Requision Date [0 = wmensnceoze = Click on the = button, the Approval
initiator | Requisition Amt li:‘t . q
ottt @) B ab will be displayed.
+ (I
Vendorid [ [| Types 1 | | \
Name | | | | |
Address | | &) | |
ayruP | "B |
Country | |
Currency | | Terms | |
= ShipTo |SR Shipping & Receiv (@) 03 | (]|
shipVia | [+ | Comdodil y | o] |
Approvals 1| o)) tinettems | |5
Buyer | /] =Tt
Expire Date. | (&) Comments 1 [ [0
APType | ] Priority | v]
inwn Store | @) Requisition Done [0 |




Enter the login ID of the approval required the Next Approvers field: Please refer to
the Approval Authority Policy to determine the required approval.

(Should you require the Vice Presidential Level Approval here are the current login
IDs: denhaan for Mike den Haan, kpozihun for Kathy Pozihun, apdean for Andrew
Dean, dbarnetl for David Barnett)

No Active Context. Search for People or open Favorites to get started

APRV - Approvals 17 New Record [ save All |
1 |of1 Next Ap|-rovals No Values
REQUISITION MAINTENAR e
Authorizations
Approvals Dates Next Approvals
1 H ) | r 5
+ 2 || co] [ ] 2 &5
| =l ] 3 &
4 = | 4 4 0
5 @ Vs 5 o
6 [24]
7 (4]
8 D)
9 (53]

Thenclick  *¥  on the top menu bar.



You will be returned to the REQM main screen.
GO to the last field in the bottom right hand corner: Requisition Done

ellucian coLLEAGUE ® ) REQM: Requisition Maintenance O, v @ Log Out u

* I €
"’ No Active Context. Search for People or open Favorites to get started ‘3’
° I8 ®
Q] REQM - Requisition Maintenance ¢ New Record | Sawe | | SaveAll | | Cancel | |Cancel All|
- Requisition : Status : e
=
Requisition Date | [Forg | [ = | MaintenaneDate | |[G)]
v | o mam |
- Desired Date | =)
Vendorid | .| Types 1 |
Name 1 | | e
Address 1 | & [ .
QyrPrree | | CEH |
Country | |
Currency | | Terms | |
- shipTo [sR Shipping & Receiv (@) FOB | |
ShipVia | o) Commodity | D)
ppprovals 1| =E) tnettems | |[]
Buyer | ) PriedComments | 1 | |[0)
Expire Date | | (®] Cments 1 [ |0
APType | o] Py | v)
immstore | @ Requisition Done

Type the letter Y over the N which is there by default then click ...
On the popup click



Congratulations!




Appendix A. New Vendor Entry

REQM - Requisition Maintenance 1y New Record
B w < [1Jof1 > Name No Values
Requisition : Status: Status Date :
Requision ate Manenarcevate ||
Initiator TMr. Patrick J. Larin Requisition Amt | |

Enter the vendor name then
hit Enter key

Enter the street
address NO

PUNCTUATION

Enter the city, Enter Key, province, Enter Key, postal code
Enter Key.

HINT: Enter postal code in the city field if already in the
system will fill all the information out for you!

Ship To [SH Shipping & Receiv

shipVia |

Once you have entered City, Province, Postal code, you can ignore the other fields and
go directly to Line Items (page 8)
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