GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION
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Double Click on the plus sign on “Purchasing System“ then double click on the plus sign on “Purchase
Requisition Management”

v ——— s S
MNavigation Menu
# _ Health and Welfare Benefits System ;I

[+ _ | Payroll System
#l _| PersonnelPosition Control System

=l _ Purchasing System

& _y Contract Management Click on “Modify Purchase Requisition” and click on
# _ ) tem Catalog “
# _ Location Management I ok”.
# _j Purchase Order Management
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GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

Modity Furchase Requisition

33 - RNMERSIDE COUNTY w 05 - PALO VERDE COMMUNITY COLLEGE ha

[a]

R - PURCHASE REQUISITION =

Click Here

Click on Add

wenu | Modify Purchase Requisition

 searcn  Detas | tems | notes |

;I

1st Enter 1¢t few letters of name then *

Enter a few letters from the vendor’s name, then * and then click on triangle to bring up vendors.
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GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

Select Vendor o ) QUILL CORP.

Click OK

(09212012

|aui [4] E
1 ]
:[cORPORATE  [4] |
s @ - [corrora= [aJpebVerse Communty Colege
ksi ion:[PYC [4][PALO VERDE COLLEGE AN CAPUS

——

o e

Fill in “Board Rpt. Desc.” And also “Routing”
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GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

|Description | Quantity Unit Price| U/t

Then click “add
line”

Click on “items” Tab, then click on “Add Line”.

. E Madify Purchase Requisition - Galaxy Production

= 8 % |

ﬂl Modify Purchase Requisition

| ITEM NUMBER. IN CATALOG [4]

(=1 =R

ISTFILL IN ALL INFORMATION LIST ITEM HERE I

Lire |

it
Amount| T ax

15.990000 EACH &
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GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

Fill in “Item Name”, “Description of item”, “Quantity”, “Unit Price”, and “U/M” (Unit of Measure). Also
click on “Discount”, “Freight”, or “Taxable” if any of these items apply to your item. Then click “Save”.

B2 Modify Purchase Requisition - Galaxy Production _ T Nl = B S
Hem-'| Modify Purchase Requisition :

[Rosoonew
oo peeooonno | Froghtameon

Line Mbr. Jescription ||]_|_1.antit_l,l| Unit Price| U/ ‘ Amount| Dizcount

Add Freight or discount
= yom 1593 EACH 5.99 M

amount. Tax is auto.

0000 ) 31 enter either

E720

amount OR percent.

B [ o [ oo

15t Click “Add Acct.” I I I

- You must list out every different item you are purchasing. Please DO NOT say “see attached list” as
your requisition will be sent back for correction.

- Add freight or discount amount if needed. Tax will be automatically calculated if selected on item.
-If you have more items, repeat the last step until all items have been added.

- Click “Add Acct.”, then Enter Budget Number. If you need to add more than one budget number to a
line, you can repeat this process. Enter either Amount or Percent, NOT BOTH! If there is more than one
budget line, you must split the percentage or amount between the lines. Please make sure your budget
number is correct as the system will automatically check budget upon 1* approval!
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GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

ENTER EXTERNAL NOTES HERE. THIS SHOULD BE YOUR JUSTIFICATION FOR
PURCHASES, NEW WVENDOR INFORMATION, QUOTE NUMBER, ETC.

2nd Enter External Notes

THEN CLICK SAVE]

Last Click “Save”

- Click on “Notes” Tab. Then enter internal and/or External Notes. Remember that internal notes
are for the Approvers and will not print on the purchase order. External notes will print on the
Purchase Order. When completed, click “save”.

Confirmation | v ; THIS SHOULD BE YOUR JUSTIFICATION FOR
- FORMATION, QUOTE NUMBER, ETC.

Click “Ok”

Click “ok”.
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GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

- B THIS SHOULD BE Y'OUR JUSTIFICATION FOR
ORWMATION, QUOTE NUMBER, ETC.

Click “Yes”

You will get this message if there is no money in the

budget number you are trying to use ! Please click
“No” and then submit a transfer to the business
office!

You will only see this message if there is no money in the account you are trying to use. Please submit a
transfer and then re-save once the transfer has been completed. You must click no as the only people
with override capabilities are the Fiscal Services Staff and they will not override! Your requisition will
not move past this point unless there is money in the account!
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Menu | Modify Purchase Requisition

Search | Details | items Hnm|mmwus|

GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

Vendor: |QULL CORP. Fiscal Year. |2013 P.R. Number: IRmﬁ This is vour Purchase Reauisition #
Internal

—
BeriE T u u THIS SHOULD BE YOUR JUSTIFICATION FOR

ORMATION, QUOTE NUMBER, ETC.

Datab: was updated

&% Save| % can_cal-|

rEModifyPurcha AN
Me"ul Modify Purchase Requisition

LN}

Click “Approvals” Tab

‘Vendor: [QUILL CORP. Fiscal Year: [2013 PR Number: [R0000012

Click Ok. You will then be able to see your Purchase Requisition Number.

CED SLAGAM. STEFHANIE MARIE

Click Approvals Tab, This will show you all approvers required for your requisition. Your
supervisor is 1°* approval, followed by the VP of your service area unless you report directly to
the Supt/Pres. and then your requisition will be approved by her/him. Any Purchase over
$10,000.00 goes automatically to the Superintendent. Travel requests, computer items and/or
technology, Contracts, as well as funds 12, 33, 41 have additional approval steps. Purchase
Requisition funds will encumber upon first approval!

|
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GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

Viewing Approvals

# _ ) Contract Management

# _) tem Catalog

# _) Location Management

_| Purchase Order Management

= _ Purchase Requisition Management
B3 Approve Purchase Reguisitions
3 Close Out Purchase Reguisitions
 Wodify Open Purchase Requistion
B Wodify Purchase Requisition
W3 Process Internal Transfer Purchase Reguisition

# _ | Receiving Management

#| _ ) User Security and Approvals

_| Vendor Management

# _) Retirement System

# _) Systems Utilties
# _ Year End Processing System

Click on View Purchasing

= _ View Purchasing
B View Approval List
B View Contracts
@ View District Purchasing Options
3 View Internal Transfer Types
B View tem
B View ttem Category
B View Location ln
B View Note
@ View Purchase Orders [ F -]
3 View Purchase Order Receiving Information
1st Click on “View Purchase requisitions”

B View Received tems

B View SACS Approval List
B View Substitute User

B View User Alias

B View User Approval List

Then OK”

Click on “View Purchase Requisitions”, then click “OK”.
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GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

[ | 05 - PALO VERDE COMMUNITY COLLEGE -

1st Enter Purchase Requistion Number or click the
Triangle

. 1st Choose your requisition from the list
RODDOOT2

M 100.00 FINALIZED
RO000011 M 7.62 APFROVED
RO000010 M 515 FINALIZED
RO000003 M 1.35 APPROVED
ROO00002 M 1.62 APPROVED
RO000007 i 2317 FINALIZED
ROO0000& I 53875 FINALIZED
RO000005 M 7.000.00 CANCELLED
RO000004 M 215,52 CANCELLED
RO000003 M 12.00 CAMCELLED
RO000002 M 00 CAMCELLED
RO00000 M N CAMCELLED

Then Click “OK” FOK | 7

Then click “Find

@ @ @@ @ @ @

1°t Choose your requisition from the list and then click from the list. Then click “Find”
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GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

- 2013 RO00OO013

Click on “Approvals”

2nd Click Menu to return to the main menu.

2nd
11046 QUILL CORP.

G -Er' o T 3 T T 1st You will be able to view the approvals of your
5'-66” SHAME MARIE - N 5T == ; ND MOMEY IDGET supervisors. If the answer is yes, it moves on the

next approver, if no, you must make the required

changes and resubmit.
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GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

#| _j Health and Welfare Benefits System
# _ ) Payroll System
1#l _j PersonnelPosition Control System
=l _j Purchasing System
# _) Contract Managemsnt
# _ tem Catalog
'+ _ Location Management
_ Purchase Order Management
= _) Purchase Reguisition Management
B Approve Purchase Requisitions
3 Close Out Purchaze Requisitions
B Modify Open Purchase Requisition
— sl

W3 Process Internal Transfer Purchase Reguisiti
# _ Receiving Management
4 _ ) User Security and Approvals

Click “ok”

05 - PALO VERDE COMMUNTY COLLEGE hd

= [ROOOOO12 [ 1st Enter Requisition number or look up by pressing triangle

R -PURCHASE REQU ON -

Then click find.
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GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

2 Modify Purchase Requisition - Galaxy Production _ TR W
Hem-'| Modify Purchase Requisition

-

tiah Quantity Unit Prica| 1J/M Aoy
1= 0001 2016 ITEM NUMBER IN CAT& LIST ITEM HERE 1.00 15,939 EACH .99

Change Budget Line if Needed.

1st Click on “Notes” tab. :

2nd Enter internal notes for approvers if
[CHANGED BUDGET NUMBER PLEASE APPROVE needed! OTES HERE. THIS SHOULD BE YOUR JUSTIFICATION FOR

Last, Click “Save”.

|
PALO VERDE COLLEGE (Revised 11/2015) Page 13



GALAXY PURCHASE REQUISITION

REGULAR PURCHASE REQUISITION

1st Click “OK”

1A pprowal Comment

Approvals are now reset.
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