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Course Colleague Requisition and Purchase Order Enhancements
Course NC E-Procurement @ Your Service is an online purchasing process that
Overview can be accessed by users in NC Agencies, Universities, Community

Colleges, Local Education Authorities (LEAs), and Local Governments.

The purpose of this course is to help existing Colleague users understand
the changes to Colleague as a result of the E-Procurement
implementation. This course is not intended to train new Colleague users
but to update existing users with the changes in functionality.

This course focuses on the requisitioning process changes in Colleague.
This course should be conducted following the E-Procurement Requisition
course.

Course Topics Topic 1 eRequisition Process Overview
Topic 2 eRequisition Import

Topic 3 Resolving Import Errors

Topic4 Create and Update Purchase
Orders
Topic 5 Vouchers and Check Processing

Topic 6 Colleague Reporting
Modifications

Audience * Requisitioners

* Approvers
. Purchasing
Agents

Colleague Requisition and Purchase Order Processing 4
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o Colleague User Interface Training
Prerequisites .« Course

« E-Procurement eRequisitioning
Course

Course After training, participants will be able to:
Objectives

. Understand what happens when a requisition is imported from E-
Procurement to Colleague

« Process the requisition once it is imported from E-Procurement to
Colleague

. Resolve error notifications related to the requisition import process

. Create a Purchase Order from the Requisition in Colleague
« Understand the changes to the blanket order process

. Understand the changes to the voucher and check processing
functions
. Understand the changes to Colleague reporting

Estimated Time 6
hours

Colleague Requisition and Purchase Order Processing 5
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Topic 1 eRequisition
Process
Overview This topic provides an overview of the eRequisition enhancements in Colleague

and the process to create an eRequisition. Creating an eRequisition consists of the
following steps: adding a title, line items, shipping information, account information,
and comments in E-Procurement. Depending on your College’s preferences, you
may also complete approval flows on the requisition in E-Procurement. Once the
requisition completes the approval process in E-Procurement, it will automatically
pass to Colleague for any remaining approvals and funds checking. When the
requisition is passed to Colleague, an email naotification will be sent to the user
indicating the status of the request.

E-Procurement This course will focus on how to process a requisition once it is imported

Lifecycle from EProcurement to Colleague. All change orders and receipts will be
created in Colleague. Once the requisition is sent to Colleague, all updates,
changes, and deletes must be made in Colleague. The final purchase order
will be sent back to EProcurement for distribution to the supplier.

Colleague Requisition and Purchase Order Processing 6
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E-Procurement Lifecycle

Approve
/ eReq and \
Submit send to Funds Check/
eRequisition Colleague Approve eReq
in Colleague
Compose Return to E-P
eRequisition
PO sent to I‘/

supplier
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An eRequisition is created when a user selects items to order over the
Internet through E-Procurement. In the E-Procurement eRequisition
course, we reviewed the seven main pages required to create an
eRequisition on E-Procurement:

A. Title — enter a title that describes the purchase B. Add

items — select and add item(s) to the shopping cart

C. Shipping - enter shipping information

Accounting — enter accounting information

Comments — add comments about the items

Approval flow — review the process for approval, if applicable
Summary — verify that all information is correct

@ mmo

Once the E-Procurement System is interfaced with Colleague, Requisitions will be
created in E-Procurement. The only exceptions to this rule are employee
reimbursements and funds transfers. Once the requisition is created in
EProcurement, it is sent to Colleague for verification of the data and subsequent
funds checking. If the Colleague requisition approval process is configured, the
requisition will be subject to any necessary approvals. Once the requisition is sent
to Colleague, the process is as follows:

H. Data Validation — validation of the data in the requisition which includes
line item information such as the commodity codes, General Ledger
information, tax rates, etc.

I.  Funds checking — as part of the validation of the line item information,
funds checking of the General Ledger accounts occurs automatically in
Colleague when the requisition is imported from E-Procurement.

J. Email Notification — sent to the requestor letting them know the requisition
number and the status of the requisition in Colleague and if there are any
error or warning messages.

K. Colleague Review - user logs into Colleague to look-up and review the
requisition, makes any necessary changes and finishes processing the
requisition. Note: this review is optional if an eRequisition has no errors
(goes to Outstanding status) and if the Colleague requisition approval
processing is not in effect.

L. PO Distribution —once the PO is finished, it is passed back to
EProcurement for electronic distribution to the supplier.

Colleague Requisition and Purchase Order Processing 8
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When the requisition is imported into Colleague from E-Procurement, users can modify

the fields below, depending on whether the item is a non-catalog or catalog item. If
other fields need to be updated, the user must delete the line item and create a new

request in E-Procurement.

*  Unit Price (non-catalog)

*  Quantity
* Need By Date
+ FOB Code

+  Other Costs

* Shipto code

* Account Code

» Ship Via

*+ Payment Terms

» Description (non-catalog)

¢  Tax
« Comments

Colleague Requisition and Purchase Order Processing
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Once Colleague and E-Procurement are interfaced, Community College
requisitions will be entered in E-Procurement. As a result, all vendors must
be registered with the E-Procurement System in order to receive a purchase
order.

E-Procurement users will have the opportunity to select items from an
electronic term contract catalog on E-Procurement. Users can also order
items using noncatalog and the eQuote functionality. Due to these new
ordering methods, buyers may order items from new vendors that are not
currently available in Colleague.

In order to address the discrepancy between the vendors available on E-
Procurement and the vendors available on Colleague, a vendor-staging
table will be used. This vendor-staging table will store all of the vendors
available on E-

Procurement. If a requisition is created and the vendor is not available on
Colleague, the system will automatically pull the vendor into Colleague using
the vendor staging table. Your College’s System Administrator will review
this process to make sure that the vendor records are smoothly transitioned
from one system to the next.

Existing Colleague vendors that register with E-Procurement will have their
information in Colleague automatically updated when it is received. New
EProcurement vendors (not already in Colleague) will be added to the
Colleague vendor tables when a requisition is created. As a result, you
should not expect to see new E-Procurement vendors in Colleague until a
requisition has been created for that vendor.

Users are able to perform minimal updates to E-Procurement vendor
information in Colleague. Users are not able to add new E-Procurement
vendors in Colleague.

For example, the user cannot change the bill to address information of an
EProcurement vendor, but they can update alternate contact information.
Colleague will make the non-editable fields grayed out for read-only.

Instructions:

Discuss the following questions about eRequisition Processing with your
classmates. Please refer to the course materials as well as classmates in
order to determine the correct answers.

Questions:
1) Does funds checking occur on E-Procurement or on Colleague?

Colleague Requisition and Purchase Order Processing 10
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2) How are E-Procurement vendors transmitted to the Colleague
System?

Is a new E-Procurement vendor visible as a Colleague vendor before or after
the first eRequisition for that vendor is created? Why?

Can an E-Procurement vendor be added directly to Colleague outside of the
EProcurement vendor registration process?

Can requisitioners switch a line item from one supplier to another once the
requisition is imported into Colleague?

Requisitions will be created in E-Procurement and imported into Colleague
Funds checking will occur on Colleague once the requisition is imported

When a requisition is passed to Colleague, only the following updates can be
made: 1) Unit Price 2) Quantity 3) Need By Date 4) FOB Code 5) Other Costs
6) Ship To code 7) Account Code 8) Ship Via 9) Payment Terms

Colleague Requisition and Purchase Order Processing
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Topic 2 eRequisition
Import
Overview This topic provides an overview of the eRequisition process in Colleague. This

topic will cover Colleague functionality enhancements that the user will encounter
once the requisition has successfully passed from E-Procurement to Colleague

The user has created an eRequisition in NC E-Procurement @ Your Service. Once
the requisition is created in E-Procurement and submitted, the requisition will
automatically be passed to Colleague. Users can add multiple vendors to a
requisition created in E-Procurement. Once that requisition is passed to Colleague,
a unigue requisition will be created for each vendor or unique vendor locations.
EProcurement requisitions will also be split into unique requisitions in Colleague if
any of the following fields are different across line items: ship-to, bill to, need-by
dates, blanket order indicator, shipping method or AP Type.

The requestor will be notified of the requisition in Colleague. It is the requestor’'s
responsibility to review the requisition information and ensure that the requisition
information in Colleague is correct.

Once the requisition is passed to Colleague, funds checking automatically occurs
and one or more email(s) are sent to the requestor’s email account notifying them
that the requisition(s) are successfully created in Colleague. The email will contain
the requisition ID information and the user will then login to Colleague to review the
requisition. The email(s) will contain information on error conditions and warning
conditions encountered in the automatic import process. Error conditions must be
corrected on the requisition.

The AP Type for the requisition is determined by a set of rules that examine the GL
number. This is performed automatically when Colleague creates the requisition.

Once the requisition is passed to Colleague, the status will be either “In Progress”
or “Outstanding”. The Outstanding status indicates that no errors were found.
Requisitions that are in Outstanding status will have “Requisition Done” field
indicating, “Yes”. If the status indicates that the requisition is “In Progress”, the
“Requisition Done” field will indicate “No”. We will cover how to handle requisition
import errors in the next topic of this course.

If a requisition created in E-Procurement has multiple line items with different
vendors, address or account information, these line items will be created as

Colleague Requisition and Purchase Order Processing 12
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separate requisitions in Colleague, each with a unique requisition number. The user
will receive a separate email for each requisition created in Colleague. Each email will
provide information such as the E-Procurement eRequisition line numbers and the

Colleague Requisition number.

In the same manner, E-Procurement requisitions containing blanket purchase order
line items will create Colleague requisitions. The blanket requisitions in Colleague
are processed using the Colleague blanket purchase order workflow.

Colleague Requisition and Purchase Order Processing 13
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The user has created and submitted an eRequisition in NC E-Procurement @ Your

Service. The requisition is automatically passed to Colleague and an email is sent
to the user. The requisition passed funds checking and the status of the requisition
is “Outstanding”. Review the requisition and the Colleague enhancements in
Colleague.

Email Subject: Requisition Creation — Success Notification

Email Content:
This email is to notify you that your requisition has
been successfully created in Colleague.

Ariba Requisition ID: PR8001959A
Ariba Requisition Line Numbers: 1
Ariba Vendor ID: 650330533

Ariba Location ID: 650330533-A
Colleague Requisition Number: 0000085
Requisition Status: Outstanding

1

=

=

he user receives the email notification above in his/her inbox.

Note: This email notification will be sent whenever a requisition is successfully
passed from E-Procurement to Colleague. If the email contains a list of error
conditions, it is the user’s responsibility to correct these errors in Colleague or
in E-Procurement and resubmit the eRequisition with the corrections. If the
email contains warning messages, the user is not required to make corrections
to the warnings, but should inform their systems administrator of the warnings.

The eRequisition Number and the Colleague Requisition Number are included
in the email. The Colleague Requisition number will be used to locate and
review the requisition in Colleague.

Note: The E-Procurement Requisition ID and Colleague Requisition Number in
the above email may be representative examples only. Your instructor will give
you the actual numbers to use.

The user logs into Colleague to review the requisition.

Colleague Requisition and Purchase Order Processing 14
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Datatel Login

Enter a User ID and Password:

UserID: ||

Password: I

Database: |coldevl?

Cancel I

4. Enter the User ID and Password and click the “OK” button.

The main screen of the Datatel System displays.

ifi iDatatel - coldev17 - CF =18 ]
File Edit Apps Favorites Options Help
Mnemoric | et | L AX AR A # 2
B8 A1 [ AP-Accounts Payable
#-(] AP-Accounts Payable (2] BU - Budaet Management
E (1) BU-Budget Management (2] FX-Fived Assets
- FX-Fised Assets (2] GL- General Ledger
E () GL-General Ledger (21 IN- Inventory
E 3 IN-Inventory (2] PI-Pooled Investments
E [0 PI-Pooled Investments (2] PP-Physical Plant
] PP-Physical Plant (2] PU-Puchasing
PU - Purchasing (2] PA-Projects Accounting
[#-] PCD - Purchasing Defaults/Codes Def (2] CC- Communications Management
-] VEN -Vendor Maintenance (2 XCFM - Custom Financial System
:ﬁ (] APR-Approvals (23 UT - Utiity Master Menu
] REQ - Requisitions
%y REQM - Requisition Maintenance
) T feaisbene
@ RGIS - Requisition Item Summary
@ RG5! - Requisition Ship To Inquiry
UNRG - Unautharized/In Progress Req
RREG - Requisition Register
RPRG - Requisition Purge Register
B RGPT - Requisition Print
E® ROSP - Requisition Single Print
EP ROBA - Req Buyer Assignment Select
B ROBY - Requisiion Buyer Assignment
E® ROPG - Requisition Puige ..
5. Access the “CF” Application
6. Expand the “PU — Purchasing” folder.
7. Expand the “REQ - Requisitions” folder.
Colleague Requisition and Purchase Order Processing 15
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8. Open the “REQM — Requisition Maintenance” folder. The REQM Maintenance
page displays. The “Requisition LookUp or (A)dd” window is open.

Note: The purpose of this scenario is to review changes to the Colleague screens.
Reviewing a Colleague Requisition in Outstanding status is optional. If a requisition
goes into Outstanding status there are no errors. If a requisition is in Outstanding
status, the user can go directly to purchase order processing without reviewing the
requisition in Colleague.

Mnemanic |FE 0! ~| @Go I AX AR A4 # ? |

REQM-Requisition Maintenance I

Requisition: 50 Status Date:

Requisition Date Maintenance Date i
Initiator | Requisition Amt |

Vendor ID
Name
Address

Cty/St/Zp e
Country | Finish Help
Currency | Tems |
Ship To | ol FOB |
Ship Via | Commodity |
Approvals 1 | 'll'-_-] Line Items '1]

Buyer | Printed Comments l] Ej
Expire Date Comments _]_] Ej
AP Type | Priority L]

Invn Store | & Requisition Done

9. Enter the “Colleague Requisition Number” received in the “Requisition Creation
— Success Naotification” email and click the “OK” button. The REQM —
Requisition Maintenance page displays.

Colleague Requisition and Purchase Order Processing 16
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iif : Datatel - SO7-NCEDUC-1 - CF

File Edit Favorites Tools Help

Mnemanic | REQM +| @Go A A X mR A ® 2

REOM-Requisition Mantenance I

Status: Outstanding Status Date
Requisition Date |08/31/03 & Maintenance Date | IEEIIIE &=
Initiator |Wendy H. Harvey Requisition Amt [ 24064
Desired Date = Req Type IEP E-Procurement Ll
Vendor ID [0075551 Types 1 [[W Woman Owned =
Mame 1 |'WwWholesale Yacuum Connection j’ (Manual)
Addiess 1 |[PO Box 1639 “ul= [Manual)
Cly/St/Zp |Mount Dora [FL [32756-1639
Country |
Currency | Termns |PP Prepay
Ship To |01 Wake Technical Co | FOB |SP Shipping Point
Ship Yia |FR Freight Commodity |
Appravals 1 | = Line ltems [T "u
Buyer | Printed Comments ﬂ I— 2':'
Expire Date Comments ﬂ -_J|:|
AP Type | 0010 State General Expens Pricrity ’7 ;I
Invn Store | E Requisition Done [Yes

10. Review the fields and features on the REQM Requisition Maintenance page

A. The “Status” and “Requisition Done” fields indicate the status of the
requisition. In this case, the status is outstanding, indicating that
there are no errors on this request.

B. The “Req. Type” field is new. The “Req Type” field must be populated for all
requisitions once Colleague and E-Procurement are interfaced. The Req.
Type field options are as follows:

1. PR - E-Procurement

2. RE — Reimbursement

3. FT - Funds Transfers

4. L - Legacy Iltem
This field will default to “PR E-Procurement” and will not be modifiable for all
requisitions coming from E-Procurement. Once E-Procurement is interfaced
with Colleague, only reimbursement and funds transfer requisitions can be
created in Colleague.

Colleague Requisition and Purchase Order Processing 17
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C. The grayed fields are not modifiable; this includes the vendor information
pulled from the requisition.
11. Click the detail arrow button located next to the Item “Detail field.” The RQIL —
Requisition Item List page displays.

Colleague Requisition and Purchase Order Processing 18
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File Edit Favorites Tools Help

Mnemanic | REQM | #hGo A A X MR A ® 2

AEQM-Aequisiion Maintenance  ROIL-Requistion [tem List ]

s Outstanding Status Date: 08/

Description Quantity Estimated Price Extended Frice Tax

1.000 2249000 22490 |ves _I

|Wacuum Cleaner, Upright

S S S NS S S S S S S S S

I |
I |
I |
I |
I I
| |
| I
| |
I |
I I
I |
| I

ARESRRE SRR

I
I
I
|
|
|
|
I
|
|

Taxes Amounts Itern Total 22430
1 [707% tax rate 1574 j Tax Total 15.74
2 Reg Total 240,64

Controller Description Value 111

12. Click the detail arrow button located next to the line item. The RQIM —
Requisition Item Maintenance page displays.

Colleague Requisition and Purchase Order Processing 19
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il : Datatel - SO7-NCEDUC-1 - CF

File Edit Favorites Tools Help

Mnemonic | REQM | @&Go 5P AX m®y A ® 2

REQM-Requisition Maintenance | ROIL-Requisition ltem List  RAIM-Requisition Item Maintenance }

Status: Outstanding Status Date:

‘Yendor Name l“'w'hulesale ‘Wacuum Connection ﬁ
Commodity | 36580 Vacuum Cleaners,
Inv ltem
LTSN B | acuum Cleaner, Upright e |
Est Price | 2243000 (] |
Quantity ’W Desired Date I—
Other Cost Fixed Asset LI
Unit of Issue |EA Each “Yendor Part | 10100
Trade Disc Amt Ii -ll ,_ Form/Box/Loc I— LI I_ I_
Trade Disc Pct Item Detail [3~ 'll
Extended Price IW ,_ Comments L”— E:
‘Work Ot/ Type/Flg | [ ~ T =1
Tax Codes 1][70 7% tax rate == |
GL Account Mo Percent Qluantity
_1 |11.000-00-426000-00000 4| [ 100000 | 1.000 =
GL Amt [ 224.90 [ / -
Proj ID |

|
|
|
I
I

Controller Description Walue 1/2

< >

13. Review the details of the RQIM — Requisition Item Maintenance page:

Note: The information in the gray fields will come from E-Procurement and will
not be modifiable in Colleague.

A. The information in the “Other Costs” field will be carried over from the
requisition created in E-Procurement. However, this field is modifiable in
Colleague. The Other Costs field should be used to document any
additional costs associated with the requisition. Due to recent legislature,
shipping fees should not be included in the other costs field as they are now
a taxable expenditure.

B. The following fields will be modifiable on a requisition in Colleague:
* Unit Price (non-catalog)

*  Quantity
* Need By Date
+ FOB Code

* Other Costs

* Ship to code

* Account Code

* Ship Via

» Payment Terms

» Description (non-catalog)
« Tax

Colleague Requisition and Purchase Order Processing 20
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Although line items cannot be added, users can delete line items in Colleague.
If any other changes need to be made to a line item, the user must create a
new requisition in E-Procurement.

14. Click the Detail arrow located next to the “ltem Details” field. The
XRIDRequisition Item Detail page displays.

Colleague Requisition and Purchase Order Processing 21
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ii : Datatel - SO7-NCEDUC-1 - CF

File Edit Favorites Tools Help

Mriemonic |[REQM v| #to I AX AR 4 ® ?

REQM-Requisition Maintenance | RAIL-Requisition Item List | RAIM-Requisition Item Maintenance XRID-Requisition Item Detail

itstanding

OtherCost| [
Building |
Room |
Asset Category |
Desired Delivery Date [ Time [
Deliver To _1 || Debra'wallace
2]
3 i
Bid Number |
EP Requisition No [PRE0019534 Line Number [T~
Recyclable [Na Blanket Item [Na
Catalog Item [Yes Item Type [Good
Contract Type | T Contract Number [_3353—
eQuote Number [—— Punchout W
Yendor Part No/dux | 1010D

15. Review the fields that display on this page:

*  Other Costs field

* Recyclable Indicator

* Catalog Item Indicator

+  Contract Number Indicator

* Contract Type Indicator

* Blanket Item Indicator

* Item Type Indicator

*  Punchout Indicator

Note: These fields will be passed from the E-Procurement requisition to
Colleague. If you have questions about these fields, please consult the
EProcurement eRequisitioning course.

16. Save to leave this tab. The RQIM — Requisition Item Maintenance page displays.
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REQM-Requisition Maintenance ] ROIL-Requisition Item List  RQIM-Requisition Item Maintenance |

Vendor Name _1 |[Natalie's Flowers =

Commadity | 26988 Sample Test

Iy ltem I—
Description 1]|vit4 ';Ajﬂ
Est Price [W}J [_
Quantity | 1.000 Desired Date
Other Cost |_§_DD- Fireddsset[ _'_J
Unit of Issue IEA Each ‘endor Part |

Trade Disc Amt |—_.'A’ [_ Form/Box/Loc l—LI l_ I_

Trade Disc Pct I_ Ite; f 5

Extended Price |—100 l_ >
Work Or/Type/Flg | :J r— v

Tax Codes 1[656.5% Sales Tax ~
GL Account No Percent Quantity
5L | | [ B -
GLamt | 200 & | [ =l
Poil [
|
Controller Comments Value 2/2

17. Click the “Comments” detail arrow. The Item Comments page displays.
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REQM-Requisition Maintenance] RGIL-Requisition ltem Lisll RGIM-Requisition Item Maintenance  RQIM-Requisition ltem Maintenance |

Item Comments

Comments

Testing comment ;]E

18. Review the line item comment.

Note: These comments will be passed over from E-Procurement and sent to
the vendor. You can indicate that you do not want the Comment information to
pass to Colleague on the Comments page in E-Procurement. Once the
comment is passed to Colleague, users can edit comment information in
Colleague.

19. Click the “X” to close the Comments window. The RQIM window displays.

20. Click the “X” to close all open requisition windows. The main menu displays.
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Instructions:

Using the scenario below, perform the exercise. Please feel free to consult
the contents of the course as well as classmates if you need help
completing the exercise.

Scenario:

Review the email notification provided. Note the Colleague Requisition
number and look up the requisition in Colleague. Review the screens to
determine if it was imported into Colleague successfully.

The following types of requisitions will be available in the Req Type field:
- PR — E-Procurement

- RE - Reimbursement

- FT — Funds Transfers

- L —Legacy Item

Requisitioners can only create new requisitions in Colleague for
reimbursements and funds transfers. Users will not be able to create any
other requisitions in Colleague.

Users will receive an emalil notification indicating that the requisition has
successfully passed from E-Procurement to Colleague. Users should
use this information to log into Colleague and review their request.

Users can only modify the following fields in Colleague. If the user needs
to edit a field that is not listed here, he/she must delete the line item in
Colleague and create a new request in E-Procurement.

— Unit Price (non-catalog)
- Quantity

- Need By Date

- FOB Code

— Other Costs

— Ship to code

- Account Code

- Ship Via

- Payment Terms

— Description (non-catalog)
- Tax
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- Comments

Resolving Import
Errors

If the status indicates that the requisition is “In Progress”, the “Requisition Done”
field will indicate “No”.

If this is the case, the user should refer to the email to determine the errors. There
are some potential errors that may occur when the requisition passes from
EProcurement to Colleague that the requestor can work to resolve. Some of the
errors may require assistance from your College’s System Administrator:

1. The GL Account Number is incorrect
2. Funds checking failed due to insufficient funds
3. Ship to failed due to a translation problem
4. Terms failed due to a translation problem
5. FOB due to translation
6. Error because 