Web Requisitions Training

Overview: Use the Datatel Web Interface to submit, view or modify requisitions, view purchase
order numbers, and accept goods and services.

1. Signinto the HUB
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2. Click on <Enter a Requisition>
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3. Enter a vendor name or some part of a vendor name, for example, <Atkins> will retrieve records for Atkins
Country Market as well as anyone with that string of characters as part of the name.
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Vendor LookUp Results

Choose One Vendor ID Vendor Name Vendor Address
. 0501532 Atking Farms Country Market 1150 vWest 5t Amherst M4 01002-3327
el DEEO0E9E Fleur C. Birch-Atkinson
- 1038631 James H. Atkinzon
[ 1047331 iz, Kaitlin A. Atkins
. 1128005 Thomss & Michele Atkinson, Dmd. | B9 Bridge St Morthampton Ma 01060-2402
fa 1603036 John Atkinson
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4. Choose the correct vendor and click <submit>. If the vendor you would like is not listed, contact the vendor and
ask them to submit a W-9 form to the purchasing office. Email purchasing@hampshire.edu to expect a W-9 for

that vendor and indicating what address any checks to that vendor should go to.
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Enter a Requisition
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Using the drop down arrows, choose your mail code as the “ship to” address.

5

6. Leave “Desired Date” blank.

7. Enter a description, quantity, unit of issue, price, department and object code for each line.

8. Enter any instruction to the purchasing office in the “printed comments” box. For example, if you would like the
PO faxed to a vendor, put “FAX” and include the fax number. If you would like the PO printed and sent to you,
put “SEND” in printed comments. If there are not instructions, then the PO will not be sent anywhere (most
vendors only require the number and not a copy of the purchase order).

9. Enter your own initials and department as “next approver”. If the requisition is over your limit, enter your
supervisors’ initials and department. If the requisition is over $10,000, enter the controller’s initials and
department (dbkBO).

10. Click <Submit>.
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Requisition

Requisition was successfully created

Reguizition Mumber Qo7orTy
Requizition Tatal $5.00
Sendor I ancior Mame 0501532 Atking Farms Country Market

Requisition Status Mot Approved AP Type 0001 Yendors Payable
Requisition Date  09/2010 Status Date  09/20M0 Maintenance Date 0972010 Desired Date
Requestor Mame Mz, Marjorie B. Dunehew  Inftistor Mame Mz, Marjorie R. Duneheyw

Shipto B0 Business Office  Commocity Code
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Vendor Item Qv

Price Extended Price GL Distributio

Item Descl

Printed Comments

Comments  Approval Date

Next Aiiroval
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11. Click <OK>.
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12. The approval process is now a separate button. From the Hub main menu, go to Approvals Needed.



HAMPSHIRE COLLEGE

LoG Our Maiwv Menu DeFaue T MENU | Herp | ConTact

‘Welcome Marjorie!

Approvals Needed
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I 1610822
IMITIALS MRDCP
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13. Put a check in <Approve?> and click <Submit>.
14. At this point, you can check on the status of your requisition by clicking <View/ Modify/ Delete Requisition>.
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View/Modify/Del Requisitions

Requisiti isiti Purchase Orders . Vendor Total
| ot Initiat
Number Status Created Req Name Name D Vendor Name Amount

Qo7o7og 0371410 PO Crested | PO110696 Mz, harjorie R. 0490425 | Enterprize Fleet 10,746.89 | Modity | Delete
Dunehew Services

0070357 ozr1A0 PO Crested | PO110352 Mz, Marjorie R. 0490425 | Enterprize Fleet 10,296.23 | Modify | Delete
Dunehesy Services

0070269 030410 PO Crested | PO1102339 Mz, harjorie R. 0490368 | Delvery Express 10.00 | dModify | Delete
Dunehew

0070215 o7/26A10 PO Crested | BO110038 Mz, Marjorie R. 05013 | Sodexo, Inc. 1,000.00 | Modify | Delste
Dunehesy

Q070171 oFiz1a0 PO Crested | PO110137 Mz, harjorie R. 0673444 | Five Colleges Inc. 209,163.15 | Modity | Delete
Dunehew

Q0070079 o7M3An PO Crested | PO110035 Mz, Marjorie R. 0490425 | Enterprize Fleet 11,445.36 | Modify | Delete
Dunehesy Services
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15. Note Requisition Number 70777. The status is Outstanding. This means that it is ready to be made a Purchase
Order by the Purchasing Office. If the status is “not approved”, then approvals are still needed: either by you,
your supervisor (if the dollar amount is over your limit), or the Controller (if the dollar amount is over $10,000).

16. If you would like to make a correction on this requisition, click “Modify”.



* = Required

ey Budget
Requisition Mumber 0070777 Requisttion Date  09020M0  Status  Outstanding  Stetus Date 09720410

Intistar  Ms. Matjorie R, Dunehevy  Desired Date Commodity Code

Confirmation E-Mail Address * ImrdCP@hampShirB.edu

Ship to | BO Business Office j
“endor ID or Mame IUED1 532
Atking Farms Courtry Market
Person YYendar [l
AP Type | 0001 vendors Payable |
Modify Delete Item Description Vendor kem Quantity* Unit of Issue Price
[T [ [eextee [ [J-000 [[ErEach  [J5.000

Mumber of Line tems to Add ID
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Printed Comments Comments

Next Approval Approval Date
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17. Make your changes, then scroll down and click <Submit>.
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View/Modify/Del Requisitions

Requisiti Requisiti Purchase Orders . Vendor Total
Number Status Created Requestor Name  Initiator Name m Vendor Name Amount

007070s 091410 PO PO110696 M. Marjorie R 0480425 | Erterprise Fleet 10,746 89 | Modify | Delete
Created Dunehew Services

0070357 08110 PO PO110352 hiz. Marjorie R. 0430425 | Enterprize Fleet 10,296 23 | Modity | Delete
Created Dunehewy Services

0070269 ogm4n0 PO PO110259 Mz, Marjorie R. 0490369 | Delivery Express 1000 | Modify | Delete
Created Dunehew

0070215 OTi26M0 PO B0110035 M. Marjorie R 0501391 | Sodexa, Inc 100000 | Modify | Delete
Created Dunehewy

[alakini s oriz1in PO PO110MST7 Ms. Marjorie R. 0678444 | Five Colleges Inc 20916515 | Modity | Delete
Created Dunehew

ooyooyg o730 PO PO110085 Msz. Marjorie R. 0490425 | Enterprise Fleet 11,44536 | Modify | Delete
Created Dunehew Services
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18. Once the requisition has been created, you will see the number in the fourth column from the left. Click <ok> to
return to the main menu.
19. To accept the purchase order, click on <Receive Goods and Services> from the main menu.
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Receive Goods and Services

Chonse a YWendor andior PO to fiter lines shown
Wendar I j
Purchase Order Mumber I 'I

Accept Al [T nMote: Check here to accept all ines shown

The followding apply to all lines received:

Packing Slip |
Arrived Yia I 'l

Vendor PO Number Vendor ltem Item Description Qty Ordered Unit of Issue Oty Accepted Oty Rejected  MSDS Revd
[ &

e o O ) I N ]
I

Marcus Printing Co (0450850 PO 0E&Y _ 00 #10 envelopes for PS 1.000 - |
I

Marcus Printing Co (0480869 PO110639 - #10 envelopes plsin 1.000 - |
I
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Click the quantity accepted, then click <submit>.
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View Receiving Confirmation

Packing Slip
Arrived Yia

The following tems were accepted.

Vendor PO Number Item Dess i n Qi Ordered QiAcceited MSDS Revd

The followding tems were rejected:

Vendor PO Number Item Description Oty Ordered Oty Rejected Return Date Return Via Rtn Auth No  Return Reason Reordered Return Comments
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Click <OK>.



