REQUISITION




Budget Overview




Navigate to:

Main Menu > Commitment Control > Review
Budget Activities > Budgets Overview

End users must check to ensure their FY15 budgets have been established into PeopleSoft. Follow the navigation above
to run an overview process.
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Budget Inquiry Criteria
Budget Overview

Inquiry: BUDGET

Reset

Amount Criteria

Ledger Group: |oPE

~Business Unit: (UTSAT Q& || | edger Groupiset: Ledger Group -

[ Vview Stat Code Budgets Operations - Expense
" Disptay Chart @
Time Span

*Type of Calendar: Detail Budget Period -

D From Budget Period To Budget Period Inciads Adjusiament

Include Closing Adjustments

Period(s)
(2015 Q, 2015 Q & il

ChartField Criteria
ChartFieild S adiTiom ChartField To info  ChartField Value Set  Update/Add @  Open
Account % BL-Y aq @ | @ Update/Add il Closed
Dept lBAA00s = Q - o © | Q. UpdateiAdd &  Hold
Fund % Q aQq © | Q_ Update/Add
Function 26 Q% Q i @ Update/Add
Cost Centr % Q [% aQ © | @ Update/Add
Project 26 aQ (% Q, o | @ UpdatelAdd

1. Set the Business unit to UTSA1 and set the Ledger Group to OPE (or applicable ledger group for projects)

2. Set the Budget Period to 2015

3. Set a Dept. filter specific to the end users department (example shown above)

4. Click on Search button to run the process



Inquiry Results

Business Unit: UTSA1

Ledger Group: OPE Operations Expense
Type of Calendar: Detail Budget Period

Amounts in Base Currency: usD

Revenue Associated:

Return to Criteria Max Rows: 100 Display Options Search

Net Transfers:

Budget: 0.00 0.00
Expense: 0.00
Encumbrance: 0.00
Pre-Encumbrance: 0.00
Budget Balance: 0.00
Associate Revenue: 0.00
Available Budget: 0.00

n--m-l:rtt'-ml Wriayy AN | A | BE Frst 4] 1.2 of 2 n Last

Ledger Group Account Fund Dept Cost Centr Function Project 23‘ Budget Expense Encumbrance
1B B oee A4000 3105  BAADD4 DXMO033 700 2015 0.000 0.000 0.000
2B B oPe A4000 3105  BAADDS DXMD24 800 2015 0.000 0.000 0.000

« | n | r

End users are looking for a FY 2015 budget in the A4000 budget group.

Note: end users will see a zero balance budget, new FY orders will be tracked.




Create a Requisition




Navigate to:

Main Menu > eProcurement > Create a Requisition

Once budget is confirmed, end users will need to create a requisition.

** Remember that end users still need to obtain budget approvals using the UTShare SharePoint Interim Requisition
Request Form prior to creating a requisition in PeopleSoft.




Create Requisition

Eé 1. Define Requisition

E\; 2. Add Items and Services 3. Review and Submit

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

Business Unit; uTsa1 |Q UTSA
Requisition Name: FY15 - 1 Priority: Medium ’

Click arrow to 2

set FY defaults

End users should use some kind of identifier in the requisition naming to notate that the requisition is using new year

funds.

1. Identify FY15 funds (example above —ONLY an example)
2. Next, end user must set some additional line defaults on the requisition specific to new FY orders.

Note: these new line defaults are specific to new FY orders and should only be used for new FY orders placed before

September 1.




Step 1

Identlfylng a new FY Buyer
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Create Requisition
Ij'; 1. Define Requisition = 2. Add Items and Services 3. Review and Submit

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

Business Unit: UTSA1 QL uTSA
‘Requester: ls001027824 Q Yvette Medina “Currency: usD
Requisition Name: [FY15 - w00 ' Priority: Medium -
[~ Line Defaults &
Default Options
) Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for
these fields
® owverride If you select this option. the Click on lmagnifv ghssn top ride any predefined values for these fields, only non-blank values are
assigned

Vendor: [ Il § end Io?kl_lp the Buyer Q

Buyer: ' Category: ' Q Unit of Measure: (e

Shipping Defaults

Ship To: [crR10104 Q Modify Onetime Address
Due Date: () Attention:
Accounting Defaults
Chartfields1 Details Asset Information (el
Pct Location GL Wit Account Fund Dept Cost Centr Function Program PC Bus Unit P
CR10112L Q@ [utsar o | a | a | a || a | a | a | Q,
« [ e »
Continue

End users will need to identify a buyer on each new FY requisition. Click on the lookup icon (magnify glass) to select a
specific buyer for new FY requisitions.

Note: DO NOT select your assigned Central Purchasing Department Buyer, assigning a buyer is ONLY for new FY orders
placed before September 1.
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Look Up Buyer
? Help

Buyer: pegins with -
Name: pegins with

|-LookUp || Cleas || Cancel BasiclLookup

Search Results

Select: UTSA-FY-Buyer

From the Buyer list, end user MUST select the UTSA-FY-Buyer.

Note: This ID is specific to UTSA and must ONLY to be used when creating new FY orders before September 1%




Employee Self-Service

Create Requisition

" 1. Define Requisition = 2. Add Items and Services 3. Review and Submit
Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: ursal |Q, uTsa

*Requester: l6001027824 ( Yvette Medina *Currency: usD
Requisition Name: |FY15 - Priority: Medium

~Line Defaults ’_
Default Options

If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for

@ pefault
these fields

2 Override If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values are
assigned

Vendor: 1 Bl § Vendor Location: ' Q

Buyer: |IJTSA—FY-Buyer Q Category: ' Q Unit of Measure: | Q

Shipping Defaults

ship To: ICR10104 Q Modify Onetime Address

Due Date: By Attention:

. e — |
| BTy HE Fiest

Accounting Defaults Personalize | Eind
Chartfields1 Details Asset Information

Pct Location GL Unit Account Fund Dept Cost Centr Function Program PC Bus Unit P

[ ICR10112L Q [utsar o | a | a | a | a | a | a | a |

1 | . . »
Continue

This is the end result after selecting the UTSA-FY-Buyer.
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Step 2:
Setting a shipping Due Date
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Create Requisition
|@ 1. Define Requisition —§b 2. Add Items and Services 3. Review and Submit |

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

Business Unit: UTSA Q, uTsA
Q Ywette Medina "Currency: usD

[F¥15 - xo00 Priority: Medium

Requisition Name:

Default Options

‘Requester: lsoD1027824

If you select this option, the defaults specified below will be applied 10 requisition lines when there are no predefined values for

Default
these fields
@ override If you select this option, the defaults specified below will override any predefined values for these fields. only non-blank values are
assigned
vendor: [ e} vendor Local 1 [ Q
Buyer: [ Q Categag, [ L= Unit of Measure: Q,

Shipping Defaults
PSP Modity Onetime Address

f Due Date: [ = Attention:
| i i First K1 1 of 1 > Last

Accounting Defauits Personalize | Find | B | #8  Fist

20

Chartfields 1 Details Asset In september [x] | 2014 =l
1IN Unit S M T W T F S Stat
- g2 3 4 65 6 N
7 8 9 A 11 12 13 C Q B =)
14 15 16 17 180™ag
21 22 23 24 25 26

SRnise 28 20 30 2

\ (4] Current Date [®)

End users will also need to set the ship to due date of September 1% or later.
1. Click on the calendar icon next to the Due Date box.
2. Filter to September 1%, and select the date from the calendar.

Note: All shipment must be received on or after September 1%t. Any deliveries received prior to September 15 can
result in a rejection of the shipment by Central Receiving.
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Warning - date out of range. (15.9)

The date enfered is either more than 30 days in the past or 30 days in the future. This is not normally true for this date. Either acknowiedge that the date is OK, or correct the enlered date.

Click on OK

Once the due date of September 1%t or later is selected, end user will be prompted with a verification message. Click the
OK button to acknowledge that the future date is correct.




Step 3:
Change Budget Period
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Create Requisition

[Ij* 1. Define Requisition = 2. Add Items and Services 3. Review and Submit

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

Business Unit: UTSA1 |Q UTSA

*Requester: 6001027824 @ Yvette Medina *Currency: usD

Requisition Name: FY15 - »ooc Priority: Medium -

- Line Defaults ]
Default Options §]

) Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for
these fields.

@ Owverride If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values are
assigned.

Vendor: i Q Vendor Location: | Q,

Buyer: | Q Category: | Q Unit of Measure: | ] Q

Shipping Defaults

Ship To: bl xQ Click on Details Modify Onetime Addres

w [ g U e onalize d =
Chartfields1 Deta Asset Information =»
IN Unit ‘—i Budget Date Stat
@ [07/10/2014 B | Q Bl =]

Lastly, end users will need to change the budget period on the requisition to ensure the PO encumbrance is made in new
FY budget.

Click on the Details tab in the Accounting Defaults subsection.
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Create Requisition
"j;e 1. Define Requisition Eb 2. Add Items and Services 3. Review and Submit

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

Business Unit: UTsSA1 |Q UTSA
*Requester: (6001027824 ‘@ Yvette Medina *Currency: USD
Requisition Name: FY15 - x00x ] Priority: Medium -

* Line Defaults 2

Default Options ]

) Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for
these fields.

@ Owarride If wvou select this option. the defaults specified below will override any predefined values for these fields. only non-blank values are
assigned

Vendor: [ Q, Vendor Location: | Q,

Buyer: I Q, Category: I A Unit of Measure: . Q

Shipping Defaults

Ship To: [CR10104 Q Modify Onetime Address

Due Date: [09/01/2014 ) Attention: :

Accounting Defaults E Click on
Chartfields1 Asset Information ==
Calendar
IN Unit Budget Date S
Q |07/10/2014 Q = =
Continue

Next, click on the calendar icon next to the Budget Date box.
Note: End Users will be overriding the defaulted budget date to ensure the requisition pre-encumbrance is set in the

new FY budget period. This change in the budget date is only for orders placed prior to September 1% using new FY
budget. Failure to change the budget period will result in the requisition using current FY budget.
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Create Requisition
||f,k 1. Define Requisition = 2. Add Items and Services 3. Review and Submit

Specity requisition name. requester, and other information that applies 1o the entire requisition

Business Unit: uUTSA Q. uTsA
"Requester: 6001027824 @y Yvette Medina “Currency: uUsD

Requisition Name: [FY15 - x0oc Priority: Medium -
[~ Line Derauits §3

Default Options K3
If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for

Default

these Melds

@ owverride If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values are
assigned

Vendor: [ Lo Vendor Location: [ (oY

Buyer: 'Q Category: 1< uUnit of Measure: | (e §

Shipping Defaults

Ship To: lcr10104 Q Modify Onetime Address

Due Date: | 9 Attention: |

Accounting Defaults

Chartfields 1 Details Asset Inhrnﬁn
IN Wit Budget Date
< | [oovo1/2014 R T
1 7
Continue i
21
28 T~ Select Sept. 1
\ (d] current Date [#)

Filter to September 1%t and select the date from the calendar. Again, this will override the defaulted date.
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Create Requisition
_1* 1. Define Requisition E& 2. Add ltems and Services E‘ ? 3. Review and Submit

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

Business Unit: UTSA1 Q, uTtsa
‘Requester: 6001027824 O Yvette Medina "Currency: usD
Requisition Name: FY15 - o @ 1 Priority: Medium -

Default Options £

' Default If you seilect this option, the defaults specified below will be applied to requisition lines when there are no predefined values for

these fields

@ owverride If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values are

assigned
Vendor: [ Q Vendor Location: [ Q
Buyer: [UTSA-FY-Buyerl @uiim——at o — 2 Il Q. unit of Measure: | Q
Shipping Defaults
Ship To: lcrR10104 Q Modify Onetime Address
Due Date: V’UQ-"U1J’2014 e ‘:j— 3
Accounting Defaults :
Chartfields1 Details Asset Information ==
IN Unit Budget Date | Stat
@ [09/01/2014 < 4 g | o} = =]
Continue
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End users should have the following set for new FY requisition.

1. FY15 identifier in their requisition name

2. “UTSA-FY-Buyer” set as the buyer for the new FY requisition

3. September 1%t or later shipping due date

4. September 1% set as the budget date, to ensure new FY pre-encumbrance.

Once these defaults are set, complete the requisition as usual, save and submit the approved requisition for sourcing to a
PO.
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Check for Pre-encumbrance

22



Navigate to:

Main Menu > Commitment Control > Review
Budget Activities > Budgets Details

To ensure the requisition has created a pre-encumbrance in new FY budget, follow the above navigation to check
department budget details.
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Budget Details

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

e ar ernla

Business Unit: = w UTSA1 B — 1
Ledger Group: = - OPE —
Account: begins with Q
Department: begins with -] 2
Fund Code: begins with Q
Function: begins with ~ Cy
Program Code: begins with « | Q
Affiliate: begins with - & §
Fund Affiliate: begins with - Q
Cost Center: begins with ~ [DXM033 = § — 3
PC Business Unit: begins with =
Project: begins with — Q
Activity: begins with ~ Q
Budget Period: begins with ~ |2015 = 4
Statistics Code: begins with w Q
Search Clear Basic Search = Save Search Criteria

1. Set the business unit to: UTSA1
2. Set the Ledger Group to: OPE (or applicable ledger group for projects)
3. Enter the Cost Center or Project number used on the requisition

4. Set the budget period to: 2015
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Commitment Control Budget Details

Business Unit Ledger Group Account Fund Dept Cost Centr Function Project Budget Period ]
UTSA1 OPE A4000 3105 BAADO4 DXM033 700 L2ﬂ15 J
Display Chart (i

Ledger Amounts

) Max 100
Budget: 0.00USD o <l Rows:

\ Aftributes
Expense: 0.00 USD > e | Parent / Children

. Associated Budget
Encumbrance: 0.00 USD & - St
Pre-Encumbrance: 120.00 USD =) -l
Associate Revenue: 0.00 UsSD
Available Budget
Without Tolerance: -120.00 57 usD Percent: (99.82%) A
With Tolerance: -120.00 5 usD Percent: (99.82%) 7

Budget Exceptions
Exception Errors: 0 Exception Wamings: 0 Budget Exceptions

L\Retum to Search | [=] Notify
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End users need to look for the pre-encumbrance created by the requisition.

Note: ends users will see a negative budget balance, all new FY encumbrances are being tracked.
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