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User Guide

Using the new Fluid User Interface
Exemption, Sole Source and Contract Release Flags

Overview

PeopleSoft Fluid View Upgrade

OMES has selectively adopted and rolled out Phase | of the upgrade to Oracle PeopleSoft (PS) Fluid user
interface (Ul). This upgrade, along with annual PS updates (PUMs), ensures the best and most current
technologies are in place to run the PS system. The Fluid upgrade also enhances the use of devices such as
tablets and mobile phones to streamline system access and quick approvals.

Some PeopleSoft purchasing functions which will now be accessed in the Fluid view and include:

New Fluid View ) Requisition creation, editing and review.

° Requisition submission.

° Budget checking.

° Approver Role — Requisition/purchase order approval.
Current Classic Plus View ° Expedite requisition to purchase order.

° Requester — submit approval and budget check PO.

. Purchase order inquiry.

° Dispatch purchase order.

) Purchase order add/update.

Classic Plus vs. Fluid Views

e In this guide, look for illustrations of the Classic Plus view vs. the new Fluid view.

PeopleSoft Modifications — New Flags

Modifications have been implemented to fulfill the recommendations of the Legislative Office of Fiscal
Transparency (LOFT), the Governor’s Office via Executive Order 2023-04 and the Oklahoma Attorney General’s
Office via 2023 OK AG 4.

Modifications include the addition of flags and mandatory data fields to capture significant information
regarding statutory exemptions (including agency specific contracts), sole source acquisitions and statewide
contract releases.
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Phase Il - PO Workflow Redesign | Elimination of Origin

Phase Il of the upgrade will incorporate the elimination of “origin” as the criteria which controls the current
approval routing of POs. OMES will migrate to dollar amount, quantity and category code as the determining
factors of the approval workflow in the redesign.

The redesigned workflow will mimic the way ePro requisition approvals route and is projected for a March
2024 rollout.
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Procedure — Creating a Requisition using Fluid

Log in to Oracle: Oracle PeopleSoft Sign-in (ok.gov)

Once logged into PeopleSoft Financials:

Step 1: Select the eProcurement Fluid Tile.

e On the default PeopleSoft Home/Fluid page, select the eProcurement Fluid tile.

© i B Homepage x 4+

G Gﬁ El https://soklfpub-tst.opc.oraclecutsourcing.com/psc/SOKLFTSTMNSS/EMPLOYEE/ERP/¢/NUI_FRAMEWORK.PT_LAMNDINGPAGE.C
me-Canva [ ] ADO-UAT iy Workday okgov & National Associatio... #§ Administration [7] CORE Manuals [ Statutes, Rules, Titles &5 Home
Employee Self Service ~ /

Approvals eProcurement I{

=3 o

o Q0

23

Step 2: Select the Create Requisition Fluid Tile.

e Select the tile.
e Enter BU (Business Unit)/Requester and select OK.
e The Create Requisition page displays.

Enter BU/Requester

Create Requisition | [ My Requisitions | [ Change Tracking
“Business Unit | 09000 Q| — —
&= ¥ =
*Requester |RSPAIN02 0.| Rhonda G. Spain
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Create Requisition page (Fluid view).

< Defauit Entry Create Requisition

o ~
[ catalog v|[searen Q| Advanced Search  Requisiton Defauits A=, Checkout

[ Catalog Catalog

Note Search Engine for eProcurement is currently undeployed. No catalog items will be returned

2 Item History

Q Favorites F|U|d

[ Templates

£ Special Requests

E & Fixed Cost Service
Ef% Variable Cost Service

@, Time and Materlals

[3 Order Sheets

[E) Express Entry P

VS.

Create Requisition page (Classic Plus view).

< Manage Requisitions Create Requisition

Create Requisition &

Welcome  Rhonda 6. Spain | ‘ p—
@ # = heckou!
@ home 7 mMypreterences ¥ Requistion Settngs = 0Lines

@ com 9 v [ —— Classic Plus

Browse Catalogs Browse Supplier Websites Create an Express Requisition
CAP IDIQ

All Request Options

> Foms ¥’

Create and Submit Forms Favorte ltems and Services

[ emptates Recently Ordered
Browse Company and Personal View recently ordered items and
Templates services

B Extemal catalogs
Recently Ordered Browse Supplier Website liems

Extamal Catatogs

e [f requisition will contain multiple lines with the same header, line, shipping defaults and
distribution defaults, you may select the Requisition Defaults hyperlink to populate data in each
available field.
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Cancel Requisition Defaults

 Header Defaults

Business Unit |090I]l] Requisition Name \:\

Requester | RSPAIND2

Rhonda G. Spain

s

Currency | uso

w Line Defaults

Supplier ID | 0000073657 Category |88132102 Q

Supplier Location |0001 Unit of Measure |EA Q |

Buyer | RSPAIND2

= Shipping Defaults

Add One Time Address

Due Date | 02/01/2024

= Distribution Defaults

N N e R e

Distribution Line < Percent & Location & GL Unit <

1 |1l]l].l]l]00 ‘ |I]90'DO Q ‘ |090l]l]

Select to Return to Table of Contents
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Step 3: Select Request Type and enter the

[ Catalog

2 tom History request details.

QD Favorites There are different request types available to create a requisition

] Templat from the header page of Create Requisition. In this example, Special
emplates

Requests (non-Catalog item) will be selected.
£ Special Requests
e Select Special Requests in the left side pane.

3 Fixed Cost Service
£ Variable Cost Service Notice any information which was entered in the Requisition Defaults
page auto populates.

(% Time and Materials

[3] Order Sheets

[Z! Express Entry

Create Requisition

o .
[ v|[search Q| Advanced Search  Requisition Defaults = Checkou

Special Requests

Item Information

Curriculum Development for Statewide CPO Conference

*Item Description

“Price (360000 | “Currency Code [USD a|
*Quantity \1 \ “Unit of Measure ‘SUM q\
*Category 86132102 a| Amountonly () No
Due Date ‘ ‘ Request New Item ( No )@
Supplier Information
Supplier ID [0000073657 a| Supplier Location a

Supplier ltem ID \ \

D Manufacturer Information

Manufacturer ID | a| Manufacturer's ltem ID | a

Comment

ENTER COMMENTS WHICH APPLY TO THIS LINE ITEM
Comment Text

O Send Comment to Supplier
O Show Comment on Receipt

O Show Comment on Voucher

Enter required information (denoted by *) if not entered in Requisition Defaults page.

= Enter the *Item Description — Describes the item being acquired and populates the
requisition on the line at Checkout. Provide as much detail as possible.

=  Enter *Price.

= Enter *Quantity.

= Supplier ID.

=  Enter *Unit of Measure — Use the lookup icon 2 to select from the UOM list provided.

Page 10 of 65



PeopleSoft Fluid Requisition Creation | Purchase Order Processing Guide

Flag Modifications
=  Due Date.

= Enter the eight-digit *Category code. To search for a category code in PeopleSoft:

e Select the Lookup Q icon to begin search.

Look Up Category
e The Lookup Category dialogue box opens.

Note: You may either Search or Browse to look up the appropriate category for your special request

v Search Categories

e Search by Category or Description.

Search By ‘ Category V‘

Cuogay

Description

= Select Amount only if applicable.

= Enter any additional information. Categories 193 rous

. . Catalog © Cat ¢ Description &
(Enter comments that apply to the line item.) o - e
1 Non Catalog 55121906 Flag stands
* Select Send to Supplier, Show at Receipt 2 WonCaog  EEI2IS02 Secuy s
and ShOW at Voucher as applica ble. 3 Non Catalog 76141704 Dead man anchor service

4 Non Catalog 40175212 Copper pipe wye

SEND TO SUPPLIER — Select yes if you want comments to appear on POs that are dispatched to
suppliers. If the comments are for internal use only, leave the check box clear.

SHOW AT RECEIPT — Select if you want comments to appear on the receipt documents.
SHOW AT VOUCHER - Select if you want comments to appear on the vouchers.

Step 4: Add Item to Cart and Checkout.

e When all information has been entered, select the Add to cart button at the W Add to cart
bottom of the page to add the line item to the shopping cart.

e Continue to add line items if applicable by repeating the above steps.

e Notice there is one item in the cart now.

e Select the Checkout button in the top right corner of the page.

Select to Return to Table of Contents
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Create Requisition

All vnsea«:» Q.| Advanced Search  Requisition Defaults A= kout
Special Requests
Item Information
. . [curriculum Development for Statswide CPO Conference
ltem Description
4
*Price \3500 00 | *Currency Code \usn a \
“Quantity ‘1 | “Unit of Measure ‘SUM q‘
“Category |86132102 al AmountOnly () No
Due Date. | =]} RequestNewltem () No ) @
Supplier Information
Supplier ID 0000073657 Y| Supplier Location Q
Supplier Item ID \ |
D Manufacturer Information
Manufacturer ID | Q| Manufacturer's tem 1D | Q
Comment
ENTER COMMENTS WHICH APPLY TO THIS LINE ITEM
Comment Text 4
y
O) Send Comment to Supplier
O) Show Comment on Receipt
O Show Comment on Voucher

Step 5: Complete Steps in the Review Requisition Summary.

5.1 Enter Justification Comments.

e Review Requisition Summary and enter any approval comments in the Justification Comments
box. (e.g., 2024 Renewal of Maintenance for XYZ software licenses.)

5.2 Upload Required Attachments.

e Under the Requisition Lines Overview section, select the Line Comments link under the Line
Number to upload required attachments.

To expedite requisition approvals, be sure to attach all required documents as detailed in
the PIM: PeopleSoft ePro Requisition Required Attachments relating to required
attachments in PeopleSoft. This PIM can also be located in the Purchasing Reference Guide.

Select to Return to Table of Contents
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Create Requisition

Checkout

~ Requisition Summary

Business Unit 03000 Mgmt and Enterprise Services

Requisition Name |Enter a Requisifion name |
Requester RSPAIN02 Rhonda G. Spain
Currency USD

| © Header Comments ‘

w Justification Comments

Flag Modifications

Create Requisition

@ Q i @

Continus Shopping

Order Total 3,500.00 USD

Priority | Medium v

2024 Renewal of contract with FTTC to develop statewide training documentation.
Service Period 07/01/2024 to 06/30/2025

w Requisition Lines Overview

[ SelectAll Actions (5

Line1  Special Request
‘Cumriculum Development for Statewide CPO Conference
Item ID
Supplier FRANCIS TUTTI

AQLOGY CENTER

Amount Only Quantity Unit of Measure
O N ) [1.0000 | [sum

Cancel

Requisition Line Comments and Attachments

Price Currency Total
3.500.00 usD 3,500.00 USD

[ ScheduleDetails ‘ ‘ > ‘

Order Total 3,500.00 USD

Comments

‘ Use Standard Comments

<<ENTER COMMENTS WHICH APPLY TQ THIS LINE

Comment Text ITEM >>

Send to Supplier

Show at Receipt | No )

Show at Voucher No
Add Attachment
Attachments 1 row
View & Attachment = Send to Supplier &
1 View Fluid_Page_-_Attachment_Test.docx No | | — ‘

Select to Return to Table of Contents
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5.3 View and Verify Line and Schedule Details.

e Under the Requisition Lines Overview section, select the right pointing arrow shape [>] to view
the Line Details and Schedule Details (next to the Schedule Details Button.)

5.4 Line Details Tab — Location to Select Exemption Flag (Detailed in Select Flags section below).

e Under the Line Details tab, if the acquisition is exempt, select the Sole Source, Statutory
Exemption Flag or Contract Release Flag.

e Physical Nature — Defaults to Goods. Select Service if applicable.

e Change Buyer information if applicable.

e Expand the Item Additional Information section and select options as needed (e.g., Amount Only
or RFQ Required.)

23 Expand Al A% Collapse Al

D w Item Additional Information

Device Tracking Amount Only No
Stockless Iltem No Zero Price Indicator
RFQ Required No
Inspection Required No

5.5 Schedule Details Tab — Verify tem Summary, Schedule and Distributions.

e Under the Schedule Details tab, verify Buyer, Ship To, Address, and all ChartFields information is

correct.
= Enter/Verify ChartFields 1.
= Location.
= Quantity.
= Percent.

= GL Business Unit.

=  Enter/Verify ChartFields 2 and/or ChartFields 3.
= Account.
Note: Account ChartField should start with 5 (e.g., 531110) when creating requisitions. An
account starting with 5 denotes an expense account.

= QOper Unit.
=  Fund: Always 1000.
= Dept.

=  Program.
= Class-Funding.
=  Bud Ref.

e Verify Distribute by Amount or Quantity is selected.

Page 14 of 65



PeopleSoft Fluid Requisition Creation | Purchase Order Processing Guide

Flag Modifications
This will determine how the funding will be allocated. Quantity will default and, if needed, will

need to be changed to Amount. You cannot partially source REQ to a PO when distributing by
Amount.

5.6 Select Done.

e Repeat steps above until all line items are entered/verified.
e Once completed, select the Done button.

Create Requisition QA @

Create Requisition

Continue Shopping

Order Total 3,500.00 USD

Checkout

- Requisition Summary

Business Unit 09000 Mgmt and Enterprise Services Priority | Medium ~ |
Requisition Name [Enter a Requisition name |
Requester RSPAIND2 Rhonda G. Spain
Currency USD

| © Header Comments |

« Jusiification Comments View Line Details — New

2024 Renewal of contract with FTTC to develop statewide training documentation
Service Period 07/01/2024 to 06/30/2025

Flags Location ‘

w Requisition Lines Overview

lect Al Actions ©

Line1  Special Request
Curriculum Development for Statewide CPO Conference

- é Jem 1D ‘flrvauztﬂlw\y\l Quantity Unit of Measure Price Currency Total &5 screquenetats | ‘ |T‘
Supplier FRANCIS TUTTLE TECHNOLOGY CENTER L N ) “ 0000 ‘ ‘SUM Q | 3,500.00 usp 3:500.00 USD EhAt—
‘ @ Line Comments. ‘ ‘ 1 Delete |
Order Total 3,500.00 USD
Schacule Detals | Line Detalls
= Itnm Stmmary
Create a Requisition in Flukd R
Physcal Nature | Goods
e 1D
em Catsgory Lateis Huyer |RSPAIND2 aQ

Ouigingl Substituted ltem
ong Descrphon Creale a Reguston in Fd

Frice 4500000 USD
Quantity 10000 EAGH

5ok Sourca Type | TYF1 - Soia Vandor -

Sole SourceMlag © Yes [ )

Statutory Exemption Desc Dafned Professional Servicas (18 0.5, 5803] - Exemgt fom Competiive Bldding

Seatutory Exsmption Flag (_) No Arvwial fiancial audit perfomed |
b ABC Compary. GPA
Comtract Helease Flag || No ] Statutory Exemphon Commends
L2 Bepand A1 || 3% Colapse AN
Usa Contract if Availahie ( Wes [ ) Eonfract Ling
Cuiitisct D | |= -
ORI = Catngory Ling
Cantract Detals
Contract Version S o

} Saurcing Contrals
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Classic Plus View

Requisition Settings

checkout - Review and Submit

Seview the item information and submit the req for approval.

> My Preferences, Requisition Settings
Requisition Summary
Business Unit | 09000 Q Mgmt and Enterprise Services Requisition Name |
“Requester |RSPAINO2 Q| Rhonda G Spain Priority | Medium  «
“Currency | USD Custom Fields
Cart Summary: Total Amount 0.01 USD
Expand lines to review shipping and accounting details 5 Add More Items
Requisition Lines ®
Line Description ltem 1D Supplier Quantity uom Price Total
1 e 0 Review Requistion Line 1.0000 EACH 0.01000 001
! Details S———— -
SW Exception: [JS8SFlag: [Jgg Q
Type —_—
— - Dl dtae Eeomite s I A se Tomemican iy [ ISP SE M e
Requizitian Settings
Busingss Untt | 19000 Mgt and Enfepise Services Requistion Name
“auesier [ REPANK LY —— T ClaSSiC PIUS View
e Custom Ficks
Schedule Details
Moka: T a5 apmctad n 1 paga il 0 e o v abich 1 v o e whan-form o et vkt or s ke
Supplicr a Category %
Supplier Locaton = Linat of Mzasure o
Buyer q
Shipping Uslouits
shipTo | H020 a
Attenoon
Duc Dale
Distribution Detsts
SpesdCharl

ntineg) Natauls

@|[a

| ChinDsis | Comilbunts2 Chgtisd | Dulsie Az Inkeannstizn | (v
Dest Parcant Location GL Unit

Account

1 1532030 o |osons o q -
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. Line Details % l

-
Ins 1 Line 3tstuc  Open
il
- * iem Detadc (7
™ Marshandlcs Amount  [.oq LSS RFG Requirsd
Davise Traoking
Item 1D H H
2ers Pris ncsier Classic Plus View
catngary 55121600 Bbsokince Hem
Original Subctitubsd ibam Amount Only . .
Line Details
Fhysinal Naturs
Buyer
* Coniract information (7
Contract D
vercion
Contract Line
Catsgary Lins
= Bupgller Information (3
Bupglier ID
Supplisr Loaation
nal
Supgilier ibam 1D
Bupplisrs Cafalog
i * Manufaoturer information (3
Manutastrar
UPN Typs Q
* asuming Controle (3)
Conoiidats with other Regs Invantary Boures Flag
1 Caloutate Prioe
H Override Buggested Supplier
y * Cuciom Flside (3)
= Gustom Chamoder 1 D
— Cuctom Chamafer 2 D
‘Custom Flaid 1 | |
1 Custom Flald 2 | |
Cuctom Flald & | |
‘Custam Fiaid & | |
[ [IE=N -

Step 6: Select Flags (if applicable).

On the Requisition Line Details page, there is a new, mandatory Flags section for requests which are exempt
from the Central Purchasing Act 74 O.S. § 85.12 by either:

e Sole Source Flag.
e Statutory Exemption Flag (statute must be provided).
e Contract Release Flag (release from a statewide contract).
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Sole Source Flag No
Statutory Exemption Flag No
Contract Release Flag No

e Only one type of exemption can be
selected.

e If information is entered incorrectly, this
error message will display.

6.1 Sole Source Flag.

Sole Source Type

Statutory Exemption Type

Statutory Exemption Desc

Statutory Exemption Comments

Error on Line 1.

Please review your selection, Only one combination is valid per line. §

These are the combination -
1) Scle Source Flag, Type
2) Statutory Exemption Flag, Type, Description, Comments
3) Contract Release Flag, Contract ID etc.

e For asole source request, select the flag and it will change to Yes.

e Select the sole source type.

e Be sure to attach the required documents for sole source.
= A Sole Source Certification Form (OMES-FORM-CP-002).
= A Non-Collusion Certification (OMES-FORM-CP-004).
= Contract terms and conditions (state’s general terms for non-IT and both the general and IT

terms for IT acquisitions.)
= Certificate of Insurance.

Sole Source Acquisition Summary Information.

Sole source acquisition is a method a state agency may utilize in acquiring goods and services outlined in
Section 85.44D.1 of Title 74 of the Oklahoma Statutes and OAC 260:115-5-13.

A competitive bid for goods and services is the preferred method of acquisition. The competitive bid offers the
best value for the State of Oklahoma while also affirming whether a product or service is, in fact, a sole source.

The sole source types have been redefined and only include true sole source types. There are now only five

types of sole source; previously there were eight.

e Eliminated types: Sole Make/Model/Brand and Brand Name for Resale.
e Statute Authorization and Statewide Exception now have their own flag sections.
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Sole Source Flag

Statutory Exemption Flag

Flag Modifications

Fluid View - New

Sole Source Type

Statutory Exemption Type

Statutory Exemption Desc

TYP1 - Sole Vendor

TYP2 - Addtnl / Rplcmnt Parts
TYP3 - Criginal Supplier
TYP4 - Compelling Urgency

Contract Release Flag No Statutory Exemption Comments | TYPS5 - Litigation Expert |
r
23 Expand All ‘ Ak Collapse All
Sole Source Acquisition Guidelines
Code Reason for Sole Source Certification must clearly:
State why the specified makes, models or unique
Market research clearly shows there is only one services are absolutely essential to the agency's
1 responsible supplier and it can be demonstrated that no requirements and explain what market research
other supplies or services will satisfy agency was accomplished to clearly establish that only
requirements. one supplier can provide the supplies or services,
and whether it is copyrighted material.
State why the specified makes and models are
Requirement is for additional units or replacement parts of | absolutely essential to the agency requirements,
2 specified makes and models of technical equipment and and what market research was accomplished to
only one vendor is available. clearly establish that only one supplier can
provide the supplies or services.
A . . . Provide data, estimated cost and how those costs
gency needs to purchase supplies or services from the . .
s Lo were derived, extent of delay and impact of delay,
original supplier in the case of a follow-on contract . :
. . and other rationale as to the extent and nature of
because award to any other supplier would result in . X -
3 . P X the harm to the state, i.c., license fee, software
substantial duplication of costs to the state that would not .
i . maintenance support, custom software.
be recovered through competition, or in unacceptable L . .
A Question: Are same supplier personnel available
delays in fulfilling agency requirements. - . .
from the last project to work on this project?
Provide data, estimated cost and how those costs
Agency has an unusual and compelling urgency for were derived, and other rational as to the extent
supplies or services and the state would be seriously and nature of the harm to the state.
4 injured unless the agency is permitted to limit the number | (Justification may be prepared and approved
of vendors from which it solicits bid/proposals. (1.c., within a reasonable time after contract award
existing software). when preparation and approval prior to award
would unreasonably delay the acquisitions.)
Agency needs to acquire services of an expert, such as
expert services to support a current or anticipated
htigation or dispute, mvolving the state in any tnal,
hearing or pmcc—:cidmg whether or ot the cxpert s Indicate why the source for expert services is
expected to testify. Examples of such services include, but . .
5 L - . . absolutely essential to the state’s requirements,
are not limited to, assisting the state in the analysis, . . N
. : . - thereby precluding consideration of other sources.
presentation or defense of any claim or request for
adjustment to contract terms and conditions, whether
asserted by a supplier or the state, which is in litigation or
dispute, or is anticipated to result in dispute or litigation.
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6.2 Statutory Exemption Flag.

For a request that is exempt due to a statute, select the flag and it will change to Yes.

In the Statutory Exemption Type mandatory field, select the search icon to display a Lookup page currently
with 98 statutory exemption types.

In the mandatory Statutory Exemption Comments field, enter a description of the products or services being
claimed for the exemption.

- Flags

Sole Source Type ‘ v|

Statutory Exemption Type ‘ 03-ALL-740.5 §853AAQ, |

Sole Source Flag (_) No ) Statutory Exemption Desc Pass-through
. £ Y
Statutory Exemption Flag (__ Yes E J Enter any relevant comments

related to the exemption
claim.

Contract Release Flag -'_ ) No ) Statutory Exemption Comments

Tip: The Statutory Exemption Comments box can be enlarged to show all text entered by placing your
cursor in the bottom right corner of the text field until you see a diagonal double-ended arrow. Drag down
to increase the size of the box.

Select to Return to Table of Contents
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6.2.1 Statutory Exemption Types.

Lookup
)
ez arch for: Statutory Exemption TEV

» Search Criteria

« Search Results

= =)

Custom Field 2 <

01-ALL-620.5.§90104

02-ALL-7T405 §853AA6
03-ALL-7405 §853AA09
04-ALL-7405. §857A6.a.
05-ALL-7405.§857 A6
06-ALL-740.5 §857A61
07-ALL-7405 §857A6I
08-ALL-7405.§857C

09-ALL-7405 §85128B.1
10-ALL-7405 §85128B2
11-ALL-740.5.§8512B.4.
12-ALL-7405.§8512B.18

13-ALL-7405.§8512B.20

Custom Field 3 &

Pay For Success Act Contract

Interagency

Pass-through

Defined Professional Services [18 O.5. §803] - Exempt from Competitive Bidding
Postage - Exempt from Competitive Bidding

Fixed and Uniform Rate - Exempt from Competitive Bidding
Agency Specific Contracts Issued by Central Purchasing
Court Ordered Vendor

Food & Products Produced by State Institutions and Agencies
Printing on State Agencies Own Equipment

Regulated Utilities

Pharmaceuticals - MNCAP

GSA

@

14-ALL-7405 §8512B32

Government Tort Claims Act Structured Settlements

15-ALL-7405 §857AT.

16 - ALL - State Appropriations Bill

17-025-740.5. §853AA 0

State Purchasing Director Discretion - Best and Immediate Interest of the State
Legislative Appropriations Bill Specified Supplier

OMD - Heraldy ltems

Example verbiage for statutory exemption mandatory comments field:

Statutory | Statutory Exemption Type Statutory Exemption | Example

Type No. Selected Description Comment

from Table

02 ALL-740.S. § 85.3A.A.6. Interagency Purchase of XYZ

per written
agreement with
agency XYZ.

Select to Return to Table of Contents
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04 ALL-740.5.§85.7.A.6.a. Defined Professional | Annual financial
Services [18 O.S. § audit performed
803] - Exempt from by ABC Company,
Competitive Bidding | CPA.
07 ALL-740.5.§85.7.A.6.1 Agency Specific Agency contract
Contracts Issued by no. XYZ resulting
Central Purchasing from solicitation
no. XYZ.
11 ALL-740.5.§85.12.B.4. Regulated Utilities Electric service
from OG&E for
XYZ facility.
13 ALL-740.S. § 85.12.B.20. GSA GSA Contract No.
47QTCH18D0039
- Required
documentation
provided.

6.3 Contract Release Flag.

e For an exempt request for a product or service available on a statewide contract release, select

the flag and it will change to Yes.
e Scroll to the Contract Information section of the requisition, then enter or search for the Contract
ID and Contract Line.

~ Flags

Sole Source Flag | No
Statutory Exemption Flag ( No
Contract Release Flag I: Yes \’_I

| 23 Expand Al ‘ | A% Collapse Al

b Item Additional Information
« Contract Information

Use Contract if Available l Yes :'I
Contract ID |EI000000000000000000006227 Q ‘ |F\|
Contract Version |1
w Supplier Information
Supplier ID |uuuozss481 Q |
Supplier Location |0002 Q |

Supplier ltem ID | |

Sole Source Type |

Statutory Exemption Type |

Statutory Exemption Desc

Statutory Exemption Comments

Contract Line | 1

Category Line |

Contract Details

Supplier Name BARNES & NOBLE INC

Supplier's Catalog Number ‘

Item Supplier Priority ‘
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Step 7: Checkout, Save and Submit Requisition.

Once all required information has been entered, you may move to save and submit your requisition.

e Select Checkout.

e Select the Save button and note Requisition ID.
e Select the Checkout button again.

e Select Submit.

was done in Classic Plus.

the statutory exemption type field.

Agency Specific Contract releases are no longer entered in the Contract ID field in Line Details as

In Fluid, select the exemption option, Agency Specific Contracts Issued by Central Purchasing, in

Edit Requisjtio
Checkout fQr Requisition ID 0900018810

~ Requisition Summary

Business Unit 09000 Mgmt and Entsrprise Services
Requisition Name |UBUHO1831U ‘

Requester RSPAINO2 Rhonda G. Spain
Currency USD

| © Header Comments ‘

(@) Preview Approvals

~ Justification Comments

Priority

a Check Budget Pro-Jhect

Medium v

Budget Check Stiws 4 Not Checked

ck Budget

Order Total 3,500.00 USD

2024 Renewal of contract with FTTC to develop statewide training documentation.
Service Period 07/01/2024 to 06/30/2025

~ Requisition Lines Overview

O SelectAll Actions @)

Line1  Special Request
Curriculum Development for Statewide CPO Conference

O é Item ID
Supplier FRANCIS TUTTLE TECHNOLOGY CENTER

| @ Line Comments ‘ | B Delete ‘

Status Amount Only Quantity Unit of Measure
Pending () No ) [10000 | [sum Q]

Price
3,500.00

Currency
usD

Total

3,500.00 USD m‘ ‘T‘

Order Total 3,500.00 USD

Step 8: Budget Check — Check Status in My Requisitions.

e Select Check Budget and YES in pop up message stating budget checking may take a few minutes.

Budget Checking process will take a few minutes. Are you sure you want to do this?

fes ‘ ‘ Mo ‘
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e When budget checking is complete, a dialogue box will appear with the following message:

Budget Checking Complete. Status: Valid
I our requisition has been successully budget checked. If you modify this requisition, please run budget checking again.

Lo |
e Select OK.
e Select the Home icon in the top right of the page. [‘ﬂ
e Select the Fluid eProcurement tile.

_ r“EHJ - EEE-:- Fl.lE-L Q I

eProcurement Approvals Change Tracking
0 0 © v
23

e Select the My Requisitions Fluid tile to see Budget Status is Valid and Request State is Pending
(approval).
e Use the Update Filters option as shown below if necessary.

eProcurement

Create Requisition My Requisitions Change Tracking

< eProcurement My Requisitions

(]
“f"““ Requisition Name © Business UnitRequisition ID © Requisition Date * Requester Request State © Budget Status © Total Amount ©
© 0900018300 09000/0900018800 0111972024 RSPAINO2 Pending Valid 45000.00 USD

@  TestJustification Comments 09000/0900018799 01182024 RSPAINO2 Pending Valid 45000.00 USD
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Once your requisition has completed routing through the approval path and has been fully approved, the
Classic Plus view, the view of which you are accustomed, will be used to expedite the requisition to PO.

4

Action pequisition Name Business Unit/Requisition ID © Requisition Date & Requester © Request State © Budget Status © Total Amount ©

© 0900018804 09000/0900018804 0112412024 RSPAINOZ Approved Valid 0.01USD

View My Requisitions — Requisition Lifeline (Lifecycle).

To display the requisition lifeline (lifecycle of an acquisition), navigate to:

e Fluid homepage > eProcurement tile > My Requisitions.

e Select any blank space between any space of a requisition and the Details page opens with the
Requisition Lifeline section.

< eProcurement My Requisitions

[¥]

"ff‘iU" Requisition Name ¢ Business Unit/Requisition ID & Requisition Date Requester < Request State © Budget Status & Total Amount &
© OMES 58500/5850006650 01/23/2024 TDUNN PO(s) Dispatched Valid 1,050.00 USD
©  deskand chairs 58500/5850006619 01/18/2024 TDUNN Pending Valid 1,160.00 USD
© 5850008613 58500/5850006613 {b 0111872024 TDUNN Pending Valid 45,000.00 USD
@ 5850006612 58500/5850006612 01/18/2024 TDUNN Pending Valid 45,000.00 USD
© 5850006610 58500/5850006610 01/18/2024 TDUNN Pending Valid 45,000.00 USD
© 5850006597 58500/5850006597 01/17/2024 TDUNN Pending Valid 0.00 USD
© 5850008593 58500/5850006593 01/16/2024 TDUNN PO(s) Created Valid 0.00USD
© 5850008592 58500/5850006562 01/11/2024 TDUNN PO(s) Created Valid 4199 USD
© 5850008589 58500/5850006589 01/102024 TOUNN PO(s) Created Valid 55,000.00 USD
© 5850006588 58500/5850006588 01/09/2024 TDUNN PO(s) Created Valid 35,000.00 USD
© 5850006587 58500/5850006587 01/04/2024 TDUNN Open Not Chkd 55,000.00 USD
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Details

w Requisition Summary
Requisition Name OMES
Business Unit 58500
Requisition ID 5850006650
Requisition Date 01/23/2024
Request State PO(s) Dispatched

Approval Justification

Requester
Entered By
Budget Check Status

Total Amount

TOTAL AMOUNT OF THE REQUISITION: $1,000 ANY FUNDING SPLITS: $XYZ AGENCY POC: JOE CLARO FUNDING: 1091022 194

w Requisition Lifeline

€3

Requistion Approvels

Lines

ltemImage  pogcription ©

Line 1 - computers

Line 2 - monitors

[0

[

Item ID ©

Supplier ID
0000000090 MANAGEMENT & 58502

Of
0000000090 MANAGEMENT & 58602

Supplier Name © ShipTo & Line State &

OFFICE OF
ENTERPRISE SVCS

FFICE OF
ENTERPRISE SVCS

Quantity UOM  Price
PO Dispatched 1.0000

PO Dispatched 1.0000

Theresa Dunn
Theresa Dunn
Valid

1,050.00 USD

EACH 550.00 550.00 USD

EACH 500.00 500.00 USD

Total Amount &

)
‘f@| ‘Can:e\LinE‘ | > |
‘Canne\[ine‘ | > |

My Requisitions (Fluid) vs. Manage Requisitions (Classic Plus).

e To use the Fluid filter to find requisitions, select the funnel in the top left of page.

< eProcurement My Requisitions

Fluid — My Requisitions

Cancel

BusinessUnit (09000  q

Requisition ID ‘7Q‘
FromDate (092024 [
Request Stste | Allbu Complete ]|

Item ID ‘7(1‘

Ship To Location \7q\

Filters

Requisition Name | q|
PO Number | a

Through Date “
Entered by | a

Budget Status | v
p— al
Supplier ftem 1D | Q|

Clear
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=]

Ed
Requisition Name < Business Unit/Requisition ID Requisition Date © Requester & Request State © Budget Status < Total Amount &
© 0900018796 09000/0900018796 01/12/2024 RSPAING2 Pending 3500.00 USD
Manage Requisitions
‘ Classic |
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit |09000 Q | Requisition Name ‘ Q
Requisition ID | Q | | All but Complete | v‘
— Request State Budget Status
Date From |01/00/2024 = Date To | 011612024
Requester | Q | Entered By ‘ | Q
— PO ID
Requisitions &
To view the lifzspan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdowm list and click Go.
Req ID Requisition Name BU Request State Budget Total
_ | [Select Action] vl | Go ‘
0900018929 co18648 CY24 MEDEFY 09000 01/12/2024 Pending Walid 4,186.500.00 USD
" [ [select Action] “I[ e ]
000018928 O to 22692 Alight WorkDy 09000 01/12/2024 Pending Valid 0.00 USD
. ‘ [Select Action] "‘ | Go ‘
0200018927 Agmin Acc Purchase RITM 09000 01/11/2024 Pending Valid 23.44 USD SE
R ‘ [Select Action] V‘ | Go ‘
0900018926 |Sp Purch Headset RITMO... 09000  01/11/2024 Pending Valid 23.44 USD
. | [slect Action] v| | Go ‘
0900012925 Fy24 DHS Web Developer 09000  01/10/2024 Pending walid 130,520.00 USD
) | [Select Action] v | Go ‘
0900018923 pHg NET Developer Il 09000  01/10/2024 Pending walid 254,238.40 USD

Step 9: Expedite Requisition to PO Using Classic Plus.

Recall with the upgrade to Fluid, some functions still occur in Classic Plus.

New Fluid View . Requisition creation, editing and review.

° Requisition submission.

. Budget checking.

° Requisition/purchase order approval.

. Approver role — Requisition/purchase order approval
Current Classic Plus View ° Expedite requisition to purchase order.

. Requester — Submit approval and budget check PO.

. Purchase order inquiry.

o Dispatch purchase order.

° Purchase order add/update.
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e The diagram below shows the Request State on My Requisitions page is approved; expedite to PO
in Classic Plus view.

My Requisitions

i

— Requisition Name © Business Unit/Requisition ID & Requisition Date © Requester & Request State Budget Status Total Amount <
©  Po31990 58500/P031990 10/15/2003 CONVERSION Valid 3070000 USD
© P028683 58500/P028683 09/30/2003 CONVERSION Approved Valid 19566.10 USD
©® P027665 58500/P027665 09/25/2003 CONVERSION Approved Valid 11000.00 USD
@ P027047 58500/P027047 09/23/2003 CONVERSION Approved Valid 22800.00 USD

Step 1: Navigate to Expedite Requisitions in Classic Plus.

e Select the Compass icon at the top right of page.

e Navigation: > Menu > eProcurement > Buyer Center > Expedite Requisitions.

e Alternately, one can choose to select the ellipsis (three dots) icon at the top right of n
page to open the menu and select New Window in Classic Plus and navigate to
Expedite Requisitions.

Step 2: Enter Business Unit and Requisition ID.

e Select Search.

Step 3: Select Include All/Exclude All.

Once requisition is located, enter the Buyer and select Include All/Exclude All to select all line items (if more
than one line).

Search Requisition Schedule Lines

To locate requisition schedule lines that have been approved and are available for manual conversion inte purchase orders, edit the criteria below and click the Search button Req u isition SChEdLﬂe Li nes
*Busil Unit |09000 Q Caty Q =
usiness Unit | ategory | | = | | Q |
Requisition ID [0300018736 qQ Supplier Name | Q — )
| a Ginclude Lines With No Supplier Sourcing Itemn Substitution
Requisition Name
Requester | Q |
Include= Requisition ID Li
Buyer | Q |
0900018736

[0 Include AlVExclude Al
Requisition Schedule Lines

(5](2]

I Sourcing H Item Substitution

Amount
Only

Include~ Requisition ID Line Sched Item Description Select Supplier Name Location PO Qty uom Price Curr.

0900018736 D

1 & | 24-45Title 61 o ‘ a

Build Purchase Order

O Select AllDeselect All

[ Q Apply Supplier to Sel

To send all included requisition schedule lines to the staging tables where th
default buyer is used on the purchase order only if another buyer is not foun

Build Purchase Order

*Default Buyer ID |[RSPAIN02 Q
To send all included requisition schedule lines to the staging tables where they will be converted inte purchase orders, select a default buyer and click 1l
default buyer is used on the purchase order only if another buyer is not found on the staging tables or default hierarchy, or if the fransactions are conso
] . Submit Preview
*Default Buyer ID \RSPNNUZ Q | D Build POs as Approved
Submit Previev

/ Go to Process Monitor

Go to Process Monitor
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Step 4: Select Submit.

Step 5: Select Go To Process Monitor.

e Thelinkis in the Build Purchase Order box at the bottom of the page.

Step 6: Select Refresh until Run Status is Success.

& Expedite Requisitions

I Process List H Server List |

View Process Request For

UseriD [RSPAINGZ Q] Type | v| [L= M | NERY
Fun Status Distributon Status
® Save On Refresh

¥ Process List

@ Ve Al

Select Instance Seq. Process Type E:::.:SS User Run Date/Time Run Status g;:t;:m'o" Details Actions
28471524 Application Engine F5_BF REPAINOZ 0111872024 T:54:00FM CST Success Fosted Dietails ¥ Actions
Sedact Al Desclact &)

Cancel Request Haold Request Restart Request

Go back to Expedite Requisitions

Step 7: Navigate to Sourcing Workbench.

o Enter BU, Req ID# or your Process Instance ID# from prior step and select Search.

Select to Return to Table of Contents
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Navigation:

> Purchasing.

>Purchase Orders.

> Stage/Source Requests.
> Sourcing Workbench.

e In Search Results,
Requisition ID No. displays
along with PO ID No.

Step 8: Select the PO ID hyperlink.

e Make note of the PO ID No.

Flag Modifications

Sourcing Workbench
Sourcing

* Search Criteria

ousress e [ a]
Requisition ID l:l
Requisition Name | Q
Buyer | Q
Contract Setil l:l
ContractID | Q
¥ SelectAll UnSedect Al Purge
=

Select to Return to Table of Contents
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Line Number l:l

Schedule Number
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Step 9: Purchase Order Inquiry — Review PO Information.

Optional step — Navigation: Menu >Purchasing > Purchase Orders >Review PO Information > Purchase Orders

Purchase Order Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

¥ Search Criteria

*Business Unit 09000 Q

POID | begins with v| | |

Contract SeiD | begins with W Q

Contract ID [ begins with v | | Q
Release Number | = ~| | |

Purchase Order Date | = ~| | A
FO Status [ = M ~|

Short Supplier Name | begins with ¥ | | Q

Supplier ID | begins with % Q

Supplier Name | begins with v| | Q

Buyer | begins with v| | Q

Euyer Name | begins with v| | Q

Case Sensitive

- - 7 -
Basic Search & Save Search Criteria

Search Resulis

Only the first 200 results can be displayed.

View All

Business Unit PO ID Contract SetiD Contract ID Purchase Order Date PO 5tatus Short Supplier Name Supplier ID  Supplier Name Buyer PO Type Purchase C
Z034678 | 0O00D {blanik) 1110672002 Campl CHASE EQUI-D01 0000083805 | CHASE EQUIPMENT FINANCING INC EHAYES ©Opn Market | NO32172
08000 TEST2 00000 {blank) Campl CORPORATE-0DS | 000DOTTET4 | CORPORATE EXPRESS INC CKRUSEDSD | Opn Market

08000 TEST1 0000 {blank} 0zrazooe Compl CORPORATE-DD9 0000077874 C EXPRESS INC CKRUSEDSD | Opn Market

08000 TESTB 00000 {blank) 07/302010 Compl DCS-001 0000000580 | DEFARTMENT OF CENTRAL SERVICES CHRUSEDDD | Opn Market | ATTA

Step 10: Submit PO for Approval and Budget Check.
10.1 Navigate to Add/Update PO and locate your PO.

Navigation: Menu > Purchasing > Purchase Orders > Add/Update Pos.
Alternately, if you created the Add/Update tile in Classic Plus on your homepage, you can select the tile.

Select to Return to Table of Contents
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9 @ B @ rorersge % | [ Process Moniser x| [ Soweing Worbench % | [ Purchase Orders x | [ DEC 23 Cardnoider Stamement v % | + = o ®
- O ™) httpe/ sokifpub-tst ope orackssutsourcing.com K 2 .ﬁ
_ el Q
My Homepage ~ L4
- &
Add/Update POSs Dispatch/Print POs Create ¢Pro Req. Supplier Information Revlew Suppliers B
[+
oRACLE oracLE CRACLE oracLE ORACLE &

FeoLIoT FooLsoRT Eror FroneT PreeLIseT
w

Manage ePros Query Viewer Wendor List by Cat Code-UNSP... Buyer's Workbench Requester's Workbench
O]
ORACLE ORACLE CRACLE ORACLE OiRACLE
O R Lot HakE T HGRELT SIS
.
-
@ . Purchase Order
o Enter any information you have and click Search. Leave fields blank for a list of all values.
NavBar: Menu
| Find an Existing Value I ‘ Add a New Value |
Menu > Purchasing
oRrRAcLE ~ Search Criteria
FEOPLESOFT
\Workici Detaie | PUrchase Orders Business Unit | = v/ |s8500 Q

) POID | begins with V| | |
Add/Update POs

O

Purchase Order Date | = v‘ |
Recently Visited E Approve Amounts PO PO Status | = v‘ | v|

Short Supplier Name | begi th

E Budget Check Purchase Order PP | gins i v| | a

: Supplier ID | begins with V| | Q

Favorites E Buyer's Workbench )

Supplier Name | begins with V| | Q

— = Create Backorders Buyer | begins with | | a

Buyer Name | begins with v| | Q

Menu E Dispatch POs |
- PO Type | =

Purchase Order Reference | begins with v| | |

Hold From Further Processing O

CJCase Sensitive

o L
Basic Search & Save Search Criteria

10.2 Requester Submits PO for approval.

The PO is built in an open status as shown in the illustration below.
e Select the check box next to PO Status to submit for approval.
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Maintain Purchase Order
Purchase Order

Business Unit 58500 PO Status  Open =3 x
POID 5850027173 Budget Status Mot Crikd m TR
Copry From - Held From Further Processing

* Header (3

PO Date | 0VODR0M e Doc Ted Status Mot Chicd
*Supplies | OMES-001 Q
Recelpt Status Mot Recwd
) . ; DOGOOOOKEK Q QOFFICE OF MANAGEMENT & ENTERFPRISE SVCS ¢
Supplier ID
p Pricrity = Modum -
PORPSE bluiata Q Thesesa Dunn
‘Dispatch Methad = Frint b

o e P o
PO Relerence | N Sic From Req 5850000588

Amount Summiry (¥

% Merschandise 35 000 00
o = Frelght Taxtisc
i 4 Total Ameunt 3500000 USD
Encumbrance Balance
Add Rems From (7 Select Lines To Display (D)
Line Q To a
Lines
Nl 1A ) {

10.3 Budget Check.
e When the PO Status is Pending Approval, budget check by selecting the box next ﬂﬁ
to Budget Status.

Maintain Purchase Order
Purchase Order

Business Unit 53500 PO Status  Pend Appr X
POID 559027173 Budget Status  Ned Chidd l"?:r B B
Copy Fram - Hoild From Further Processing
~ Header (T
*PO Date 01092024 = Suppker Search Doc Tel Status. Mot Chice
“Supplier |OMES-001 a Supper Datails
LR Yompe— Nat 1
“Supplier 1D OO00ND000 Q OFFICE OF MANAGEMENT & ENTERPRISE SyCa@ ‘EIP g A Facid
Priority = Medium -
TOUNN ®
- Q Tharesa Dunn -
"Dispatch Method | PTin i

PO Refsrence Onlirr Src From Roeq 5850006588

Amount Summary (7

Merchandise 3500000

Freight/Tax/Misc.

Tatal Amount 3500000 USD

Encumbrance Balance

Add ttems From (7) Saelect Lines To Display (7)
Purchasing Kit Line Q| oy Q Ratneve
Lines (&
mlla

The budget checking is complete when the budget and document tolerance status are valid.
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10.4 Purchase Order Approval in Fluid.

Building, editing, submitting and budget checking a PO will still be performed using the
Classic Plus version of PeopleSoft.

For approving you cannot approve the way you are accustomed to doing.

All POs and requisitions approval are done through the Fluid Approvals tile.

New Fluid View . Requisition creation, editing and review.
° Requisition submission.
. Budget checking.
° Requisition/purchase order approval.
Current Classic Plus View . Expedite requisition to purchase order.
° Requester — Submit approval and budget check PO.
. Purchase order inquiry.
° Dispatch purchase order.
) Purchase order add/update.

e (Critical update: Do not select the PURCHASE ORDER APPROVAL hyperlink at the bottom of the
Add/Update page as was the process before in Classic Plus.

e All approvals for requisitions and POs must go through the Fluid Approvals tile.

e The PO approval process is the same as the requisition approval process.

e Refer to the Approver Role section in this user guide.

e Once the purchase order has successfully passed the budget check and the requestor has pre-
approved the purchase order, the purchase order will be made available for the Purchase Order
approval workflow.
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£ &) C tps/sokdfpub-1stope.oradesutsourcing.com B A ¥ B i m - & ]
£ My Homepage Add/Update POs
"Supplier |OMES-001 Q
*Supplier ID 0000000080 Q QFFICE OF MANAGEMENT & ENTERPRISE SVCS Bacalpt Sfalus: Mot Rucwd
-~ e~ Q S Priority = Modum -
PO Raferance |0 566 From Req 5850006568 Dispatch Mathod | PATL z
o Amount Summary (¥
O O Merchandise 3500000
,\ o T Frelght/Tax/Misc
A Total Arount 3500000 usD
Encumbrance Balance
Add Iterms From (3 Select Lines To Display (7)
Line a Q
Lines (2
CEY
Datails Elags Ship ToDue Date Statuses [tom Infoermation Antributos BFQ Contriet Bocosang | Iv
Line Hem UM Category Frice """::::;: Status
In Fluid, the Purchase Order Approval
s Q 41113210 Q 35000, 00000 3500000 Pending
link is not used. Do not select.
- More ¥
Step 10: Dispatch PO Using Classic Plus.
New Fluid View ) Requisition creation, editing and review.
° Requisition submission.
° Budget checking.
° Approver role — Requisition/purchase order approval.
Current Classic Plus View . .
° Expedite requisition to purchase order.
° Requester — Submit approval and budget check PO.
. Purchase order inquiry.
° Dispatch purchase order.
) Purchase order add/update.

Once your PO has been fully approved by all approvers in the approval chain, you may move to dispatching the
PO. Follow your agency internal purchasing procedures.

Option 1:
Navigation:

e Select the compass icon at the top right of the screen.
e Menu > Purchasing > Purchase Orders > Dispatch POs.
e Enter your Run Control ID (or add a new value if you do not have one).
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£ eProcurement

Dispatch Purchase Orders

Enter any informatien you have and click Search. Leave fields blank for a list of all values.

CRACLE"
FEOPLEROFT

Worklist Details

O

Recently Visited

Y

Favorites

Menu

[ Add a New Value

Menu > Purchasing [ Find an Existing Value

~ Search Criteria

Purchase Orders Run Control ID | begins with | |RSPAINO2

O Case Sensitive

Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

E Budget Check Purchase Order

= Buyer's Workbench
E Create Backorders
E Dispatch POs

On the Dispatch POs page:

Enter Process Request Parameters.

Select Report Manager.

Select your PO.

Select Edit PO.

Select Dispatch Method — Email.

Confirm your email address populates in the Email ID field.
Select OK.

Select the PO link once the email is received.

Save to your chosen folder.
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e Save a copy to the PO Header Comments.

Dispatch POs

Run Control ID RSPAINO2

Language | English v @® Specified Language

Process Request Parameters
al
a

POID |0050001530) Q Select Purchase Order

PO Status
Contract SetlD

“Business Unit 09000

“To |08000

Contract ID
Release

From Date
Through Date
Supplier ID
Buyer

Fax Cover Page ‘ Q

Template ID \ Q

m Return to Search

O Recipient's Language

Statuses to Include

Approved Dispatched
Dispatch Methods to Include

Print FAX

E-Mail Phone

Miscellaneous Options

Pending Cancel

EDX
O Print Only

“Chartfields | Valid Chartfields

]

Change Orders | Changed and UnChanged Orders v/

7] Print Changes Only
O Test Dispatch
Print Copy

[ Exclude POs tied to Authored Contract Documents

Number Of Copies |:‘

O Print BU Comments

Print PO Item Description
O Print Duplicate

O Print Closed Line Amount

Sort By | Sort by Line Number

4]

Navigation: Menu > Purchasing > Add Update Purchase Order.

e Enter Bus Unit and PO ID.

e Select Edit Comments under the Header section.

¢ Dispatch POs Add/Update POs

JAaintain Purchase Order
2urchase Order

Business Unit 09000
POID 0909022800
comron [
¥ Header @
*P0 Date ‘12![]5!2023 Supplier Search

ORACLE-001

“Supplier Supplier Details
. ) 0000265207 ORACLE AMERICA INC
SupplierlD ~ T eI
“Buyer HWILLIAMS Holly C Williams

PO Reference | F20PleSoft Non Production Syst
Header Details
PO Defaults
PO Activities

Activity Summary
Edit Comments
Add ShipTo Comments

Requisitions Document Status
¥ Actions
Add Items From ()
Catalog ltem Search

Purchasing Kit

PO Status

Budget Status

Doc Tol Status

Backorder Status

Receipt Status
Priority

*Dispatch Method

Amount Summary ()

Merchandise
Freight/Tax/Misc.
Total Amount

Encumbrance Balance

Select Lines To Display (@
Search for Lines

Line |

Add Update/Display

Dispatched A g X

Valid o’

O Hold From Further Processing

Valid

Not Backordered Create BackOrder

Not Recvd
‘ Medium V|
V| Dispatch
279.273.61
?
0.00
279.273.61 USD
Mot Available USD
Q 1, Q Retrieve

[ Details

[ Flags

| Ship To/Due Date H Statuses H ltem Information H

Attributes

[ RFQ H Contract
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e Attach a copy of the PO.
PO Header Comments x
Help
Business Unit 09000 POID 0909022800 Supplier  ORACLE-001

Retrieve Active Comments Only

*Sort Method | Comment Time Stamp | *Sort Sequence | Ascending v Sort
Comments ‘E| 1 ‘T‘ ‘TH 303 v View Al
Use Standard Comment — i
e s Connere U B

=)
4
O Send to Supplier O Show at Receipt
0 Show at Voucher D Approval Justification
Associated Document
ew OEmail
Attachment  PO_0309022800.pdf Qe
From -> PO 09000-0909022800
e
Option 2:

Alternately, a requester may elect to navigate to the Worklist. Select the PO hyperlink and follow the same
procedure in Option 1.

Navigation: Menu > Worklist.

Menu

Worklist

= My Worklist - Detail View

= My Worklist - Summary View

Once your PO is dispatched, you can proceed with obtaining authorized signatures and sending the PO to your
supplier.

Select to Return to Table of Contents
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Approver Role/Approving Requisitions and Purchase Orders.

Recall requisitions and purchase orders are now approved in Fluid vs. the Classic Plus View we are
using now and there is a new process.

New Fluid View . Requisition creation, editing and review.

° Requisition submission.

. Budget checking.

° Approver Role — Requisition/purchase order approval.
Current Classic Plus View . Expedite requisition to purchase order.

° Requester — Submit approval and budget check PO.

. Purchase order inquiry.

° Dispatch purchase order.

) Purchase order add/update.

Steps to approve a requisition or purchase order:
Step 1: Navigate to the Fluid homepage.
Step 2: Select the Approvals Fluid tile.

e The Pending Approvals page opens.

eProcurement Approvals Change Tracking
e 5 ok
5o ©

23
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e Filter by type by selecting the All, Purchase Order or Requisition hyperlinks.

£ My omepage Pending Approvals

Loaded transactions 50 of 58. | @

View By | Type

@ A 16

I

‘._ Purchase Order A N
&  Requisition ki

Purchase Order !

0 A\ Medium Priority

Purchase Order 58500 / 5859022809 / Michael W Boock

631213 USD i\ Medium Priority

Purchase Order Oniine Src From Req 5850003264 - 58500 / 5859022659 / Michael W Boock

000 USD A\ Wedium Priority

Purchase Order 58500 / 5859020888 / Tran N Nguyen

168524471 USD A\ Medium Priority

Purchase Order 58500 / 5859023284 / Michael W Boock

3219.70 USD /N Medium Priority

Purchase Order DPS FILE 2900188 - 58500 / 5859023464 / Theresa Dunn

94500 USD /N Medium Priority

Requisition X-REQUEST AIRSOFT - 58500 / 5850006490 Sandy Boies

2119040 USD (@) High Priority

Requisition 58500 / 5850006503 Alan K. Williams

11,10000 USD /A\ Medium Priority

Requisition 58500 / 5850006522 Melissa L Hayes

6,000.00 USD A\ Medium Priority

Requisition Lookout Kitchen - 58500 / 5850006572 Melissa L McClain

7,080.00 USD A\ Medium Priority

Load More Button.

This is critical for approvers who have more approvals than the default number which displays on
the Pending Approvals page.

If an approver does not have the Requisition or Purchase Order option displayed on the left side
of the page, select the Load More button to display ALL transactions in the approval queue
(Requisitions and POs).

It is possible Load More may need to be selected several times.

Step 3: Find Req or PO on Pending Approvals page.

e Search for and find Requisition or Purchase Order on the Pending Approvals page.
¢ In the View By field, you may select one of the following:
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View By ‘ Requester V|

Date Routed
Al From
Priority

| Requester |
Amy Watk Requester

Type

Cinnamon Alexander (090) | 1

Christina McCarter 1
Cheryl Walker 1
Dawn Anderson 1
Gene Jarvis 1
Gary Rowland (090) 1
Irene Bowman (580) 1

Or to search for a requisition or PO, do one of the following:

1. Use the browser search function by selecting Filters [
CTRL+F (find) keys and enter a string of numbers Type | v
of which you are searching as shown in the Requester | 7
illustration below. From | 7]

Date Period ‘ V‘

2. Use the scroll bar on the right side of the page.
3. Use the filter which results in the same options as
View By field.

Priority | v

- ‘
]

Step 4: Select the Requisition or Purchase Order No.

e Select the requisition or PO hyperlink in the middle column.
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< Wy Homepage Pending Approvals
ViewBy || e v Requisition
*1  Purchase Order ' L
§ L .
VI . Requisition X-REQUEST AIRSOFT - 58500 / 5850006490 Sandy Boles Routedt
2119040 USD () High Priority 10122023
Requisition SES00/ 5850006503 Alan K Willams Routipd
>
11,10000 USD A\ Modium Prigrity 10182023
Requisition 58500 / 5550000522 Medssa L Hayes Frouted
y
600000 USD Ay Medium Priarity 10/26/2023
Requisition Lookout Kitchen - 58500 / 5450008572 Melssa L hcClan Routed
TOBO.O0 USD A Medium Priarity ey
Reéquisition 24-126 X-Roques! - SB500 | 5850006578 Kam Mathe Routist 5
140,000.00  USD Ay Medium Prigeity 12052023
Requisition 24128 X-Roques! - 58500 | 5850006580 Karm Mathe Roudisd 5
15000000 USD Ay Medium Priority 12062023
Requisitien 24-577 VANCE - 58500 / 5850006583 Shene L. Reaves Routed :
54160432 USD Ay Medum Prigrity 12062023
Requisition Modhub Addendum - 58500 / SE50006571 Melissa L MoClain Routed N
4.508.00 USD A Medum Priarity 12082023
Requisition SB500 ] 5850006568 Theresa Dunn Routed y
500000 USD Ay Mothum Pregeity 0102024
Approver Comments

u P Type here to search it % % - = ! R 38F Mostly doudy

e The Requisition or PO page opens with options: Approve, Deny and More (Pushback or Hold).

e Select the right arrow at the end of the Line No as show below to view distribution information, if
desirable.

e Enter approver comments.

Page 42 of 65



PeopleSoft Fluid Requisition Creation | Purchase Order Processing Guide

Flag Modifications
Approvers should be very descriptive as to the justification for the approval from a

compliance perspective (e.g., an exemption) in the Approver Comments box. >
- O c tp=://soklfpub-tstopc.orackeoutsourcing.com m = B | 't
R =
Request for 55500/5850006588 d
3500000 USD == oo || oo
. L
1 Heador is pending your approval
i
Summary i
Business Unit 58500 Regquisition 1D 5350006588 4
Routed Date  January 8, 2024 Requisition Date January 9, 2024 d
Requester Theresa Dunn Entered by Theresa Dunn .
Approval Justification Testing approver siatus Budget Header Status Vald
Edit Requisiion
= More Information
View Printabie Verson +3
¥ Lines
1 row
Lins Number Item Description Merchandises Amount Sole Source Details Statutory Exemption Details Contract Details
N
1 Agprover Test Req 3500000 USD >
Approver Comments
Approval Chain > G
- &

< Back to Header Approval Line Detail

Add Funds Lines 24, 25, 27, 28, and 38

254988 USD
Line Details
Business Unit 56600 Requisition ID 5660016062
Line 1 Item 1D
Supplier SHIFT4 COR-001 Quantity 1 YR
Price 2.549.68 USD Ship To 56605

Category 81112001

Shipping Information

Schedule Ship To Quantity Price Amount Attention

1 56605 1YR 254988 USD 254988 USD Christina McCarter

More Information

Line comments and attachments >

Back To Header

Step 5: View Comments and Attachments.

e Select the View Comments and Attachments link and the Requisition or PO Header Comments
and Attachments will display.
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Requisition Header Comments and Attachments

Purchase Order Header Comments and Attachments

Business Unit 13100
Requisition ID 1310020875

Header Details

+ Comment 1

FY23 Indefinite Quantity Contract.
Contract Period: 7/16/22 - 06/30/2023

OC| Copiers Standley

AGENCY ACCOUNTING CONTACT:
Paul Garrison

PHONE: (405) 425-2663

FAX: (405) 425-7154

E-MAIL: paul.garrison@doc.ok.gov

Julie Tipton
PHONE: (405) ...

More

Step 6: Approve Requisition or PO.

Business Unit 80500
PO Number 8059014280

~ Comment 1
VID: 0000076945
UNITED SYSTEMS
4335 N CLASSEN BLVD
OKC, OK 73118
0SD CONTACT BETTY STEPHENS 580-622-4900 EXT 4802

w Comment 2

10/22/14 - Change Order to replace closed lines. Per user Request. RG

~ Comment 3

0SD E-Rate for FY 2012-2013 - Please see attached Quote #001286
Project #13006
Please see attached justification, non collusion form, bid documentation and award information - Lines 1-5 of the requisiti¢
down by product and
More

Sequence Attached File

1 00001406 o

¥ Comment 4

Attached copy of dispatched PO reflecting change order. Idm 8/11/15
Sequence Attached File

1 wzn 8059014280_80500.pdf

e Select Approve. Deny, Pushback and Hold under the More button can be executed on an

individual basis per requisition.

Approve

You are about to approve this request

Approver Comments

Select the Approve button if ready to approve]

Step 7: View Requisition Approvals in Fluid.

Navigation: From the Homepage > eProcurement Fluid tile > My Requisitions Fluid Tile.

e Notice the requisition disappears from the Pending Approvals page.
e Onthe My Requisitions page, select the arrow to the left of the requisition.

®

e From the Actions items menu select View Approval to see the remaining Approval

Chain.

Page 44 of 65



PeopleSoft Fluid Requisition Creation | Purchase Order Processing Guide

Flag Modifications

& O O hupsiisokipub oracheo. i /SOKLFTSTNSS, EMPLOYEE/ERP/c/PY_MOB_MENLLPY_MOB_855_MNG.GEL A M B B R/

Business UnitRequisition ID = Requisition Date = Requester = Reéquest State = Budget Status = Total Amount =
5B500/S850006588 0U0W2024 TOUNN Pending Valid 35000.00 USD [ b
5B50015850006587 010472024 TOUNM Cpen Mot Ghi'd 85000.00 USD |L

Approval Chain

Agency Approval Steps

* Requisition 5850006588 Approved

Dept of Public Safety

& Approved

Edwin Grimes
A?eng% Buyer/CPO
01/09724 1:35 PM

@ Approved

Brittany BerG(
Accounting Validation (OK)
35PM

01/09/24 1:

& Approved

Shelly L Hunter
Fin Coord/Mgr/Prog Dir
011091'241:32 PM

& Approved

amis[]a C Harris o
equisition rover
D1IEM41:1%DBM ©Q

& Approved

Tricia Everest
Cabinet Secretary Validation
01/09724 1:35 P

~ Comments

Tricia Everest at 01/09/24 - 1:35 PM

Select to Return to Table of Contents
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Mass Approve

Approver Comments

You are about to approve the following 1
Purchase Order Routed
100,000.00 USD 0911072021
DISCOVERY-UNCLAIM FDS 740-527 -

74000 / 7403002713 / Cinnamen

Alexander (090)

A\ Medium Priority

Note: Selecting the Requisition or PO Check Box in Pending Approvals and the Mass Approval box.

Currently Fluid allows a user to select one or more check boxes instead of the hyperlink in the middle
column.

When this method is used, Mass Approve with Approve Comments displays.

Mass Approve functionality should only be utilized if the approver intends to approve all selected
requisitions.

Manage Requisition (classic) vs. My Requisition (fluid).

Filters
Business Unit Requisition Name Z}
Requisition ID PoNumber [ a
Requester Beaty [ a

Roquost Stso F—
em D hombesarpion | a
Ship To Location Supplier Item ID :}
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il

Requisition Name < Business Unit/Requisition ID &

© 0900018796 09000/0800018796

Manage Requisitions

¥ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.
Business Unit |99999 Q

Date From | 01/09/2024 =
Requester | KHAGER Q

4 The Requester specified has no Requisitions.

Create New Requisition Review Change Request

Manage Requisitions

~ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.
Business Unit | 09000 Q

Date From |01/08/2024

Requisitions (&

Request State

Requisition Name |

Requisition Date ©

|

Requester &

Request State <

Budget Status ©

Total Amount <

Entered By |

Show Advanced Search

Requisition Name |

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

Req ID Requisition Name BU Date
0900018929 £O18648 CY24 MEDEFY 09000 0111212024
0900018928 ¢O 10 22602 Alight WorkDy 09000 01/12/2024
0900018927 agmin Acc Purchase RITM 09000 D1/11/2024
0900018926 |Sp Purch Headset RITMO... 09000 01/11/2024
0900018825 Fy24 DHS Web Develoer 09000  01/10/2024
0900018823 pHg NET Developer Il 09000 01/10/2024

Select to Return to Table of Contents

Show Advanced Search

Page 47 of 65

0111212024 RSPAIND2 Pending Error 3500.00 USD [> ]
Classic
Q
| At but Complete | | ~|
Budget Status
Date To |01;15r2024 ﬁ|
Q| | Q
POID
Review Change Tracking Manage Receipts Requisition Report
Classic
Q
All but Complete v -
Request State Budget Status |
sy [ a) | a
POID
Request State Budget Total
| [Select Action] v| co
Pending Valig 4.136,500.00 USD
| [select Action] v Go
Pending Walid 0.00 USD
[ [select Action] v Go
Pending Valid 23.44 USD
[ [Select Action] ~ Go
Pending Valid 23.44 USD
[ [setect Action] ~| Go
Pending Valid 130,520.00 USD
| [select Action] ~| m
Pending Valid 254,238.40 USD
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Additional Processes:

Change Tracking in Fluid.

To review any Change Orders on requisitions using the Change Tracking tile (Change Tracking for POs is still in

Classic Plus):

e Select Change Tracking tile.

_ Menu -

Search in Menu

B

eProcurement

Approvals

17

Change Tracking

£ My Homepage

Q B nttosyfs

b-tstopc.oraclecutsourcing.com/psc/s

Review Change Tracking

OKLFTSTNSS/EMPLOYEE/ERP/c/PV_MOB_MENU.PV_MOB_CHNGTR

Business Unit &

09000

09000

08000

09000

e Select the highlighted arrow to display Change Tracking History and track batch no. is displayed for

Requisition ID & Requisition Name <

0000018809 0900018809
0900018808 0900018808
0900018807 0900018807
0900018805 0900018805

associated Requisition.

Header Changes (if any) display.

Line Changes (if any) display.

Requester

Thomas T Vergis

Thomas T Vergis

Thomas T Vergis

Thomas T Vergis

¢ cC o o8

+ Requisition Summary

Business Unit 03000

Last Modified By

Thomas T Vergis

Thomas T Vergis

Thomas T Vergis

Thomas T Vergis

s/ sokif

Requisition 1D 0800018807

15t apr aracleautsourdng.com/ s/ SOK| FTS

Track Batch <

2

2

12

3

B MENLL B CHNG

Change Tracking Details

~ Header Changes

Header
v
Batch Seq & Change Type © Description ©
2 2 Change Budget Checking Header Status
3 3 Change Budget Checking Header Stalus
6 5 Change Requisition Status
6 4 Change Budget Checking Header Status
6 4 Change Requisition Status
1 7 Change Requisition Status
1 & Change Requisition Stafus
12 8 Change Requisition Status
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Requisition Name 0800018807

Last Modified By Thomas T Vergis

Value © Modified By <
N TVERGISO1
N TVERGISO1
P TVERGIS01
N TVERGISO1
o TVERGISO1
o TVERGISO1
A KHAGER

P TVERGISO1

Last Changed ©

01/25/2024 7:40:29AM

01/26/2024 7:42:01AM

01/25¢2024 7:47:06AM

01/26/2024 7:46:4TAM

01/2512024 T:46:4TAM

01/25/2024 8:00:55AM

01/26/2024 7:58:38AM

01/25/2024 8:01:03AM
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w Line Changes

Line 2110w
v
Line & Batch < Seq ¢ Change Type © Description Value & Modified By < Last Changed <
1 0 0 Original Buyer IBOWMAN TVERGIS01 01/25/2024 7:40:29AM
1 0 0 Original Calculate Price N TVERGIS01 01/25/2024 7:40:29AM
1 0 0 Original Current Status P TVERGIS01 01/25/2024 7:40:29AM
1 0 0 Original Sole Source Flag TVERGIS01 01/25/2024 7:40:29AM
1 0 0 Original Requisition Price 55000 TVERGISO1 01/25/2024 7:40:29AM
1 0 0 Original Requisition Quantity 1 TVERGISO01 01/25/2024 7:40:29AM
1 0 0 Original Custom Character 1 TVERGIS01 01/25/2024 7:40:29AM
1 2 1 Change Requisition Quantity 2 TVERGISO01 01/25/2024 7:40:29AM
1 3 2 Change Requisition Price 45000 TVERGIS01 01/25/2024 7:42:01AM
1 4 3 Change Sole Source Flag Y TVERGIS01 01/25/2024 7:44:08AM
1 4 3 Change Custom Character 1 N TVERGIS01 01/25/2024 7:44:08AM

Schedule Changes (if any) display in the same way as Header and Line.

As part of the LOFT EO System recommendation and the introduction of the new Statutory Exemption flag,
drop-down option and mandatory text field, in addition to the existing Contract Release and Sole Source flag,
these will all register an incremental change to assist with visibility and oversight.

We have identified with Fluid, Approval Justification comments (or edits to comments) will reinitiate Workflow
and increment Change Tracking twice.

Oracle is working to resolve this issue post go live. You may experience an incorrect track batch number
(Change Order #) when dealing with Approval Justification Comments until a solution is provided. (Header and
Line Comments are unaffected).
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Re-sourcing a Requisition from PO to Re-source Requisition
Quantities.

If a PO is no longer needed or copied to incorrect PO, the following steps can be taken to re-source the
requisition quantities. This can be done by cancelling the entire PO or by re-sourcing a line or more on the PO.

This only applies to POs which payments have not been vouchered.
Using Classic Plus View:

e Navigate to NavBar: Menu > Purchasing > Purchase Orders > Add/Update POs.
e Find Existing Value: Enter BU & PO ID.

1) From the Add/Update POs page, select Requisition Hyperlink to validate the PO has not been
finalized from the requisition.

<« C @ QO B &2 nttpsy//soklfpub-tst.opc.oraceoutsourcing.com/psp/SOKLFTSTNSS/EMPLOYEE/ERP/c/ URCHASE_ORDERS.PURCH/  80% ¥ L ® & =

< My Requisitions Add/Update POs

New Window | Help | Personalize Page

Maintain Purchase Order
Purchase Order

Business Unit 83000 PO Status  Dispatched =R
POID 8309026957 Budget Status  Vaid )

Copy From | Nl Hold From Further Processing

~ Header ®
Doc Tol Status Vi

“PO Date ‘01/120024 \ Supplier Search
Backorder Status  Not Backordered Create BackOrder
*Supplier SOUTH CENT-001 Supplier Details
“Supplier D 000007953 SOUTH GENTRAL INDUSTRIES INC. Receipt Status  NotRecvd
. Priority ‘Medlum v‘
“Buyer AHILLEMEYERO1 Ashley Hilemeyer i
“Dispatch Method ‘Prwt V\

PO Reference | Online Src From Req 8300027585
Amount Summary @

Header Details Activty Summary
PO Defaults Add Comments Merchandise 75,000.00
PO Activilies Add ShipTo Comments ) . 000
Requisitions Document Status Freight/Tax/Misc.
v Actions Total Amount 7500000 USD
Encumbrance Balance Not Available  UsD
Add Items From @ Select Lines To Display @
Catalog tem Search Search for Lines :
Purchasing Kit Line | al o Q H Retrieve
Lines @
‘ 5 ‘ ‘ Q ‘ 140f1 v View All
[ Details ‘ Flags ‘ ‘ Ship To/Due Date ‘ ‘ Statuses ‘ ‘ Htem Information ‘ ‘ Attributes ‘ ‘ RFQ ‘ ‘ Contract ‘ ‘ Receiving | I
; - . ) Merchandise
Line Item Description POQY *UOM  Category Price Moot Status

Select to Return to Table of Contents
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& C @ O B =2 httpsy/sokifpub-tstopc.oracleoutsourcing.com/psp/SOKLFTSTNSS/EMPLOYEE/ERP/c/MANAGE_PURCHASE_ORDERS.PURCH/  80%  ¥% L m®© & =

< My Requisitions Add/Update POs

| New Window | Help | Personalize Page A}
Maintain Purchase Order
Purchase Order

Business Unit 83000 A B X

POID 8309026957 PO Header Requisition Page X
Copy From Help  *
Maintain Purchase Order
[ @ Requisition Details - SOUTH CENT-001
“PO Date | 01/12/202

“Supplier | SOUTH Cf

Business Unit 83000 POID 8309026957

Requisition Details
*Supplier ID 0000073% R
‘EEHQ‘ 1101 v View All

5 AHILLENE
By [ Requisition Details H Requester Details | Iy

PO Reference | Online SV] . . Request R R . R .

Line Sched Dist B ReqID e e Req Distr PO Qty Amount Amount  ReaQuy Final
Header Def
PO Defaul
PO Activiie] | ! ! 83000

%3““”27585 1 1 1 30000 75000000 75000000  3.0000

¥ Action

Add ltems From @
Catalog

Lines @

(=][2]
[ Details 1 Flags [ Ship To/Due Date

1-1of 1 v | View Al

[ Statuses

[ ftem Information

[ Atributes.

(v |[ ot | mecenmo |

If Final flag is checked, then the PO will need to be un-finalized before proceeding to next step.
3) Select Cancel (red X) icon:

Dialogue box message displays:

“Canceling a purchase order will commit any changes made and prevent further changes. Continue?
When you mark a purchase order as cancelled, the system does not allow any further changes to the purchase
order. Any changes made, however, will be stored on the purchase order.”

« C ® O B &= httpsy/soklfpub-tstopc.oraclesutsourcing.com/psp/SOKLFTSTNSS/EMPLOYEE/ERP/c/MANAGE_PURCHASE_ORDERS.PURCH/  80% ¥ L m® & =

Requisitions Add/Update POs

| New Window | Help | Personalize Page
Maintain Purchase Order
Purchase Order

Business Unit 83000 PO Status  Dispatched AE X
POID 8309026957 Budget Status  Valid )
Copy From | o [JHold From Further Processing

~ Header @

Doc Tol Statt
“PO Date [01/12/2024 oc Tol Status Valig

Supplier Search

Backorder Status  Not Backordered Create BackOrder
“Supplier SOUTH CENT-001 Supplier Details

~Supplier ID 0000073953 SOUTH CENTRAL INDUSTRIES INC Receipt Status  Not Recvd

- Priority | Medium V|
“Buyer AHILLEMEYERO1 Ashley Hillemeyer e

*Dispatch Method \Frmt V\ Dispatch
PO Reference | Online Src From Req 8300027585 /. Y

Amount Summary @

Header Details Activity Summary
PO Defauits Add Comments Merchandise 76,0000
PO Activiies Add ShipTo Comments ) - 000
Requisitions Document Status Freight/Tax/Mise.
¥ Actions Total Amount 7500000 USD
Encumbrance Balance Not Available  UsD
Add Items From @ Select Lines To Display ®
Catalog tem Search Search for Lines _
Purchasing Kit Line ‘ Q ‘ To ‘ Q H Retrieve
Lines
‘EEHQ‘ 1401 v | View Al
[ Details ‘ ‘ Flags H Ship To/Due Date ‘ ‘ Statuses H tem Information H Attributes H RFQ H Gontract H Receiving | Iy
. - . ) Merchandise
Line Item Description POQty “UOM Category Price Status

Amount
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4) Select prompt Yes to proceed.

« > C @ Q 8 2 hitps;//soklfpub-tst.opc.oraceoutsourcing.com/psp/SOKLFTSTNSS/EMPLOVEE/ERP/c/MANAGE_PURCHASE ORDERSPURCH/  80%  ¥¥ L m e 8 =

Canceling a purchase order will commit any changes made and prevent further changes. Continue? (10200,515)

When you mark a purchase order as canceled, the system does not allow any further changes to the purchase order. Any changes made,
however, will be stored on the purchase order:

e[~ ]

Dialogue box message displays:
“Would you like to open the Requisition quantity(ies) to be sourced again?”

5) Select YES at Yes, Re-Source All Regs.

« > C @ O B =@ httpsy/sokifpub-tst.opc.oracleoutsourcing.com/psp/SOKLFTSTNSS/EMPLOYEE/ERP/c/MANAGE_PURCHASE_ORDERSPURCH/  80% % L e g =

Add/Update POs

Saving Page x

Cancel Purchase Order

Business Unit 83000 POID 8309028957 Supplier  SOUTH CENT-001
Would you like to open the Requisition quantity(ies) to be sourced again?

O Yes, Re-Source all Reqgs

®No, Do Not Re-Source Reqs

O Specify Reqs to Re-source

B (e ) ) (5o | o) i

6) Select Continue.

7) Read the verbiage on the Add/Update page as shown below:
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OKLFTSTNSS/EMPLOYEE/ERP/c,

\SE_ORDERS.PURCH/  80%  ¥% L I @ a

& C @ O & & https//soklipub-tstopc.oracleoutsourcing.com/psi

Add/Update POs

< My Requisitions
New Window | Help | Personalize Page

Maintain Purchase Order
Cancel Purchase Order
PO has ‘Pending Cancel' status, but requires a budget check. Press the Budget Check button to run the

budget checking process. Otherwise, click OK to continue without budget checking the PO.
Also, PO has "Pending Cancel' status. Dispatch PO to set the status to 'Canceled".

l Budget Check l l Ok l

Goto: View Budget Status- Prorated  Budget Status- Non Prorated

8) Budget check and dispatch PO to set status to Canceled.

The PO must be budget checked and dispatched to move the PO Status to cancel and to make the Requisition

available to be resourced to another PO/Line.

If you are canceling only a line of an existing needed PO, to resource the requisition associated with
the line, select the bottom option Specify Regs to Re-source.

Select to Return to Table of Contents
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How to Edit a Requisition.

Navigate to My Requisitions on the Fluid homepage.

e Select the eProcurement Fluid tile.
e Select the My Requisitions Fluid tile. -
e Utilize the Filter By function, if necessary (top left portion of page.)
e locate your requisition ID.
e Select the Actions menu by selecting the arrow next to your requisition.
o Alternately, you can select the requisition hyperlink.
e Select Edit.
Actions X My Requisitions N Q : @
Details 5 rows
...
Actio Business Unit/Requisition ID  Requisition Date Requester < Request State  Budget Total Amount &
< View Print 4 < < Status ¢
[©) Cancel 09000/0900018803 01/22/2024 RSPAINO2 Pending Valid 0.01 USD ‘T‘
@ | Edt ss 09000/0900018802 01/21/2024 RSPAINO2  Open NotChkd  0.01 USD ‘T‘
View Approval I
] 09000/0900018800 01/19/2024 RSPAINO2 Pending Valid 45,000.00 USD ‘ > ‘

e Under the Requisition Lines Overview section, select the line check box.
o Alternately, you may select the requisition hyperlink.

Select to Return to Table of Contents
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Edit Requisition
Currency USD S———nr . "

‘  Header Comments

@ Preview Approvals

w Justification Comments

w Requisition Lines Overview

O selectAll Actions @

1row
Line 1 Special Request
Test Check Budget pop up
message. Amount - Unit of —————
Status Quantit, ; Total
é Item ID Pending Q"'V ‘ ‘W‘ Measure gr('):e Sggencv 0.01 2 Schedu\eDetails‘ ‘ > ‘
i ‘ No : EA Q : usD —
Supplier <« M ;L ‘

| O Line Comments ‘ ‘ i Delete ‘

e Edit as needed in the Schedule Details and Line Details tabs.

e Select Save.

e Select Checkout.

e Submit.

e If quantity or value (dollar amount) are modified, you will need to budget check.

Select to Return to Table of Contents
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Requisition Line Details

Order Total 0.01 USD

1 row .
~—— Line1
a
Line 1 ‘ Schedule Details ‘ Line Details
g Test Check Budget pop up
message.

Special Request
w ltem Summary

Test Check Budget pop up
Physical [ . .~ |
message. Nyature Goods v‘
Item ID Buyer
Item
Category FGIZA Q |
Training planning and developm
Original [ Buyer Information ]
Substituted
Item )
Long Test Check Budget pop up [ Show Configurator ]
Description message.

Price 0.01 USD
Quantity 1.0000 EACH
Total Price 0.01 USD

Attributes
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Edit Requisition (classic) vs. Edit Requisition (fluid)

New Window | Help | Personal
Edit Requisition - Review and Submit | Classic I
Review the item information and submit the req for approval .
71 My Preferences L] Requisition Settings
Requisition Summary
Business Unit 08000 Mamt and Enterprise Services Requisition Name | CO to 22692 Alight WorkDy
Requisition ID
Requester  JTRUSHENSKIO! Jon Trushenski N
Priority
*Currency USD
Custom Fields
Cart Summary: Total Amount 0.00 USD
Expand lines to review shipping and accounting details i Add More ltems
Requisition Lines &
Line Description Iltem ID Supplier Quantity uom Price Total Details Comments Delete

1 @0 ;\524 11/24-6/30/24 Aligned ALIGHT HOLDING

COMPANY LLC

EACH 0.00000 &

@ Edit
SW Exception: [ 8§ Flag: [ 55
Type

2 o U FY241/1/24-6/20124 Payroll ALIGHT HOLDING EACH 0.00000 & B © add
Te COMPANY LLC
SW Exception: () SSFlag: O gg E
Type
3 g O FY24 1/1/24-6/30124 Payroll ALIGHT HOLDING EACH 0.00000 2 =] © Add
op COMPANY LLC
SW Exception: JSSFlag: O g
s, [ al
[ SelectAll/ Deselect All Select lines to: [l Add to Favorites 8 Add to Template(s) il Delste Selected {8 Mass Change

Total Amount 0.00 USD
Pre-Encumbrance Balance Not Available
Class
Requisition Lines @
Line Description Item ID Supplier Quantity uoMm Price Total Details  Comments Delete

ALIGHT HOLDING

1 ga D) FY24 111724-8130724 Aligned
Re COMPANY LLC

SW Exception: [J S§Flag: O gg
Type
*Ship To 09003 ‘Add Shipto Comments
Shipping Line \ Adgress @

EACH 0.00000 fe ) @ Edit

OFFICE OF MANAGEMENT AND o Frcs Adustment
Pegging Inquiry

ENTERPRISE SERVICES .

51151 LINGOLN BLVD Add One Time Address Price

0.0000 Pegging Workbench

OKLAHOMA CITY, OK 73105 Custom Fields

Attention To | Jon Trushenski

DueDate  [017/2024

ccounting Lines

SpeedChart

Accounting Lines

EI -lof1 v View All

[ Chartfields1 H Chartfields2 H Chartfields3 H Details ” Details 2 H Asset Information ” Asset |nformation 2 H Bugdget Information ‘\ID

Line Status Dist Type *Location Quantity Percent Merchandise Amt GL Unit Entry Event

1 Opan |ngnoz a | mmm‘ | 1000000‘ nno‘ngnon a | a

-]
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Continue Shopping ] [ Update Cart l

Edit Shopping Cart for Requisition ID 0900018796
1 item(s) to buy now.
w Requisition Summary
Business Unit 09000
Requisition Name W‘

Requester RSPAIN02
Currency USD

1 row
Item Description < Status © Price & Currency o Quantity
Planning and Development of Curriculum for Statewide CPQ Conference Pending 3500.00 usD 1.0000 ‘ @ Delete ‘
Total 3500.00 USD
Edit Requisition RN Q ! @

Edit Requisition [ Continuz Shopping ” Save ]
Checkout for Requisition ID 0900018796

Order Total 3500.00 USD

+ Requisition Summary

Business Unit 09000 Mgmt and Enterprise Services Priority | Medium v

Requisition Name ‘0900018?95 | @ Error Error Details

Requester RSPAINO2 Rhonda G. Spain

Currency USD a Check Budget

‘  Header Comments |

@ Preview Approvals

 Justification Comments

« Requisition Lines Overview

[ Select All  Actions (&

Line1 Special Request
Planning and Development of Curriculum for Statewide CPO Conference

Item ID Status  Amount Onk Quanti Price c Total ]
o Pending i\ uantity urrency [2 ScheduleDetails
Supplier BARNES & NOBLE ING ending (_ Yes ( ) 10000 3500.00 UsD 3500.00 USD h

) Line Comments | ‘ W Delete |

)

Order Total 3500.00 USD

Select to Return to Table of Contents
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Existing/temporary Fluid Limitation.

The processes below have been defined as limitations with Fluid. Every effort is being made to determine the
root causes and quickly develop a fix. Notifications of resolution steps will be distributed accordingly.

Issue with Fluid Grid Customization — ChartField Data.

Limitation: Allow Grid Column Order Personalization.

Currently in Fluid the ability to limit the amount of irrelevant ChartFields data on screen and from view is not
available.

Classic Plus had the ability to hide certain ChartField data on specific tabs. Requestors were able to personalize
a page/view which was not relevant to individual agency procedures and accounting processes.

Schedule 1

Item Description Line 1 - desk Fluld VieW

Quantity 1.0000 EACH

Merchandise Amount 1,000.00 USD

No personalization options.

Distribute By Qty

Chartfields1 “ Chartfields2 H Chartfields3 ” Details || Budget Information || Asset Information ‘ Show Al |
Distribution Line & Status & Dist Type < Location © Quantity < Open Qty © Percent < Merchandise Amount & GL Business Unit <
1 Open 58502 1.0000 1.0000 100.0000 1000.00 58500

Currently there is no plan to add this feature to Fluid although if Oracle receives significant upvote, the feature
may be implemented in the future.

£ Workiist Details Requisition Approval

Requisition Approval

Classic Plus with
Business Unit 27000 . . .
Requisition ID 2700000908 customization option.

Requisition Name  CO#11 to PO 2709001336
Paula Hendricks

Requester
Entered on  (01/09/2024
Status  Pending Total Amount 0.00 USD
Priority  Medium
Budget Status  \jlid

Requester's Justification
Decrease PO to match Renewal amount on warranty for FY24.

¥ = 5 Header Comments View printable version
Edit Requisition

¥ Line Information &

-ine Information

(&)

Personalize Item Description Supplier Name Quantity UOM Price Requester's Comments

Zoom Line Information

CO#11 decrease LN10 by  HART INTER- 10000 YR 0.00000 USD [
6 001

[0 Select All / Deselect All

L

I View Line Details
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Grid Customization

Help
Line Information

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Column Order Sort Order
PV_APPR_IMG = =
Line

SOURCE_PB = =
Item Description

Supplier Name Hidden
Quantity Frozen
uomM

x|

Descending

Price
Curr
Requester's Comments

OK H Cancel H Preview lCopySettings

Select to Return to Table of Contents
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Appendix A — Elements of a Successful Purchase Order.

Minimum elements of a successful Coding — ChartFields
purchase order
 Appropriate supplier and current  Contract dates. * Required fields.
related supplier information. + Ship to location. « Business Unit.
* Detailed line descriptions. * Fund Type.

¢ Statewide contract ID and line(s). . Class Fundi
* Proper quantities. ass Funding.

* Receiving, if applicable. + Department.
* Unit of measure. * Header and line comments. * Bud Ref (expenditures only).
* Unit price. * Distribute by — quantity or amount. * Account.
* PO type. o . . . + Statewide Program Code.
* Distribution line(s) — important to
* QOrigin. complete all information including

the appropriate program code

* Inclusion of standard terms i.e., (discussed in Budgeting section).

payment terms, contract and
agreement periods, supplier and
agency contacts, F.0.B.).

Budget check status — valid.

* PO status — dispatched.
» Attachments to support the ap 4
. oxLaHoma

vaUlSlthn. v ﬁ Office of Management
Q» & Enterprise Services

Appendix B — Error Messages.

There are several types of messages: Warning, Error and Informational. An error message is the only
message that will stop you from saving the document if the issue is not fixed. Informational messages will
require you to make a decision; normally these are Yes or No answers. Warnings are just warnings; normally
you will either select OK or Cancel.

Invalid UOM.

Message

Invalid value — press the prompt button or hyperlink for a list of valid values (15,11)
The value entered in the field does not match one ofthe allowable values. You can see the allowable values by pressing the Prompt button or hyperlink.

0K

This means the Unit of Measure selected is not in the Unit of Measure table for the Item ID. If it is a valid UOM
for this Item ID, then the Office of Management and Enterprise Services (OMES) will need to add it, or you may
need to select a different Iltem ID. The Reg/PO cannot be saved.
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Invalid ChartField.

Message

Invalid value — press the prompt button or hyperlink for a list of valid values (15,11)

The value entered in the fisld does not match one of the allowable values. You can see the allowable values by pressing the Prompt button or hyperiink.

This message means the ChartField value that was input is incorrect. The REQ/PO cannot be saved.

Default Buyer Not Found.

Message

A default buyer was found. Would you like to override the current Buyer I1d with the default value? (10100,138)

Click 'No’ to keep the current Buyer |d you have defined.
Click Yes'to override the current Buyer |d with the default value

The message “A default buyer was found” is due to changing the default buyer in the Line Detail page. If
you want to use the default supplier from the Item ID, then select . If you want to use the buyer

you have selected, then select ' ‘. You do not receive this message if you populate the Buyer in
the Header Default page first.

Priority Supplier for Item Does Not Match Default Supplier.

Message

Priority supplier 0000062197 for item does not match the default supplier 0000325912, Use priority supplier? (10105,1)
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This message states that this Item ID has a priority supplier that is different than the supplier you inputted in the
Header Default. Do you want to use your supplier or the priority supplier? To use your supplier, select
hio . To use the Item ID priority supplier, select

Contract Selected Out of Contract Data Range.

Warning - The selected Contract ID BF16864, Contract Line Mumber 1 is out of the contract date range. (10150,159)

The selected Caontract is out ofthe contract date range. Please select another contract.
ok || cancel |

This message is received when a statewide contract is being copied into a Requisition or PO that has expired or
has not begun.

Contract Below Minimum Quantity or Exceeds Maximum Quantity.

Message

Receive this message when a quantity entered on the form page does not meet the minimum quantity on the
statewide contract. To prevent this, enter the QTY on the PO Form page first.

Custom Price Override.

Custom price on line 1, schedule 1. Override with systern calculated price? (10150,189)

The schedule is having a custom price and the system has calculated a different price than the custom price. Select Yes'to Override with systemn calculated price.
fes | Mo |

The price inputted is the custom price (your price). The system calculates a custom price (standard) based upon
Item ID, Priority Suppliers or Contracts.

Select | _ to use your price.
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Multiple Distributions in the Default Header.

Message

You cannat Distribute more than Scheduled. Increase the quantity or amount on the Schedule first. (10105,5)

The total quantity or amount on the Distributions may not exceed the quantity or amount on the associated Requisition Line Schedule. Increase the quantity or amount on the Requisition Line Schedule, then change
the Distributions

0K

If you have multiple distributions in the default header and you use the amount only field, you receive a

message when adding the next schedule and select - "&Te=h

UOM Error Message.

Microsoft Internet Explore x|

‘_-. Mo unit of measure conversion exists for this UOM to the standard UOM,  This UOM may not be used. (10105,34)

!

& Unit of Measure conversion Fackor must exist between the entered UOM and the item's standard LICM,

04 |

The problem is the requisition copied contains an Item ID “CPY” which is not in the UOM table. Upon changing
the quantity, the message "No unit of measure conversion exists for this UOM to the standard UOM. This UOM
cannot be used." was received. It does allow the user to save it, but the data will not update correctly. Tested
this in QA by adding the UOM and it copied in correctly. If this is not attached to a contract, change the Item ID
to a different one or have the Office of Management and Enterprise Services (OMES) add the Item ID.
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Item ID Message.

Message

Warning — ltem 1000008846 is also on line 1. (10100,10)

The item you have specified also appears on another requisition line. You can have two separate requisition lines for the same item, but you may want to consolidate information for the two lines.

This message is received when you add a second Line Item and use the same Item ID. Select L. and

either accept the duplicate Item ID or combine the two lines into one.

Select to Return to Table of Contents
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