MARYLAND S

JUDICIARY o

Updated: 09/09/2014

General Information

SXIGEARS

General Enterprise And Resource Support

Quick Reference Tip Sheet

Task

Process Information

How to Find the Buyer Assigned to your Requisition
(after the PO has been issued by DPCA)

When a requisition is created, the buyer is not immediately assigned. A
requisition will have a buyer assigned if/when:

e The requisition is fully approved and

e A contract and/or purchase order is created by Purchasing
(DPCA).

If the requisition is never approved, or is cancelled, a buyer is not
assigned.

GEARS Navigation

Favorites | Main Menu > eProcurement > Manage Requisitions

- : - -

1.0 Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION

DETAILS

1. e Business Unit -- MDJUD

e Requisition ID

e Request Status -- PO(s)
Created, PO(s) Dispatched,
PO(s) Canceled, Received

e Date From/To

e Requester

Enter desired search criteria such as:

Favorites | Main Menu 3 eProcurement 3 Manage Requisiions
E i -

Manage Requisitions

To locate requisitions, editthe criteria below and click the Search button

Business Unit MDJUD Q Requisition Name: ‘ Q
Requisition ID: Q_ Request Status: All but Complete ~ Budget Status: M
Date From: ’W@ Date To: WE

Requester: , Entered By: Q POID: Q

Clear

I

Toview the lifespan and line items for a requisition, click the Expand iriangle icon b
To edit or perform anather action on a requistion, make a selection from the Action dropdawn list and click Go.

RegID Requisition Hame BU Date Statug. Budget Total
b 0000001784 BalanceworkPO#46015  MDJUD 09/04/2014 Open Valid 497.00 USD <Select Action> M
b 0000001666  HBIFY15 MDJUD 08012014 PO(S) Dispatched  Valid 9.270.46 USD <Select Adtion> M
Create Mew Requisition Review Change Request Review Change Tracking Manaqe Receipts Requisifion Report
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2.

. Search |
Click the button.

Favorites © Man Menu > eProcurement > Manage Requistions

Manage Requisitions

To locate requisitions, editthe criteria below and click the Search button

Business Unit: MDJUD Q Requisition Name: ‘ Q

Requisition ID: (Q, Request Status: All but Complete ¥ Budget Stafus: v
Date From: 08/0112014 [ Date To: 08/10i2014 [

Requester: Q Entered By: Q POID: Q

Toview the lifespan and line items for a requisition, click the Expand triangle icon b
To edit or perform another action on a requisition, make a selection fram the Action dropdown list and click Go.

RegID Requisition Hame BU Date Status Budget Total
P 0000001784 Balance workPO#46015  MDJUD 09/04/2014 Open Valid 49700 USD =Select Action> v G _\
b 0000001668 HBIFY15 WDJUD 08/01/2014 PO(s)Dispatched  Valid 9,270.46 USD <Select Adtion= v G _\
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Reaquisition Report

Click the Expand button to view the

Requisition Lifespan.

Favorites : Main Menu > eProcurement > Manage Requisiions

Manage Requisitions

~ Search Requisitions

Tolocate requisitions, edit the criteria below and click the Search button.
Business Unit: MDJUD @, Requisition Name: |
Requisition ID: Q Request Status: All but Complete v Budget Status:
Date From: lemtmoe [ DateTo: oozt

Requester. (Q Entered By: Q POID: Q

o

-

| Sean | Cear
Requisitions €
Toviewthe lifespan and line ftems for a requisition, click the Expand friangle icon: b
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Rea D Requisition Name Bl Date Status Budget Total
b 0000001784 BalanceworkPO#45015  WDJUD 0942014 Open Valid 497.00 UsD =Select Action> M |

Ll

<D 900001556 HBIFY15 MDJUD 081012014 PO(s) Digpatched  Vealid 027046 USD <3elect Action= M

Create New Requisition Review Change Request Review Change Tracking Manaqe Receipts Requisition Report
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Click the Purchase Orders hyperlink.

4,

Favorkes | Man Mena 5 ePiocuiement 5 Manage Requistions

Manage Requisitions
- Search Requisitions
To locabe requisitions, edil the crileria below and dick the Seach bullan

Business Unit: LT % Requisiton Name: a

Requisition ID: ©, Request Status: All bt Complete ~ Dudget Status: -
Date From: DEDIR014 i) D T TR iy

Requester: I @, Entered By a PO ID: a,

Towew the lifespan and line items for 3 requisition, click the Expand triangle (con:

To odd or perdurm analher adian on a requisfion, make a solecdion from the Adion dropdown list and dick Go

L, Fequaiticn Reme L5 Date it g
b OOBIOOITEY  Bakince work PO #4015 MDJUD  0S047014 Open Valid 29700 USD «Select Acton> - | 6o
w IOMKICHISHE  HENFY 1S MOLUD  ORNNG014  FOLS) Dspalchied valia B2T0 4R USD ;Szledﬂx_ﬁolv >, Go
Regquester: Fat Hoftman Entered By: Pat Hoftman Priority: High
Pre-Encombrance Balance: 000 uso

|Line Sratun Priee
1 PO Dispalched 35 38000 USD
2 PO Dispalchid 38 18000 LISD

Cunrtety UOM  Vendor
HARFORD BUREALU OF
BAODIODAY e smicaTION x |
HARFURD BUREAL OF
B3 R00SIAY INVESTIGATION x

View the Buyer’s Name associated with
the PO/Requisition.

Favorices  Main Menu » eProcurement > Manage Requistions
r H v A

Purchase Order Inquiry

Business Unit: MDJUD

Requisition information
Requisition ID:

PO information

0000001666 Ling Number,

045620
Find | View Al First %4 4 of 2 1 | ast

— —
Al First B2 { of 4 & Last

PO Humber; 000004?34@ COLLEEN.CANTLER Change Order.
PO Date: 012014  Vendorl: 00000500 Tems:  ngTpy PO Status: Dispaiched
oersonaice | Find | Ve 40| B ) pre g g 0 e

lne MemD Deseription “"'ﬂ’:"t‘di’e UM POGy  Statwe  Line Detais
Courier for the ferm July
1, 2014-3eptember 30, B

1 Aaatedayeg P00 O 640000 Approved 2
535,68

@ Important

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer the
appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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