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Modifying CFS Requisitions

You can modify a requisition any time before it has been approved by your fiscal agent.
Changes to a requisition may include adding, canceling, or deleting lines, changing a
supplier, changing or adding account codes, changing the quantity ordered, changing the
price, and a variety of other changes. The only thing you can’t change is the line type
from Goods to Service Dollars or to Blanket, and the other way around. You can also
delete or cancel an entire requisition.

You can modify a requisition with these two status types:

Incomplete the requisition has never been submitted to the approval process; it has
never left your CFS account.

Rejected the requisition was rejected back to you by an approver in the process.

If the requisition’s status is In Process, then the person with the requisition in their
account must reject it back to you for you to make the modifications.

If the requisition’s status is Approved, you’ll have to check with your fiscal agent
regarding your next step.

Another important thing to keep in mind when modifying a requisition is that each line
has to be changed independently. There is no “global” method of making changes on a
requisition. For example, if you want to change an account number on a requisition that
contains five lines, you will have to change the account number on each individual line.
In other words, you have to change that account number five times!

There are 5 general steps to modifying a requisition:

Find the requisition — it must be in your account to modify it.
Open it.
Modify it.

Save it.

o > N

Re-submit it to the approval process.
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Find the Requisition

1. Ifyou are not in CFS, please log in:

» Start Internet Explorer.

» In the Address field, enter the following url and press Enter.
https://cfsl.dist.maricopa.edu:8000/OA_ HTML/AppsLocalLogin.jsp

» Enter your CFS username and password and press Enter.

» Click once on the MCCD Requisitioner link.

> Below the Requisitions heading, click once on the Requisition Summary link.

Navigator
SIMCCCD DO REQUISITIONER]
B MCCCD INGUIRY

Requisitions
@ Requisibon Summary <
B Requisihons

Purchase Orders
@ Purchase Order Summary
¢

@ P

der Chenges

1. Ifyou are in CFS, close any current windows until you are back at the Navigator.

2. Double-click on Requisitions.

[ Mavigator - MCCCD DC REQUISITIONER
Functions
Requisitions:Requisition Summary

Requester Workbench

Notifications Top Ten List
- Requisitions
Requisition Summary
Requisitions

+ Purchase Orders =
-]

+ Reports
View Requests

ReqExpress Template
View Suppliers

3. Double-click on Requisition Summary.
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e The Find Requsitions form displays:

T T T

4. In the Requisition Number field, enter your requisition number, and press Enter.

e If you do not have your requisition number:
» Click in the Preparer field, enter your name, and TAB.

= Enter your name in this format: Connors, Paula, and press TAB.
(Or use the List of Values to enter your name.)

» Enter information in several of the search fields, and press Enter.

e To find Rejected requisitions:
» Click the Status Tab (next to the Line tab).
» Click in the Approval field, select Rejected, and click Find.

e There is more information in the “Finding Requisitions” handout.

e The Requisition Headers Summary displays your found requisition:

humber Description Approval Statss. (Craation Date Cuarel
Office Furniture 301 |Rejected 06-MAR-2007 10:53:0{USD |~
4| +
Lines. e Qpen
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e To view any requisition notes, from the Tools menu, select View Action History.

06-MAR-2007 11:¢|  [Reject ] Please delete the Notes
06-MAR-2007 11:C|  |Forward CONNORS, PAULA A.
[06-MAR-2007 11:¢|  |Submit CONNORS, PAULA A. || have added the Shipr
FEMR-&OOT 10:E Reject ITRAIM, ONE
1 FE-MARMT 10:E Forward CONMORS, PAULA A,
lo {06-MAR-2007 10:E]  |Submit CONNORS, PAULA A. [Please review account

o If there are any notes, they will be in the Note fields. If you cannot see an entire note,

click in the Note field, and click the Edit Field icon == in the Toolbar or press Ctrl+E.

Flease delete the added shipping charges. TO

e Click OK to close the Editor window.

e Close the History window.

Number Description | Approval Status Craation Date Clamel
Office Furniture 301 [Rejected 06-MAR-2007 10:53:0/USD -
+
Lines. e Qpen

5. To open the requisition, click the Open button.

e Remember, you can only open the requisition if it is in your account. It can only be
in your account if it is Incomplete or if it has been Rejected. (Or if someone
forwarded it to you, then it is in your Notifications, not here.)

e The requisition opens in the Requisition Summary to Requisitions form.
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Change Fields on a Requisition

Almost any field on a “regular” requisition line can be modified by simply making the
change in the field and saving the requisition. These line fields include Category,
Description, UOM (Unit of Measure), Quantity, Price, and Need-By Date. (Account
codes are changed in a different area. This is on page 7.)

Lines
Tab

P Lines ISource Deta\\sT Details I Currency _

INum Type Item Rev  Category Description uom C [ ]
B [Goods 42500 item #245, Desk, CheMERTFT = Line Fields
2 [coods 42500 Item #3874, Swivel Ch[EACH]2 [
B [coods 42500 Item # 4567, Bookcase[EACH1 [ | =
& [svesDollars 962-00 Sales Tax Phoenix 8.1 [US DI6 |
B [svesDollars 96200 Shipping usoi7 [

4 >

The only field which cannot be changed is the line Type of Goods. If you need to change
the Goods type to Service Dollars, you need to cancel the entire line and enter a brand
new line. (Canceling a line is covered later.)

On a “blanket” requisition, UOM (Unit of Measure) and Price are auto-filled and cannot
be changed. Also, the line Type of Blanket can be changed to Service Dollars and vice
versa, but that is rarely needed.

1. First, find and open your requisition. (Instructions for this start on page 2.)

2. At the Items tab, click in the field that is to be changed.

3. Delete the current information and make your changes.

4. When finished making changes, save & the requisition.

5. To forward your requisition, click the Approve button.

6. Click the Forward checkbox.

7. Inthe Forward To field, delete Click to Pick, and enter the last name of the person to
whom you are sending the requisition, and press TAB. If a list displays, select the

appropriate name and click OK.

8. Inthe Note field, enter a note for your buyer, your supervisor, or for anyone in the
approval process.

9. Click the OK button to submit your requisition to the approval process.

Note: Changing an account number and changing a Supplier are done a bit differently.
We’ll change account numbers next. Following that, we’ll change a supplier.
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Change an Account Number

An important thing to keep in mind when changing an account number for a multiple-line
requisition is that the account number needs to be changed individually for each line.
There is no “global” way of making the change for the entire requisition.

1. First, find and open your requisition. (Instructions for this are on page 2.)

2. At the Items tab, click on the line of the account code you want to change.

[ tines  TSourceDetais]  Detals | Currenoy [
Secondary &
Num  d-By Tax Code Amount Charge Account O C Charge
!|1_ 1AR-2007 00:0 300.00[110-700-151090-54100-0001
I 1AR-2007 00:0 250.00[110-700-151090-54100-0001 Account
B 1AR-2007 00:0 250.00[110-700-151090-54100-0001
a 1AR-2007 00:0 64.80 110-700-151090-54100-000f
Scroll 13 N1AR-2007 00:0 75.00[110-700-151090-54100-0001
s = E—
Bar

e Use the scroll bar to scroll right to view the Charge Account field.

¢ Notice that the Charge Account is grayed out. This means you cannot change it here.
Account codes need to be changed in the Distributions window.

3. Click the Distributions button at the bottom of the form:

Expense Supplier
CONNORS, PAULA A, FURNITURE DESIGN SOL
PHOENIX

Distributions
Button

Accounts

Recovery
MNum Quantity Charge 2ccount Rate GL Date Budget Account

i 1 110-700-151090-54100-0000-00 06-MAR-2007 110-700-151090-5410

Account Description

GENERAL OPR-DIST-TRAINING SER! G GENERAL OPR-DIST-TRAINING SER!
GENERAL OPR-DIST-TRAINING SER! \ -8 GENERAL OPR-DIST-TRAINING SER!

4. Click in, or Tab to, the Charge Account field.
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5. Click the List of VValues icon.

6. Make your changes and click OK or press Enter.
7. Click the X close box of the Distributions window.

8. If there are more account codes to change, repeat steps 2-7.

9. When finished making changes, save & the requisition.

10. To forward your requisition, click the Approve button.

Forward From

™ Forward Approval Path

Forward To

Note

Change
Summary

ORD [CRD

11. Click the Forward checkbox.

12. Inthe Forward To field, delete Click to Pick, and enter the last name of the person to
whom you are sending the requisition, and press TAB. If a list displays, select the
appropriate name and click OK.

13. Inthe Note field, enter a note for your buyer, your supervisor, or for anyone in the
approval process.

14. Click the OK button to submit your requisition to the approval process.
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Change a Supplier (Vendor)

An important thing to keep in mind when changing a supplier (vendor) for a multiple-line
requisition is that the supplier needs to be changed individually for each line. There is no
“global”” way of making the change for the entire requisition.

1. First, find and open your requisition. (Instructions for this start on page 2.)

2. At the Items tab, click on the first line of the requisition.

(13 CONNORS, PAULA A.

d
. Type Rev_ Calegory Descriphion LIOM
Req |_ ne Goods 42500 Item #245, Desk, Chert EACK
Goods 42500 item # 3874, Swivel Ch|EACH

Goods {42500 Item & 4567, Bookcase EACH

Sves-Dollars Sales Tax Phoenix 8.1 US DI
Sves-Dallars Shipping Us Dv

I I I I

Supplier
Field

S oz 12068

3. In the bottom-right corner of the form, click in the Supplier field.

4. Delete the contents in the Supplier field.

5. Click, or tab, in the Site field and the contents will auto-delete.

e This action also auto-deletes the contents in the Contact and Phone fields.

6. Click back in the Supplier field.

7. Click the List of Values icon B ... or press Ctrl+L.

Supplers
Enter a partal value to lmit the list, all values.

ke 3 very long time._ Entering criteria that can be used to

see 3l
bee significantty faster

Supplier Mumber On Hold Tax

@ eEED
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8.

In the Find field, enclosed in % signs, enter a key word of the supplier name, and then
press Enter. For example, %furniture%.

ALF BX WL
AMERICAN FI

AZ CASUAL FURNITURE 05984 a7
BAKER, MIKE DEAFURNTURE DISTRIEUT 109196

B FURNITURE TI5540 o7
CCR FURNITURE LI STERY CLEANE 193740

CONTRACT FURNITURE RESOURCE 87337 07
CORT FURNITURE RENTAL

CUSTOM MIRROR & FURNTURE 5396 07
DISCOUNT QFFICE FURNITURE an o7
EJ OFFICE FURNITURE INC a7
FEATHERS CUSTOM FURMITURE 1924 a7
FURNITURE DESIGN SOLUTICNS 75827

9. Double-click your new supplier.

10. Click in the Site field, and click the List of VValues. If necessary, select a site.

11. Click in the Contact field, and click the List of Values. If there’s no list, leave blank.

12. Click in the Phone field, and click the List of VValues. If there’s no number, leave blank.

13. For a multiple line requisition, place your cursor on the next line of the requisition
and repeat steps 3-12.

14. When finished making changes, save & the requisition.

15. To forward your requisition, click the Approve button.

Approval
Forward From
™ Forwiard Approval Path r
Forward To
Change ;
Summary: B

16. Click the Forward checkbox.

17. Inthe Forward To field, delete Click to Pick, and enter the last name of the person to
whom you are sending the requisition, and press TAB. If a list displays, select the
appropriate name and click OK.

18. Inthe Note field, enter a note for your buyer, your supervisor, or for anyone in the
approval process.

19. Click the OK button to submit your requisition to the approval process.
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Add a Line

To add new lines to a requisition, it is best to set or edit preferences. Preferences are
default options that will be applied to each new line. Although you set preferences when
you created the requisition, these preferences were saved with the requisition, and are no
longer available in the system temporary buffer.

1.

2.

3.

o

New
Line

First, find and open your requisition. (Instructions for this start on page 2.)

From the Tools menu, select Preferences.

Enter or edit your preferences. (See the “Creating Requisitions” handout for more info.)
Click the Apply button, and close the Preferences window.

At the Items tab, click in the Num field of the new line.

Lnes  ['Source Detais|  Detals | Cumency [

Rum Type Item Rev  Category Description UoM € [ ]
sves-Dollars 96200 Sales Tax Phoenix 8.1 [USDis | |=

Sves-Dollars 96200 Shipping usoir [
Sves-Dollars 96200 Shipping us Dnﬁ r
Sves-Dollars 962-00 Shipping usof7 |

ST

10.

11.

BE  [coods EacH [ |-
5

4

(30}

Continue to enter information into the respective fields of that line.

Save & the requisition.

To forward your requisition, click the Approve button.

Approval
ke Suinmit for Approval Forward From
I Forward Approval Fath

Forward To

Note:

Change
Summary

Click the Forward checkbox.

In the Forward To field, delete Click to Pick, and enter the last name of the person to
whom you are sending the requisition, and press TAB. If a list displays, select the
appropriate name and click OK.

In the Note field, enter a note for anyone in the approval process if needed.

Click the OK button to submit your requisition to the approval process.
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Delete vs Cancel a Line

You can only delete lines on an Incomplete requisition — a requisition that has never left
your account. Once the requisition has been submitted to the approval process, you can
only cancel lines. Deleting a line is on page 16.

Cancel a Line

Requisition lines in any stage of the approval process (before your fiscal agent approves
the requisition) can be canceled by anyone.

1. First, find your requisition. (Instructions for this start on page 2.)

Number Description | Approval Status Craation Date Clamel
Office Furniture 301 [Rejected 06-MAR-2007 10:53:0/USD -
+
Lines. e Qpen

e Do not open your requisition.

e |If your search results provide multiple requisitions, Down Arrow to the requisition
that contains the lines you want to cancel.

2. Click the Lines button to view the lines on the requisition.

=]

Requesting Org |Mumbsar Ling Rev Item Description Category
384014 1 ltem #245, Desk. Cherrywood |425-00 |
384014 Item # 3874, Swivel Chair, Gra|425-00

384014
384014

Item # 4567, Bookcase, Cherry|425-00
Sales Tax Phoenix 8.1 % (96200

Nl el o sl w

|384014 |Shipping 56200
384014 Shipping 96200
384014 Shipping 962-00

3. Down Arrow to the line you want to cancel.

. I
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4. From the Tools menu, select Control.

(© Cantrol Document

Cancel Requisition Line
Finally Close

E[RBEER0T-MAR-2007

nt GL Date to

e The Cancel Requisition Line option is already selected.

5. Inthe Reason field, enter a reason for canceling the line, and click OK.

© Caution

A

e This note warns you that this action cannot be undone.

6. Click OK.

¢ This note says you can see the canceled changes when you perform the search again.
However, it doesn’t work that way. There are some steps you need to take to see the
canceled line status. A simple requery doesn’t do it. These steps are on the next page.

e You can see the change if you Open the requisition — if the requisition is in your account.

7. Click OK.

“ N

© March, 2007




Technology Training Services Maricopa Community Colleges
480-731-8287 www.maricopa.edu/training

8. To see the canceled changes, close the Lines Summary, and close the Headers
Summary to return to the Find Requisitions window.

9. Click Find to requery your requisition.
10. Click the Lines button.
e Your canceled line is still listed.

11. From the Folder menu, select Show Field, then select Cancelled, and click OK.
Show Field

Fin
Field
Assembly Quantity
Bid Line Mumber
Bid Murnber
Buyer
Cancel Date
Cancel Reason

Clozed Date
Closed Reason
Contact

Created By
Created Date
Currency
Currency Amount
Currency Price
Deliver Tao

e The Cancelled column displays a checkmark in the line you cancelled:

2
Requesting Org||Cancelled MNurmber Line Rev Itermn Description
384014 1 ||item #245, Desk, Cherry=
384014 2 |item #3874, Swivel Chai
384014 3 |item # 4567, Bookcase, (
384014 4 Sales Tax Phoenix 8.1 % -
384014 Is Shipping E
Cancel Ied 384014 le Shfppfng
— 384014 7 Shipping
Column

12. Close all the windows.

- N
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Delete vs Cancel a Requisition

You can only delete an Incomplete requisition — a requisition that has never left your
account. You cannot cancel an Incomplete requisition. Once the requisition has been
submitted to the approval process, you can only cancel it and not delete it.

Cancel a Requisition

Requisitions in any stage of the approval process (before your fiscal agent approves the
requisition) can be canceled by anyone. Make sure you are canceling the right requisition!

1. First, find your requisition. (Instructions for this start on page 2.)

Number Description | Approval Status Craation Date Clamel
(Office Furniture 301 [Rejected 06-MAR-2007 10:53:0/USD |~
+
Lines. e Qpen

e Do not open your requisition.

e |If your search results provide multiple requisitions, Down Arrow to the requisition
you want to cancel.

2. Click the Lines button to view the lines on the requisition.

=]

Requesting Org [Number Lins Reév Item Description Category
384014 1 ltem #245, Desk. Cherrywood |425-00 |
384014 Item # 3874, Swivel Chair, Gra|425-00
384014 3 Item # 4567, Bookcase, Cherny|425-00
384014 4 Sales Tax Phoenix 8.1 % (96200
|384014 5 Shipping 96200
384014 G Shipping 962-00
384014 T Shipping 96200

3. After making sure this is the requisition you want to cancel, close this Lines
Summary and return to the Headers Summary.

) I
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4. From the Tools menu, select Control.

Finally Close

ENBEM09-MAR-2007

Reason

e The Cancel Requisition option is already selected.

5. In the Reason field, enter a reason for canceling the requisition, and click OK.

e A note warns you that this action cannot be undone.

6. Click OK.

¢ A note says you can see the canceled requisition when you perform the search again.
7. Click OK.

8. To see the canceled requisition, close the Headers Summary.

9. In the Find Requisitions window, click Find to requery your requisition.

Number (Description Approval Status (Creation Date

Cancelled elled [06-MAR 2007 10:63:0USD |~
Status

Lines Daw Cpan

e The Approval Status is now Cancelled.

10. Close all the windows.

N I

© March, 2007




Technology Training Services Maricopa Community Colleges
480-731-8287 www.maricopa.edu/training

Delete vs Cancel a Line

You can only delete lines on an Incomplete requisition — a requisition that has never left
your account. Once the requisition has been submitted to the approval process, you can
only cancel lines. Canceling a line is on page 11.

Delete a Line

1. First, find and open your requisition. (Instructions for this start on page 2.)

Purchase Req S D CONNORS, PAULA A

Lines
Tab

vso 217500
q B

Descripbon LM

Req
Lines

DreamWeaver Lab PacEACH
PhotoShop Lab Pack [EACH
Camtasia Studio Lab FEACH

2. At the Lines tab, click on the requisition line you want to delete.
3. From the Edit menu, select Delete.

© Caution

e A caution note asks if you want to delete this record.
4. Click OK.

5. Save your requisition.

" N
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Delete vs Cancel a Requisition

You can only delete lines on an Incomplete requisition — a requisition that has never left
your account. Once the requisition has been submitted to the approval process, you can
only cancel lines. Canceling a line is on page 11.

Delete a Requisition

1. First, find and open your requisition. (Instructions for this start on page 2.)

Header D woe b SEITII L comioRs PAULAA |
Fields D: Stalus i uso |
q B

Descripbion L0,
DreamWeaver Lab PacEACH

PhotoShop Lab Pack [EACH
Camtasia Studio Lab FEACH

e Your cursor is already in a Header field. (It is in the Type field.)
2. From the Edit menu, select Delete.

© Caution

A Delete this re

e A caution note asks if you want to delete this record.

3. Click OK.

4. Save @ the deletion.

5. Close all your windows.

X I
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To Exit CFS
1. In the upper-right corner, click the Oracle red X.

2. When prompted to exit Oracle Applications, click OK.

© Caution

A Ex

3. Close the Jinitiator applet window.

4. At the Navigator, click the Logout link:

v

Logout Preferences Help

ORACLE' E-Business Suite

Logged In A5 CONNORS_P

5. At the Login page, click the red X to close your session.
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