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Quick Reference Tip Sheet

Task

Process Information

Using a Requisition Template (for Recurring
Requisitions)

NOTE: If additional assistance is needed, please
contact the respective AOC Department staff or
the JIS Service Desk.

NOTE: As a prerequisite, please see the tip sheet for “Creating a Requisition
Template”.

Once created, a requisition template can be used for recurring orders. NOTE:
Templates are unique/personal to a Requester.

Use of a Template is the preferred method for recurring orders. The Copy
Requisition method is an alternative, though not recommended because
unwanted information may unintentionally be included. For example, you would
not want the old Buyer Name to be carried forward on the new requisition, as this
could delay/prevent sourcing to a purchase order. The Template method will
default the Buyer to “Field_Buyer” (or blank), so your new requisition can be
assigned to a Procurement Buyer and then sourced to a purchase order.

GEARS Navigation

eProcurement > Requisition

Favorites » Main Menu » eProcurement » > Requisition

1.0 Process

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

ACTION

DETAILS

From the list of Templates under the Create Requisition (2

link D= Tempiates “elick on the Template

that you would like to use.

Welcome Colleen Cantler

Reguest Options -

Enter search criteria or select
frem the menu on the right to
begin creating your requisition.

Home A My Preferances Requisition Settings
Search
Catalog (@ Web =
Browse Catalogs Browse Supplier Websites

MDJUD - Item Category NEW

Forms
Create and Submit Forms

Dﬂ_:‘] Special Requests
Create a non-catalog request

Business Cards.

Templates

Browse Company and Personal

ePro Services
Request Services
Templates
Adobe Products Yearly
Tests5

Fixed Cost Service
‘Variable Cost Service
Time and Materials

&l

I B oLines Checkout

Advanced Search

Express Item Entry
Create an Express Requisition

% Favorites

Browse Favorite ltems and Services

Recently Ordered

View recently ordered items and

senvices
JIS 138C - Charles County Ci
JIS 156 Baltimore City Renov. ..
JIS 127C-W - Wicomico County.
JIS 127C-D - Dorchester Coun..
Payment Manager - Maintenanc...

More..
@ External Catalogs
Browse Supplier Website ltems
H H Add H Create Requisition 2
2. | Click on the link = to the right q
Welcome Colleen Cantler §
@ u Z iy pres Requisition Sett I oy Checkout
of the template that you want to use. ome /7 My Preterences S Requistion sefns R
Request Options v Search Search Advanced Search
il Requesi Gipiicns Templates (7 Quantity

Catalog
MDJUD - tem Category NEW

‘Adobe Products Yearly

Web
Testss A
Express Item Entry
Special Requests Manage Personal Templates
he i dded Create Requisition 2
3. Now the items are added to your
Welcome Colleen Cantler ¥
Py : Home My Preferences 38 Requisition settings | E¥ 3 Lines
Requisition (Number of items added are
Request Options = search Search Advanced Search
displayed next to the Cart).
All Request Options Templates (7 Quantity
Catalog ) Adobe Products Yearly 1.0000) g Add
Click Checkout to view your MR - lem Category NEW
Web
Test5s o Add
Express Item Entry
‘Special Requests Manage Personal Templates
a Click on the link ™ Reausition settines | to setup your defaults for this Requisition.
Checkout - Review and Submit
Review the item information and submit the req for approval. .
i My Preferences
Requisition Summary
Business Unit MDJUD Administrative Office of Court Requisition Name
Requester [COLLEEN.CANTLER Colleen Cantier Priority
*Currency |USD
Cart Summary: Total Amount 224.69 USD
Expand lines to review shipping and accounting details qr Add More ltems
Requisition Lines (2
Line Description ltem ID vindr Name Quantity uamM Price Total Details ~ Comments Delete
1 o Adobe DC Premium P2 - 1.0000 Each 1.3100 1.31 = O Add i
' ADD-ON
Oz g? Adobe DC Premium P1 - 1.0000 Each 1.1600 116 FIL:‘I O Add m
' ADD-ON
(k] o Adobe InCopy - Term 1.0000) Each 2222200 22222 B O Add i
" License &
[] Select All / Deselect All Select lines to: _Eq} Add to Favorites 18 Add to Template(s) [ Delete Selected ??‘,Mass Change

Total Amount

22469 USD
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5. On the pop-up window that opens, Requisition Settings
t R . .t. Business Unit MDJUD Administrative Office of Court 'Rewismon Name [AY17 Adobe Products
enter your Requisition name. Requester |COLLEEN.CANTLER Colleen Cantier priority [Medium v
*Currency |USD
NOTES: Default Options (7
© Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these

1. Itisimportan iv r e

t S po ta t to g e you If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.

requisition a meaningful name to Line Defautts 7

make it easier to find later. Be sure Vendor a Catogory 2

Vendor Location s} Unit of Measure @
to start the Requisition Name with Buyer a
. Shipping Defaults
the corresponding AY year. For — —
Ship To - ne Time Address
example, AY17 Adobe Products. Due Date (MUE0R0TY B Attenfion o 202
Distribution Defaults
Requisition Name: |
Accounting Defaults Personalize | Find | 20| B Fist @ 1011 O Last
. . ) Chartfields1 fGils | Asset Infarmation
2- CIICk on the Overrlde radlo bUttOn- Dist Pegnt Location GL Unit i;;f“ PCA Fund Account Program :5;’;; Approp Yr  Dept
100.0000/ IS - MAIN Q MDJUD |Q [c25 |@ (90001 |@ (0001 |@ Q 8000 Q, A000%
The defaults entered on steps 3 & 4 will >
populate on ALL your requisition lines. | .
OK Cancel

3. Enter the Ship To, Due Date an

Attention fields, if needed,
4. To use the SpeedChart field, you

can search for your PCA by using

the “ feature. Notice that the

Account and Approp Yr chartfields

are blank. Enter the Approp Yr and

leave the Account field blank.
Click on the | ©< | button.

6. Click the ' °¢ | button to have the Distribution Change Options

defaults applied to all distribution
lines.

For the selected requisition lines that are available for sourcing, apply distribution changes to

All Distribution Lines

Apply changes to all existing distribution lines.

O Matching Distribution Lines

Apply changes to each existing distribution line by matching the distribution line numbers.

@] Replace Distribution Lines
Remove the existing distribution lines and replace with the distribution lines changes.

OK Cancel
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Checkout - Review and Submit

Review the item information and submit the req for approval.

Requisition Summary
Business Unit  MDJUD
Requester |COLLEEN CANTLER

=Currency |USD

Cart Summary: Total Amount 10,000.00 USD
Expand lines to review shipping and accounting details
Requisition Lines (2

ltem ID

Line Description

O+ IE? Training Materials

[] Select All/ Deselect Al Select lines to:

Administrative Office of Court

Colleen Cantler

ke 288
7 My Preferences Requisition Settings

Requisition Name |AY17 Sharp Maint. Review

prioriy

ar Add More ltems

Vndr Name Quantity UoM Price Total Details  Comments Delefe
100.0000) ~ Each 100.0000 10000.00 B @ Add i
0 Favorites ] o Template(s elete Selecte iggMass Change
la Add to Favorit 78 Add to Templat Delete Selected {2 Mass Ch

Total Amount 10,000.00 USD

To add comments or attchments about line items, select the ¢ icon at the far right of the line.

8. You can add comments in the
comments section and click on the
Add Attachments icon tO add

attachments.

Navigate to the location of your file by
clicking Browse, select your file and

then click the Upload button.

Note: Please ensure that the file name
does not exceed 65 characters as it will
fail.

After the attachment has been

successfully uploaded, click the —*

button.

Line Comment

Business Unit MDJUD

Requisition ID 0000005636

Line 1

Comments

Requisition Date 02/15/2017
Status Pending

Find First ‘& 10f1 ¥ Last

Entered On

1| Training materials to be delivered before 034‘15/17\

[0

[ send to Supplier
Add Attachments

oK Cancel

[] show at Receipt

[ show at Voucher

File Attachment

I Upload

Browse. ..

Cancel

Message

File Attachment failed to upload. (18036,10013), File name is too long, it should not exceed 65 characters. (18036,10025)

Line Comment

Business Unit MDJUD

Line 1
Comments

Requisition Date 03/01/2017

Status Open

Find First ‘4" 10f1 ‘» Last

Entered On: 03/01/2017 12:53:42PM

1|test

[ send to Supplier

Attachments
Attached File
Using_Notify_Tip_Sheet_0

o _22_ 2017 docx

OK Cancel

[ show at Receipt

[ show at Voucher

UseriDate Time View

View O =

Send to Supplier

esther bouryng2017-
03-01-13.26.51.923
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9.
Line Description Item ID Vndr Name: Quantity uom Price Total Details Comments Delefe
D (mQl g5 Training Materials 100.0000 Each 100.000 10000.00 By 2 Add i |
Shipping Line 1 *Ship To AOC-ADMN &} Quantity 100.0000 ﬂ j
Address 530 TAYLOR AVENUE Add One Time Address Price 100.0000 Price Adjustment
ANNAPOLIS, MD 21401 . .
Pegging Inguiry
Attention To  [Colleen Cantler Peqging Workbench
Due Date  02/25/2017 [
DAccouming Lines
[] Select All / Deselect All Select lines to: _Eq} Add to Favorites ’51._£| Add to Template(s) ]ﬁ Delete Selected ??‘,Mass Change
Total Amount 10,000.00 USD
Click on the " icon near Line. Then click on the " icon near Accounting Lines
10. | Click on the tab Chartfields 2 to view
Accounting Lines
your chartfields. *Distribute By SpeedChart [
Accounting Lines Personalize | Find | View All | 2| [ First ‘&' 10f1 &/ Last
Charrﬁelds Details Details 2 | AssetInformation || Asset Information 2 || Budget Information
Line Status Dist Type *Location Quantity Percent Merchandise Amt GL Unit Entry Event
1 QOpen JIS - MAIN Q 100.0000| 100.0000| 10,000.00 MDJUD Q Q # [=
11. | If you need to change the PCA on the
. ) Accounting Lines
Req. line, you can do so by entering the Distribute By [0 o == 3
PCA in the SpeedChart field. If you T s
Change the PCA youl” haVe to re-enter Chartfields 1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
'’
iatCh PCA Fund Account Program :E:::r Approp Year Dept PC Bus Unit Project
the Approp Yr. »
C25 |@_ [90001 |@, (0001 |Q, 0819 B009 Q, [AD009 | @ [AY2017|Q Q Q,
Select lines to: E:a. Add to Favorites ’9._2| Add to Template(s) m Delete Selected ??"Mass Change
The Account field is populated based on the category you’ve chosen. You cannot
change the account # on this panel. If you need to change the account, you can
click on the line description (seen below) and then change the category, which
will in turn change your Account number.
Cart Summary: Total Amount 10,000.00 USD
Special Requests (7 Expand lines to review shipping and accounting details
Enter information about the non-catalog item you would like to order: { REqUiSi'liDI‘I Lines (2
ltem Details o
*Item Description | Training Materials Line Description Item 1D Wndr Name
Pri 100.0000 — -
Price (01 eaTraining Materials
“Quantity 100.0000 !
I*Calegury 0819 Ql . .
[] Select All f Deselect All Select lines to: Eq} Add to Favorites
. . ! Save & submit .
12. | Click the link at the bottom of the page.
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verify that your Budget Status is Valid.

Depending on the rules that apply to
your area, your Requisition will be
routed for the necessary Approvals.
You'll receive email notifications and
Worklist Items in your Worklist when:

1. Your Requisition has been
Approved.

2. The PO associated with your Req.
is Dispatched to the Vendor.

Your requisition has been submitted

Requested For Colleen Cantler
Requisition Name AY17 Sharp Maint. Review
Requisition ID 00000056356
Business Unit MDJUD
Status Pending

Priority Medium

Budget Status Valid

S “iew printable version ’ Edit This Requisition
JIS Approvals
AY17 Sharp Maint. Review:Pending
JIS Approvals
Pending Not Routed
@ i g Multiple Approvers
= IS Level 2 Approver

[

Féicreate New Requisition Ivanage Requisitions

13. | On the Confirmation page, you'll see Confirmation
your Requisition number.
Your requisition has been submitted
Budget CheCk your Req- by CIiCking on Requested For Colleen Cantier Number of Lines 1
the link e Check Budget Requisition Name AY17 Sharp Maint. Review Total Amount 10,000.00 USD
Business Unit MDJUD
Status Pending
, S . . Priority Medium
You'll see a—— processing graphic on
. . Budget Status Not Checked
the top right side of your screen.
“iew printable version ’ Edit This Requisition ﬂﬁ Check Budget
JIS Approvals
AY17 Sharp Maint. Review:Pending
JIS Approvals
Pending Not Routed Not Routed
Multiple Approvers ey Multiple Approvers ey Mulfiple Approvers
CL) JIS Level 1 Approver =2 JIS Level 2 Approver Dept of Budget Approver
E‘ECreate Mew Requisition % Manage Requisitions
14. | Once the Budget Check completes, Confirmation

Number of Lines 1
Total Amount 10,000.00 USD

Pre-Encumbrance Balance 10000.00 USD

Not Routed
. Multiple Approvers
Dept of Budget Approver

@ End of Document
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