| CLARKSV/ILLE

Requisition Entry

Work Instructions (PUR -W002

MUNIS Login

1) From your desktop, click on the MUNIS icon:

r Inbox - Microsoft Out... | 2R Clarksville-Montgome. ..

[l start an application @

Please enter your user name:

— = .
‘s start & Launchbar - Gr... Inbox - Microso... @Y Requisition Ent... Tf Implementation. ..
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Y Requisition Entry (2) ...

L < BE 1127 A

*:)[f]'-ﬁ B o == < B 11:32am
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3) Enter your password in the dialog box and click on OK.

[#] Connection on 10.96.0.71 using RLOGIN

r Enter your password
t:l] I |
MUNIS Live

& Launchbar - Gr... Inbox - Microso... | T3 Requisition Ent... | DY Implementation. .. c on... RFlFED = < B 11:35 M

Once the passwad has been authenticated, the MUNIS main application menu will be displayed.
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TRAIMING DATABASE A

System Favorites Financials PayrollfPersonnel RevenuefBiling Dept Help

- R[fEFED

To access Requisition entry, selecFinancials, C. Purchasing Menu , B. Purchase Order
Processing Menu, and A. Requisition Entry or use the Dept. menu.
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A, General Ledger Menu

. Budget Menu

D, Accounts Payable Menu

E. Inventory Menu
. Treasury Management Menu
. Fixed Assets Menu

. /L Account Inguiry

10/31/11, Rev. A

. PO Inquiry and Reports Menu
D. Bid Management
E. Contract Management

. Purchasing Workflow Admin

PUR-W002

. Requisition Appravals

. Requisition Conversion To POs

. PO EntryProof

. PO Approvals

+ Print POs On Forms

. Print POs Cn Blank Paper

. Purchase Order Maintenance
1. PO Receiving File Maintenance

. PO Purge

. Requisition Purge

. Requisition Import
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The Requisition Entry screen will then be displayed. The data presented in this screen is only
displayed as an example.

[f] Munis Main Menu v1.29 - TRAINING DATABASE Jul 25 2005 - AmieWilson - 07/26/2005

System FEavorites Financials PayrolfPersonnel RevenuefEiling Other Dept  Admin Help

f]REQUISITIﬂN ENTRY - TRAINING DATABASE Jul 25 2005 Add Icon m
File Edit Tools Help
: = Y= @ &
i&ct\on Main | Tems/Shipping | Wendor | Status | wO./Contract List Icon
- - Dept/Loc 110 ELEMENTARY Status 0 Corwerted
Fr fReq C 2005 7 Entry Date [(17/26/2005 £i4 List Icon
General Commadity MNeeded B 0E]
General Desc TESTING Entered By |EricSalver
-
“endor 954555 Ship Ta 110 - BARKSDALE ELEMEMTARY
Wendor Address dpping Address
_ OFFICE DEFOT BARKSDALE ELE
o .
DEPT 601 116003615535 1920 MADISOM EXTENSION List Icon
PO BOX 30295
SALT LAKE UT | |84130-029 CLARKSYILLE TN | (37043
Line ltem Detal | GL allocation Detal | GL Allacation Summary
Line | Oty Commodity Code Irnven ltem Unit Price UOk | Freight Disc % Credit Line Total [rescription
1 10 20.00000 Each 0.00 0.00 0.00 20.00 BOX OF PAPER
2 10 300.00000 Each 0.00 0.00 0.00 300.00 FURMITURE
3 1.0 200.00000 Each 0.00 0.00 0.00 200.00 BLACK BOARD
Total Amount 520.00
Detail Ling screen. ovR

1) To add a requisition, the requisition originator (you) MUST click on the Add Icon.

2) Enter all necessary information in CAPITAL letters. Use the &b key to navigate to each field
within the screens. From the Main Tab on the Requisition Screen, enter info rmation in the
following fields. Stepsin BOLD PRINT are required.

Field Steps
Dept/Loc Enter your assigned Department or Location code. Clic k on the list icon

located on the right hand side of the field for a list of valid department and
location codes.

FY/Reqg# The system will automatically populate the fiscal year and automatically
assign the requisition number.

General Commodity CMCSSis not using commaodity codes so no entry into this field is necessary.

General Description Leave blank for Accounts Payable.
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Field

Steps

Vendor

To select a vendor, click on the list icon to get a list of current vendors .
From the alpha listing enter the vendor nam e (remember to use Uppercase)
and click on the Green Checkmark. Double -click to select the vendor from
the list, the vendor number, name and address will automatically be

included within the requisition record. Zero (0) will be the default address

for th e vendor. In cases where the vendor has multiple addresses, click on
the List Icon to select a different vendor address.

Status

System default, no entry required.

Entry Date

System default, no entry required.

Needed By

This is an optional field. Should you need the items by a specific day, click
on the calendar icon and select the requested dateThis is for information
only.

Entered By

System default, no entry required.

Ship To

The system will default this address from the Dept/Loc code selected. If the
items being requisitioned must be delivered to another location, selectthe
location from the drop down menu. Pressthe tab key to go to
Terms/Shipping tab.

10/31/11, Rev. A
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3) Tab to the Terms/shipping tab and enter the following information. Steps in BOLD PRINT

are required.

Terms/Shipping Tab

["] Requisition Entry - MUNIS [MUNIS 2005 Database: mu_munis]
File Edit Tools Help
i X b

Main

Discount Z
Freight %
Method/Terms

EBill to

Ship to
Delivery Ref
Special Handling

Line Item D etail

Terms/Shippi

Tendor Status | WO/Contract

[=1]

Fin - Finance Dept ~

Acct - Accounting Office

N - NONE ~

GL Allocation Detail GL Allocation Summary

Line| Gty Commodity Code Inven Item Unit Price UOM | Freight Disc % Credit Line Total Descrip
Total Amount
< =
Field Steps
Discount % Not a required field. If you have negotiated a discount for the item being
requisitioned, then enter the discount percentage.
Freight % Not a required field. If a freight percentage has been quoted for the
requisition, enter it in this field.
Method/Terms Not a required field. If a specific payment method or payment terms have
been included as part of the requisition, enter them in this field.
Bill to 3T PUwi Bl OEwUT OUOE wE GrEFad] uel ubEYU wRi 1 EuE 8
unless otherwise approved by the Chief Financial Officer.
Delivery Ref Enter the name of the individual to whom the delivery needs to be made

Special Handling

3T T wvavll OwpB®OOGED 6§ @mwOOwe E Wiakdling foriat |
item(s) is required use the pull down arrow on the right side of the field to
select the appropriate handling code. Pressthe tab key twice to go through
the Vendor tab to the Status tab.

10/31/11, Rev. A
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4) Tab tothe Status tab andenter the following in formation. Stepsin BOLD PRINT are required
to complete the Status portion of the requisition .

O] Requisition Entry - MUNIS [MUNIS 2005 Database: mu_munis]
File Edit Tools Help

v X% )
Main Tems/Shipping Yendor Status W0/Contract
Status 2 - Created
Allocation Code v
Buper munig - munis v
Review -
Req Type N - NORMAL hd

PO Number
[[] Motify originator when converted to PO

[D" Post-It Notes
Line Item Detail | GL Allocation Detail | GL Allocation Summary
Line | Qty Commodity Code Inven [tem Unit Price UOM | Freight Disc % Credit Line Total Descrip
Total Amount
< ¥
Requisition preparation date, VR
Field Steps

Allocation Code

Leave Blank. CMCSS is not currently using allocation codes to support the
purchasing process.

Buyer/Review CMCSS is not usihg the buyer or review fields so no entriesinto these fields
are necessary.

Req Type 3T T wUavuUl OwbPOOWET I EUOU0WUT T wYEOUIT wod
Blanket PO be required (Not To Exceed), select the appropriate type code? ! 1
from the pull -down menu on the right side of this field.

PO Number DO NOT ENTER A PO NUMBER IN THIS FIELD. This field is populated
once the requisition is approved and converted into a Purchase Order.

Notify Originator This box should remain checked if the originator (you) wishes to be notified

when converted to
PO

via email that the requisition has been converted to a Purchase Order.

Post-It-Notes

If items requested in the requisition are greater than $1,0 00 but not more
than $10,000, you must obtain three (3) vendor quotes for vendor
justification . Click on this field to enter the quote information for the two
vendors not used. Use the Formal Bid Process for items over $10,000 If
ordering from a bid, enter the bid number. Pressthe tab key three times to
go throu gh the WO/Contract Tab to go to Line Detail or select the MAIN
Tab and click on the Line Detail Button

10/31/11, Rev. A
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5) Tab to the Line Detail screen, or, if necessary, g back to the Main tab of the requisition screen
and click on the Line Detail button to begin enteri ng line items for the requisition .

[f] Munis Main Menu v1.29 - TRAINING DATABASE Jul 25 2005 - AmieWilson - 07/26/2005

System FEavorites Financials PayrolfPersonnel RevenuefEiling Other Dept  Admin Help

f]REQUISITION ENTRY - TRAINING DATABASE Jul 25 2005

s D ] (] [E)

Detail Line screen.

File Edit Tools Help
: g Line Detail Button @ A
el < ﬁain | Temz/5hipping " Wendor " Statug ” WwO/Contract |
Dept/Loc BARKSDALE ELEMENTARY Stais (0] Converted
Fr'/Req B 2005 Enty Date [07/26/2005 114
General Enmmndilylzl Needed By
General Desc |TEST|NG | Entered By
Wendor [ 964555 . | o] ShipTo  [110-BARKSDALE ELEMENTARY
Notes Wendor Address Shipping Address
_ |OFFICE DEPOT | |BARKSDALE ELEMENTARY |
O
|DEPT 601116003615535 | [1920 MADISON EXTENSION |
[ #ocwe | | [POBOX302%B | \ \
[58LT Lake | EREE [CLARKSVILLE | 7042
Line Item Detail | GL Allocation Detail ” GL Allocation Summary |
Line | Oty Commodity Code Irven ltem Unit Price UOkM | Freight Disc % Credit Line Total [rescription
1 1.0 20.00000 Each 0.00 0.00 0.00 20.00 BOX OF PAPER
2 1.0 300.00000 Each 0.00 0.00 0.00 300.00 FURNITURE
3 1.0 200.00000 Each 000 0.00 0.00 200.00 BLACK BOARD
Total Amount 520.00

OVR
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File Edit Tools Help

Seq | Org

Order guantity,

G/L Allocations

L a0 S )
Line Detail
Line # 1 Oy [1.0] Unit Price
Commodity [ uoM
Item/Loc/Type = = + | Freight

Discount %

PO Number Credit
Ticket Line item total
Description
Miscellaneous
Yendor = Dept/loc (135 [...]| Accounting Dept
1099 Box “ Required By 3
Bid

Project Description Amount

00000

.00
.00

.00

Additional
S Description/Notes
Button

Fized Asset N v
[] Motify buyer

Bud

R

6) Stepsin BOLD PRINT are required to complete the Line Detail portion of the requisition .
Remember enter all required information in Uppercase letters. Information must be entered
for each line item of the requisition.

Field

Steps

Line #

The system will default the line item #.

Qty

Enter the quantity of the item being requested.

(issued for an amount not to exceed), enter the dollar amount as the

guantity.

If this is a blanket PO

Commodity

CMCSS is not using commodity codes so no entry into this field is necessary.

Item/Loc/Type

This field is for the requisition of Warehouse Items only.
Item being requested must be stocked in the warehouse and must have a
valid item number obtained from the L ist Icon.
input the Warehouse location code. On Warehouse requisitions, use the type
?/ PEOwW3DEOI Ur wbpi PET wEEOwWE]I wOEUEDOI E

of the type field

The Warehouse

Enter or use the List Icon to

Unit Price

Enter the unit price (you will ne ed to key the decimal if the price includes
cents). If this is a blanket PO (issued for an amount not to exceed), enter

the price as $1.00.

10/31/11, Rev. A
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Field

Steps

UOM

371 wET T EUOUWUOP U wb Upud®fbuE dhdyddteraiéane? $ E E
entered. You should change this field if t here is a more descriptive measure
(i.e. case, box).

Description

Enter a description of the line item being requisitioned.  Additional space
for the item description and/or notes regarding the line item can be entered
EawUl O1 EUPOT wOT 1 wtoB.Ez Ow#1 UEx- O01 UwWE

Vendor

The vendor selected in the Main tab of the requisition entry screen will
automatically default into this field.

1099 Box

Do not make an entry in this field.

Dept/Loc

The Dept/Loc code selected in the Main tab of the requisition entry screen
will automatically default into this field.  If for some reason the Dept/Loc
must be different for the line item being entered, click on the List Icon and
select a different Dept/Loc.

Required by

If the required date for the line item is differentthanth T w? - 1 1 ET E w!
on the Main tab of the requisition entry screen, enter the date in this field or
click on the Calendar Icon and select a date.This is for information only.

Fixed Asset

3T 1T wUavull OwbPOOWET T EUOUW? - » wUOmeBBOHED
Fixed Asset. If the item does qualify as a fixed asset 1 OUT Uw? 82 woO
value from the pull down arrow on the right side of the Fixed Asset field.

Notify Buyer

CMCSS is not using this field.

Bid

Do not use this field. Pressthe Tab K ey from this field to go to the G/L

Allocations section of the Line Detail portion of the requisition screen.

From the Bid Field, use the Tab Key to advance to the G/L Allocations portion of the Line Detail
portion of the requisition entry screen.

Field Steps

Org # Click on the List Icon and select the Org code for the item being requested.
The Org code is an abbreviated number representing the Fund, Function,
Location and Program elements of the account number. Tab to the Obj field.

Obj Enter or select the appropriate object for the item being requested from the
List Icon. Tab to the Project Field.

Project Enter or select the appropriate Project for the item being requested from
the List Icon. Tab to the Description Field.

Description The Description field will be populated based on the Org, Obj and Project
elements entered by the requestor. Tab to the Amount field.

Amount The Amount Field will be populated based on the quantity and unit price

entered for the line item. Tab to the Budget Field.

10/31/11, Rev. A
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Budget This is where the system will perform a budget check to ensure sufficient
funds are available for the items being requested. (See screen shot below).

7) Ifthere is not sufficient funds within the entered account, the requisition cannot be
completed for further processing unless one of the following actions is taken:

a. Request a Budget Transfer from theChief Financial Officer.

b. Request an override from Purchasing (in situations where CMCSS is awaiting a
budget amendment).

c. Cancel the requisition.
8) If more Lines need to be added to the requisition, click on the Line Detail button to

continue adding items to the requisition  or click the COPY button and then the UPDATE
button to make changes . Click on the OK button to return to the Requisition Entry ~ screen.
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