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w3 Approve Purchase Reguisitions
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1st click on “Modify Open Purchase
Requisition”

4 _ User Security and Approvals

# _y Vendor Managemgnt

2nd click “OK”




GALAXY PURCHASE REQUISITION

OPEN PURCHASE REQUISITION

2013 ~|
—
R - PURCHASE REQUISITION _~

- I
"

| I
"
"

—
"
| ‘

Click on “Add”

e N
fossonots
FJ ‘ 2nd click the triangle
| — |
@
—I
[romrorare (@ |
[Foreorare @ |
' WF‘—I




GALAXY PURCHASE REQUISITION

OPEN PURCHASE REQUISITION

2nd Click “OK”

1st enter Open PR Amount s 1 ) ] - |

2Nd use down arrow and select Original

LFI SINAL o7 2 p= = i 54 |
: DECREA.SE 0 | CORPORATE [l |
Shi ocation: |[CORPORATE  [Al |

3rd Enter Board Report and Routing
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Fund

1t click add Account

2nd Enter your account string and then either enter
amount to the account OR choose a percentage. To add

6430 0000

multiple accounts numbers. To repeat steps one and
two on this page!
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2nd Click the Authorized Purchaser Tab

TPE ANY NOTES FOR YOUR APPROVER HERE! TvPE ¥ OUR DESCRIPTION, JUSTIFICATION, ETC. HERE!

THESE DO NOT PRINT ON THE PURCHASE ORDER THESE PRINT OUT ON THE PURCHASE ORDERq

E eq:. Nbr. [Buthorized Purchaser

MARLS RIVERA]

2nd Enter name of Authorized Purchaser.

Repeat steps 1 and two to add more names.

r.— 1st Click Add  Dale 9 3rd Click Save
1 8. o ok |

1st Enter internal and external notes
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.!é-E|q Nbr, [Authorized Purchaser

Confirmation

Click OK

Seq r'-lElr. E.':'-".I_l|.|"|IZIrIEEI-:| Purchaser

0001 |MAF|IA RIVERA

Approval
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This is your Requisition Number

Confirmation

1st Click OK

Click search to get out go back to Open
Reg. Screen or Click Menu to change

screens

Is edq. MNbr. z 10 .Er|'||:|||:|_l,.'EE Marme | Appro | ate Ti f
EOPSDIR SLAGAN, STEPHANIE MARIE ]
WPSS SLAGAM, STEPHAMIE MARIE
CEO SLAGAM, STEPHAMIE MARIE
SUPT/PR SLAGAN, STEPHAMIE MARIE

These are your approvers!
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CHECKING APPROVALS

33 - RMERSIDE COUNTY »

|'Seq. Mbr. |4lias D |Employes Mame | &pprov

EOPSDIR SLAGAM, STEFHAMIE MARIE

05 - PALO VERDE COMMUNTY COLLEGE >

RO000014  [al

1st enter your requisition number

: |R - PURCHASE REQ
I
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2nd click find

Click Approvals tab

A

us |Update Timestamp
09/07/2012 351 AM

|&pproveal Comment

VPS5 SLAGAM, STEPHANIE MARIE
CBO SLAGAM, STEPHANIE MARIE
SUPT/PR SLAGAN. STEPHAMIE MARIE

Here are your approvals.



