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FOR

ON-LINE ENTRY

OF

DEPARTMENTAL REQUISITIONS
                       October 8, 1999

General Instructions

For Entering

Departmental On-Line Requisitions

A.
Sign on to IMS

B.
On the “LSU SYSTEM MENU” screen, select the code for Purchasing (PUR) and press enter.

C.
On the “PURCHASING MASTER MENU” screen, select “3" and press enter to get to a menu screen for requisitions, etc.

D.
The initial entry of a requisition is always done on “REQ-BASIC” screen, so select “1” and press enter.

Attached is a copy of the on-line “REQ BASIC” screen.  Fields where information can be keyed in have been numbered and instructions for each numbered field are attached.


REQ-BASIC SCREEN

 PURCHASING 31      UPDATE‑CODE> 1 2       ITEM‑SCRN‑OPT> 3    PRINT> 4        

 REQ‑NO> 5                                                                       

 FY> 6   #‑ITMS> 7   BUYER> 8  CMDTY> 9     RQ‑DEL> 10         PO#> 11        

 TOT‑COST> 12              TMS> 13 FOB> 14 FRT> 15 TAX> 16 PS> 17  R/P‑TP> 18 19
 OFFICE/BILL‑TO> 20 21 DEL‑DT> 22         VEND‑NO> 23         REF> 24        

 WRK‑ORD> 25       NO‑ITMS‑COMP       TOT‑COST‑COMP                    PRE‑ENC   

 PERCENT/AMOUNT T ACCT‑CODE OBJ  S PROJ  PERCENT/AMOUNT T ACCT‑CODE OBJ  S PROJ 

 26                                                                               

 SHIP DEPT> 27                            BLDG/STR> 28                           

  TO  ROOM> 29        ZIP> 30            CONTACT> 31                          

     PHONE> 32                                                                   

   NOTES                                                                        

 QUANTITY> 33      UNIT> 34     UNIT‑COST> 35      EXT‑COST> 36             

 DESC‑ID> 37     > 40                                                         

 ATTACH> 38      >                                                             

 CONTRACT> 39    >                                                             

     LOG‑IN                  OPER‑ID       LOG‑OUT                  OPER‑ID     

 ADDED                  LAST‑CHANGE                  OPER‑ID        UPD‑CODE    

 1 ComM 2 VenM 3 PurM 4 LibM 5 MasM 6 Req 7 Detail Item 8 Multi Item 9 Bid 10 PO
Detailed Instructions for Entering Online Requisitions

1.
UPDATE CODE > __ __ 









Update codes available for departmental use are as follows:


D A
Department Add - Used to add or create a departmental requisition.


D C
Department Change - Used to change or update a departmental requisition that has already been added but not finalized.


D N
Department Nullify - Used to nullify or cancel a departmental requisition that has not been finalized.


D R
Department Reactivate - Used to reactivate a departmental requisition that has been nullified.


D F
Department Finalize - Used by departments to “Finalize” a departmental requisition.  This action transfers control of the departmental requisition to the Purchasing Office and locks the department out.  It also causes a copy of the departmental requisition to be printed and delivered to the Purchasing Office the following morning.


P   
Print - Used to print a hard copy of the requisition.  It prints to the default printer for your logonid, if defined, or may be directed to other “defined” mainframe printers by entering the printer address in the “PRINT” field.

2.
VERIFY CODE > __ 

A “V” in this field will cause the current screen, with all information entered, to be re-displayed, along with the assigned requisition number, after the enter key is pressed.  If this field is left blank, the next  logical screen will be displayed after the enter key is pressed, allowing the operator to add additional items to a requisition, enter new requisitions, or choose the screen desired next.

3.
ITEM SCRN-OPT >__ __

Item Screen Option - Codes are entered here to indicate which screen should be displayed after the current screen is entered.


Codes available are as follows:


D I
Detail Item - On the REQ-BASIC screen, there is only three 60-character lines available for description of the first item.  The “DI” option will cause the DETAIL ITEM screen, with the  maximum of ten 60-character lines, to display after the REQ-BASIC screen is completed.


M I
MULTI-ITEM - The “MI” option will cause the MULTI-ITEM screen,  with two  60-character lines for each of five items, to display after the REQ-BASIC  screen is completed.


D N
DETAIL-ITEM-NOTES - The maximum of 10 lines is displayed on this screen for a single note.


M N
MULTI-ITEM-NOTES - The first 3 lines of five notes is displayed on this screen.

4.
PRINT > __ __ __ __ __ __ __ __ __

If you use an Update-Code of “P” to print a requisition, you can enter the address of the printer you want to use.   If this field is left blank, the print job will use the default printer for your logonid/uid string.   If a “B” is entered in this field, the requisition will be printed in batch mode that night and delivered to the Purchasing Office the next morning.

5.
REQ-NO > __ __ __ __ __ __ __

Requisition Number - If the requisition already exist and you want to update it, the requisition number should be entered here.

If a requisition is being added (update code of DA) leave the REQ-NO blank and the computer will assign a 7-digit requisition number when all required information has been added and the enter key is pressed.  The assigned requisition number will be redisplayed after adding.

6.
FY >__ __ __ __

Fiscal Year - This is a 4-digit field to indicate the fiscal year; Ex. 1999 for the 1998-99 FY; 2000 for the 1999-2000 FY, etc.

The default for this field is the current fiscal year; so this field is normally left blank.

7.
#-ITMS >__ __ __ __

Number of Items - This is the total number of line items (not quantities) included on the requisition and any applicable attachments.

8.
BUYER >__ __ __


The system will always default to “DPT” for department.

9.
CMDTY >__ __ __ __ __

The commodity code is a five digit numeric code, the first three (3) digits of which indicates class and the last two (2) indicate sub-class.  While it is not necessary that all items on a requisition belong to the same commodity class, they should be logically related with the major item listed first.

At a minimum, the 3-digit class code must be entered-see attached list of commodity class codes.

10.
RQ-DEL >__ __ __ __ __ __ __ __ __ __

The requested delivery date can be entered here in the form of mm/dd/yyyy to indicate a required delivery date.  If delivery is not critical, this field should be left blank.

11.
PO# __ __ __ __ __ __ __

If a confirmation purchase order number has been assigned for purchase of the items on this requisition, its six (6) digit number should be entered here with a “C” prefix (for confirmation).

12.
TOT-COST > __ __ __ __ __ __ __ __ __ __ __ __ __ __ __

Enter the total cost of all items on the requisition and any applicable attachments.

13.
TMS > __ __

Standard terms for the University are “Net 30"; however, if the vendor quotes terms more favorable to the University, they should be indicated here.  Leave blank  if prices were not obtained and the system will default to “Net-30 Days”.

The two (2) character codes available to indicate terms are as follows:


1st Character


2nd Character


of Code
Meaning

of Code

Meaning

    0

“NET”

Blank Space

(nothing is printed)


    1

“1 PCT”


A

“30 Days”


    2

“2 PCT”


B

“ 5 Days”


    3

“3 PCT”


C

“10 Days”


    4

“4 PCT”


D

“15 Days”


    5

“5 PCT”


E

“20 Days”


    6

“10 PCT”


F

“25 Days”


    7

“½ PCT”


G

“  5th Prox”








H

“10th Prox”


    9

“See Remarks”


I

“15th Prox”








J

“20th Prox”








K

“25th Prox”








L

“30th Prox”

14.
FOB > __

All purchases are to be FOB University (Destination).  If nothing is entered, the system will default to “Destination”.

The one (1) character codes available to indicate FOB point are as follows:


Code

Meaning

L

“Destination”


V

“Shipping Point”


N

“Not Applicable”


S

“See Item Desc”


Freight charges, if applicable, may be itemized in description area of requisition.

15.
FRT > __

The one (1) character codes  available to indicate who is to pay freight charges are as follows:


Code

Meaning

V

“Vendor”


L

“University”


N

“N/A”


S

“See Remarks”


If nothing is entered, the system will default to “Vendor”.

16.
TAX > __

The one (1) digit codes available to indicate tax rate are as follows:


Code

Meaning

0

“N/A”


1

“1%”


2

“2%”


3

“3%”


4

“4%”


6

“N/A” “FOR RESALE - ID #0163071-001W”


9

“N/A” “PRICE INCLUDES TAX”


If nothing is entered, the system will default to “N/A”.

17.
PS >__

Price source, a one-character code to indicate the source of the prices entered on the requisition.  Available codes are as follows:


Code


Meaning

Blank Space

“Blank Space (nothing is printed)”


A


“Advertisement”


E


“Estimated”


F


“Order Form”


G


“Catalog”


I


“Invoice”


L


“Letter”


P


“Proposal”


1


“State Contract”


2


“Sealed Bid”


3


“Telephone Quote”


4


“Written Quotation”


6


“Fax Quote”


7


“University Contract”

If you have a written price, it should be sent to the Purchasing Office as an attachment or with a reference to your requisition number.

18.
R-TP > __

Requisition Type: A one (1) character code to classify the requisition type as follows:


Code

Meaning

A

Department Add


R

Regular


D

Direct Charge


H

Handled


X

Returned to Dept.

When a requisition is added, the system will default to “Department Add”.

19.
P-TP > __

Purchase Order Type: A one (1) character code to classify the purchase order type as follows:


Code

Meaning

B

Blanket


C

Confirmation


E

Emergency


F

Student Tech Fee


H

Bond Money


L

Sole Source


M

Maintenance


N

Installment


R

Regular


S

Standing


T

Construction


U

Undetermined Type

If a “confirmation purchase order number” has been obtained in advance, then the code “C” should be entered.  Otherwise leave this field blank and the system will default to “Regular”.

20.
OFFICE > __ __

The office code indicates which office has control of the requisition.  The system will default to the proper office code (“11" for LSU departments) and only persons authorized within that department can alter the requisition information.


A list of office codes follows:


Code

Meaning

01

Purchasing Office


11

LSU Departments


12

Union


13

Bookstore


99

Agriculture Center


91

Agricultural Center Departments/Research Stations

21.
BILL-TO > __ __ __

A three (3) character code to indicate where invoices are to be mailed.  If nothing is entered, the system will default to “ACT” for Accounting Services.  If your department is authorized to receive invoices directly from the vendor, you may contact the Purchasing Office to obtain a code for your department.

22.
DEL-DT > __ __ __ __ __ __ __ __ __ __

The Vendor’s quoted delivery date may be entered here using the following codes:


Code


Meaning

Blank Space

Blank Space (nothing is printed)


A


“As Soon As Possible”


D


“Already Delivered”


I


“Immediate”


R


“As Requested”


XXX-DARO

“XXX Days ARO”


XXX-WARO

“XXX Weeks ARO”


XXX-XXXD

“XXX-XXX Days”


XXX-XXXW

“XXX-XXX Weeks”


MM-DD-YYYY
“MM-DD-YYYY”

23.
VEND-NO > __ __ __ __ __ __ __ __ __

Vendor number for vendor that purchase order should be issued to.  If vendor is unknown, this field can be left blank.

24.
REF > __ __ __ __ __ __ __ __ __ __

Ten (10) character field to record a vendor reference (Quotation No., Invoice No., Etc.).

25.
WRK-ORD > __ __ __ __ __ __ __ __

Eight (8) character field for department to enter a work order number, etc. that is strictly for their reference.

26.
ACCOUNTING INFORMATION

A maximum of ten account numbers may be listed on any one requisition (if more than 10 accounts are required, multiple requisitions should be used).  If there are multiple accounts, a percent or dollar amount must be shown for all but one of the account numbers, the balance would then automatically be charged to the one remaining account number.  If a percent is intended use the “%” sign, otherwise the computer will assume the figures entered are dollars.  The amount(s) entered here should not include tax, any applicable tax will be added by the computer.

SHIP TO:
Please note that this is a “Ship To” address and not necessarily your address.



27.
Dept > _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _



28.
Bldg/Str > _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _



29.
Room > __ __ __ __ __ __ __



30.
Zip > __ __ __ __ __ __ __ __ __ __



31.
Contact > _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _



32.
Phone > __ __ __ __ __ __ __ __ __ __ __ __

All six (6) fields of the “Ship To” information may be entered or if the same “Ship To” address is used repetitively  the Purchasing Office can be contacted to set-up a 3-character code that will automatically enter the “Ship To” information.

33.
QUANTITY > __ __ __ __ __ __

A six (6) digit field to indicate the number of units desired.

34.
UNIT > __ __ __ __ __ __

A six (6) character field to indicate the unit of measure desired (i.e. ea, gal, cs, dz, etc.).   Only defined units of measure may be used (see attached list).

35.
UNIT COST > __ __ __ __ __ __ __ __ __ __

A ten (10) digit field to indicate the unit cost of an item (if price is not known, then enter an estimate).  The maximum amount for this field is $99,999.99.

36.
EXT-COST > __ __ __ __ __ __ __ __ __ __ __ __ __ __

A fourteen (14) digit field where the product of quantity multiplied by  unit cost can be entered.  However, if no entry is made, the computer will compute the value and make the entry automatically.  The maximum amount for this field is $99,999,999.99.

37.
DESC-ID> __ __ __ __ __ __ __

If an item is purchased on a repetitive basis, Purchasing can be contacted to set up a code which will cause the description of the item to be entered automatically.

38.
ATTACH > __

If there are attachments to the requisition, an “A” should be entered here to alert Purchasing that hard copy attachments are in route for this requisition.

39.
CONTRACT > __ __ __ __ __ __

If the item being requested is from a “state contract”, the last 6 digits of the state contract number should be entered here.

40.
(ITEM DESCRIPTION)


>


>


>

Three (3) 60-character lines for item description.  Description should be detailed enough so that there is no doubt as to what is wanted.  Avoid imperative terms such as “must” and “shall” unless they refer to a requirement that is absolutely essential.  Also, requirements such as required compatibility with existing equipment, etc. should be noted.

If more than 3 lines of item description are needed, complete this screen and then go to the detail item screen for this requisition number and item number. The detail item screen will allow you to add up to 7 additional lines of description information.

If notes need to be included on the requisition, they can also be added from the detail item screen.

Detail Item Screen

The “DETAIL-ITEM” screen will automatically display after the “REQ-BASIC” screen is entered if the “ITEM-SCREEN-OPT” code of D I was used.  Otherwise, to get to the detail item screen, hit “PF3" to get back to the menu screen for requisitions, then select “2" and enter the requisition number and item number and press enter.

The “DETAIL-ITEM” screen is used to add additional items to the requisition or to make changes to existing items; it allows for:


1.
Ten 60-character lines of item description, and


2.
The addition of up to five (5) notes.  A note code (number) from “LSU Purchasing Library Notes” is entered with an “A” or “B” in the next field to position the note “after” or “before” the item description.

Instructions for other fields on this screen are included with the detail instructions for the “REQ-BASIC” screen.

Multi-Item Screen

The “MULTI-ITEM” screen will automatically display after the “REQ-BASIC” screen is entered if the “ITEM-SCREEN-OPT” code of M I was used.  Otherwise, to get to the multi item screen, hit “PF3" to get back to the menu screen for requisitions, then select “3" and enter the requisition number and item number and press enter.

The “MULTI-ITEM” screen is used to add additional items to the requisition or to make changes to existing items; it allows for:

1.
The entry (or revision) of 5 line items from a single screen; however, only the first two lines of item description will be displayed for each item.

Instructions for other fields on this screen are included with the detail instructions for the “REQ-BASIC” screen.

Notes

The “DETAIL-ITEM-NOTES” screen and the “MULTI-ITEM-NOTES” screen can both be used to add notes to the requisition or to make changes to existing notes.


Procedures:
Enter


1.
“UPDATE-CODE”
D A for add or






D C for change


2.
Requisition No.


3.
Item No.


4.
Note No.
(optional - computer will number Notes 1, 2, 3, 4, 5 for each requisition line item having notes added.)


5.
Note-ID:
obtain from “LSU Purchasing Library Notes”


6.
Position:
“A” for after note





“B” for before note


7.
Press Enter



If the text of the note from the “LSU Purchasing Library Notes” is not what is wanted, simply call the note up on the detail or multi item notes screen, use an update code of DC and change the note.  Any notes may be edited; however, note “369" consist only of a “.” (period) and may be used when you want to type your own note from scratch.

Notes on the requisition may be used for any purpose - they may be used to continue the description of an item, justify a sole source request, explain an emergency situation.  Give special instructions, etc.  

If the items on the requisition are to be bid, notes should be used to list vendors (vendor name, contact address, telephone number, fax number, etc.) to be included on the vendor bid list.

Attachments

Requisitions entered on-line will be transmitted to the Purchasing Office electronically; however, if attachments (invoices, written quotes, lengthy specifications, etc.) also need to be submitted to Purchasing, please:


1.
Print the requisition at your printer (a “P” in the update code - or do a screen print).


2.
Attach the “Attachments” to the printed requisition (requisition on top).


3.
Send the printed requisition with “Attachments” to Purchasing - the requisition transmitted electronically cannot be processed until the attachments are received in Purchasing.

Purchasing Office - 213 Thomas Boyd Hall - Baton Rouge, Louisiana - 70803-3001 - 225/578-2176 - FAX 225/578-2292


