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In this training:

- Govs Suite Quick Tour
- Creating Requisitions
- Editing Requisitions

* Purchase Orders

- Receipts
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GOVS SUITE QUICK TOUR

Accessing the Procurement Module
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Govs Suite Login

AI”MISTIIIPG&Y Welcome, Casey Leffel  Logout ACCGSS GOVS SUlte frOm OneStOp
utilizing your Single Sign On (SSO)
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Govs Suite Home Screen

- The Navigator ( =) will

\/5 A x B ® o« opena list of various
modules.

Good evening, Casey Leffel

Me My Team Contract Management Supply Chain Execution Receivables Pro. 'y

QUICK ACTIONS APPS

ﬁ Personal Details

b LI

% Identification Info . )
Connections Journeys Onboarding

E¥4 Contact Info

.’:;] Family and Emergency Contacts - °
B v U AI’AIIstln Peay

£ ime an aresr an . :
State University

My Organization Chart
Absences Performance
- TV CLARKSVILLE € TENNESSEE

—
L]}



Govs Suite Navigating to Procurement

c srowtiore | » Clicking “Procurement”
Risk Management v Q ‘ﬁ' |:| @ L Wi” Open additional
seles v options.

Contract Management v

Supply e Exccton . - Clicking on “Purchase
Recanabis v Requisitions” will take you
Zroduc’::anagjnent v Receivables Pro > to the Self-Service
B . Procurement page for

Bucdgetary Corira v i entering Requisitions.

A —
Onboarding
Procurement v
E Purchase Requisitions (New) QCSJ Purchase Agreements Purchase Orders
= ﬁ Negotiations . Catalogs
n .

Supplers I'

Career and
My Enterprise v Perfarmance “ s I “ e ay

v State University

Configuration v CLARKSVILLE @TENNESSEE

B

B
1

Others v



Procurement Page

Self Service Procurement Actions ¥ || {3 Preferences

University | Austin Peay State University Central Receiving

Q, Search for items or services

My recent requisitions

Ordered | Requisition REQUDDOOSS Crdered  Requisition REQUODCO 147 Canceled  Requisition REQUDOD 146 Peringapprovel  Requisition REQLIOOO 145
Belkin Secure Holder with Strap - Black 10.9-inch iPad Wi-Fi 64GB - Silver Dell 24 USB-CREG Hub Monitor - P2425HE;Dell Requisition for Taylor
| Line | Line Pro 24 Plus USB-C Hub Monitor - P2425HE 1 Line
Purchase Crder POUQOO0039 Purchase Order POUQ0000OST 1 Line
Buyer Buyer Last Updated Date Submitted
Lois Culwell Lois Culwell 3/28/2025 3/27/2025
See more
Featured categories
-Requisition Forms American Paper and Twine i e Apple e < cDwW

Carolina Biological @ Dell (@_) McKesson mreszon



REQUISITIONS

Punchouts, Non-catalog, Payment Authorizations, Business Meal,
Contracts .

AI’AIIStIII pPeay
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Requisitions
From the Navigator Menu
Click Procurement
Click Purchase Requisitions Focurement posp I P—

University | Main Campus

Q  Search for items or services

My recent requisitions

Deft  Requisition REQUODO 141

LAl B0 Creation Date

3/25/2025

Procurement

))) E Purchase Requisitions (Mew) ))) = Featured categories

f-..-'1}f F-'_Eteipts {New} & M -Requisition Forms
@ Suppliers

My Enterprise

American Paper and Twine

( cow

Apple '
PP ‘\/

£ Self Service Procurement  |[] My Requisitions &/ Cart




Requisitions |
Setting Preferences

The appropriate BU (Business Unit)
must be selected prior to entering a
requisition.

s o i B Not matching the BU to the FOAP

Q. Searchfor s o services you are using will cause your
requisition to fail.

Self Service Procurement

My recent requisitions

Draft  Reguisition REQUODD 141

Creation Date PrEfE rer":ES

3/25/2025

Featured categories REC' uisitioni ng BU
-Requisition Forms American Paper and Twine Requisitioning BU
- - -
University
Apple 5 cow University

B Self Service Procurement IE] My Requisitions FDU ndﬂt]ﬂn



Requisitions

< -Requisition Forms

Clicking “Requisition Forms”
takes you to the Business
Meal, Payment Auth,
Noncatalog, Student

Payment, and Contract

Q.  Search for items or services

l Card View

Table View

R e q e St fo r S Business Meal Form (U) Payment Authorization (U)
Featured categories ] )
Create Request Create Request
-Requisition Forms m
))) Noncatalog Requisition (U) Contract Request (U)
‘ Create Reguest ‘ ‘ Create Request ‘

E Self Service Procurement IEI My Requisitions Lf Cart



Requisitions

- For this example, we will
submit a Noncatalog
Requisition.

Contract Request Form(U) Noncatalog Requisition by Cost (U)

Sold By APSU CONTRACT (Replace if supplier in system)

- Notice that there are two
OptionS: by COSt and by Create Request Create Request
Quantity

- The one you pick will Noncatalog Requisition by Quantity (U) Payment Authorization (U)
determine the type of
receiving you will do.

Create Request ‘ Create Request

M state University

CLARKSVILLE @TENNESSEE



Requisitions

Create Request Add to List

Line item description goes here Noncatalog Requisition by Quantity (U)

This is the description that will be
sent to the supplier

22 x 26 inch event posters @
Descriptions should be specific .

Item Description

especially if available in various sizes.

If you have the supplier’s catalog
number, include that information

Line Type Category
Order By Quantity Noncatalog
Pricing
Quantity and price go here Quantty Lom -

(note that we are entering a quantity

because we are using a by Quantity price Currency
form) $26.00 UsD



Requisitions

- Select the supplier and supplier site.

Source
- Note that this is the Order site, not the
E?::T:‘Etrrr:cntt gjfchase Agreement Agreemen t v R A A
emit site.

Supplier Supplier Site

Dickson Graphics e 3004 Highway 4-AP-1 h

2, R p—
Manufacturer

Manufacturer ‘ Manufacturer Part Number G“
Additional information
Notes

MNote to Supplier
Please see attached Quote

- Attachments must be labeled as “to
Supplier” if you need to send a
FEE T quote/agreement to the supplier.

Category

To Supplier

e -« Internal only documents should be set

5 Drag and Drop

Select or drop files here. to ”to Approver”




ReqUiSitionS Click “Add to Cart” to proceed to the next step.

*Note* If your requisition has multiple lines, click “Create
another request” to add each subsequent line item.

Create Request -

Noncatalog Requisition (U)

@ Confirmation X
Item Description

22 x 26 inch event posters RE'qUE'St added to cart

You can view your cart or create another request with the same supplier.

LW CO Y

Create another request

tem Type
Goods _ e, SIS VIARING TUUIFMIE
Pricing
Quantity UOM -
4 EACH
Price Currenc ¥
$26.00 UsD

AI’AIIStIII Peay

State Un|ver5|ty



Requisitions From the Cart screen is where you can add additional lines, check
funds, and adjust the FOAP.

Additionally, you can add summary information to describe the
purpose and intent for the requisition.

c a rt Actions ~

Requisition REQUOO00D141

22 x 26 inch event posters REI."I.IISItI'DII summary 7
Sold By Dickson Graphics
$26.00 EACH Subtotal $104.00
o i i Estimated Tax %0.00
uantity
4 b O mr Approval Amount $104.00
Description
Deliver to Location @
Main Campus
Charge To
A

A110001-701070-61600-400-000000-000
00000-000000-000000

Funds Status
Mot reserved

Budget Date
3/26/2025



Requisitions

c a rt Actions ~

Requisition REQUOO00D141

Let’s add a description to the

_ , < ey . . Requisition summar
22 % 26 inch event pasters requisition. Start by clicking the a v ’
$26.00 EACH . o O 0nO Subtotal $104.00
0- tit ‘ penCII neXt tO RQC]UlSlthn Estimated Tax $0.00
uantity
4 7] Approval Amount $104.00
Summary
Description
Deliver to Location @
Main Campus
Charge To
A

A110001-701070-61600-400-000000-000
00000-000000-000000

Funds Status
Mot reserved

Budget Date
3/26/2025



Requisitions

The next screen will have fields to
enter a Description and Justification
if needed.

REQUO005714 These- fields can hel!o you stay
Requisition organized when reviewing past
requisitions

Description

Justification



Requisitions

Further down, you can also add a
Grant project number and adjust
the FOAP for the entire
requisition. Project costing

The Charge account field is where Project Number .
FOAP information is updated. | |

You can also search by

description if you do not know
the Value. O Select favorite charge account @ Enter charge account number

Charge account

Note that all segments must have . |
Charge To

the dashes and numbers, A-A127081-403000-74510-450-000000-0000000 2

including the zeros

Note that if you need to split FOAPs, that must be done at
the line level. (next slides)



Requisitions — Splitting FOAPS

Cart

Requisition REQUO00141

22 x 26 inch event posters
Sold By Dickson Graphics

$26.00 EACH
Quantity
4 ‘ tb o 1

Here, Line Items can be adjusted, duplicated, or removed.
Individual/Split FOAP accounts can also be applied to each line.
To start editing/splitting the FOAP, click the delivery truck icon b

Requisition summary Vi

Subtotal $200.00
Estimated Tax $0.00
Approval Amount $200.00

A-
A110001-701070-61600-400-000000-000
00000-000000-000000

Funds Status
Not reserved

Budget Date
3/26/2025




Requisitions

Clicking the Truck
icon takes you to the
Delivery and Billing
Details.

Scroll Down - In the
Billing section, the 3
dots will allow you to
edit/split the FOAP.

Delivery and Billing Details

Requisition REQUO00141

Line Description
22 x 26 inch event posters

Quantity
4
Delivery
Requested Delivery Date @ Deliver-te Location -
4/2/2025 Austin Peay State University Central Receiving

Deliver-to Address

681 Summer St, Clarksville, TN 37040, Montgomery, United States

J urgent

Billing

Total

Total Percentage Total Amount
100 $104

Distribution 1

A-A110001-701070-61600-400-000000-00000000-000000-000000

Percentage Amount

100 $104

Total Quantity
4

Quantity
4

Edit



Distribution 1

Requisitions

Amaunt
$52.00

Percentage Budget Date
50 3/26/2025

OS5

- The Quantity Fields at the top Charge account
allow you to split the line B Ai0001-701070-7410-450.000000-00000000-000000-000000 B3

between multiple FOAPS

Combination details tional information
Segment Value Description

Entity A Austin Peay State University

Fund A110001 Undesignated E and G

Organization 701070 Soccer Women

Account 74110 Printing of Supplies by Instituti

Program 450 Institutional Support

Activity 000000 Default Activity

PPM_Project 00000000 Default Project
InterFund 000000 Default Interfund
Default Future Value

Future 000000




Requisitions

- If you have a Grant FOAP, enter
the project number.

- Additional fields will populate
to be filled out.

- Contact the Grants office if you
have any questions about Grant
expenditures.

Distribution 1

Amaunt
$52.00

Budget Date
A AL

Project costing

Project Number

Charge account

Charge To

A-A110001-701070-74110-450-000000-00000000-000000-000000 @

Project costing
Project Numbe:
35001‘;7‘ . b £ Task Number v
Required
Expenditure ltem Date E Expenditure Type v
Required Required
Expenditure Organization v Contract Number
Required

Funding Source




Requisitions

- The Charge account field
is where FOAP
information is updated.

- You can also search by
description if you do not
know the value.

- Note that all segments
must have the dashes and
numbers, including the
Zeros

Distribution 1

Quantity Amount

2 $52.00

Percentage Budget Date

50 ‘ 3/26/2025 ‘
Project costing

Project Number

Charge account

Charge To E
A-AT0001-701070-74110-450-000000-00000000-000000-000000

Combination details tional information

Segment Value Description

Entity A Austin Peay State University
Fund A110001 Undesignated E and G
Organization 701070 Soccer Women

Account 74110 Printing of Supplies by Instituti
Program 450 Institutional Support

Activity 000000 Default Activity

PPM_Project 00000000 Default Project
InterFund 000000 Default Interfund
000000

Future Default Future Value




Requisitions - Submitting

Cart

Requisition REQUO00141

© The requisition didn't pass the funds check process. (POR-2011317)

View details

22 % 26 inch event posters
Sold By Dickson Graphics

$26.00 EACH

“Checking Funds” will verify
funds are available.

Click view details to identify

the budget account that failed.

Deliver to Location
Main Campus

b (O

1]

I Funds check results

S 3
Check Funds
.B. View Approvers
Requis tion s )
View PDF
Subtotal $ 00
Estimatel Tax Save for Later 30
Approva Amour $ 00

Description
Description Field Text

Justification
Justification Field Text

Deliver to Location
Varies by line

Charge To
Multiple

Funds Status
Not reserved

Budget Date
3/26/2025

x
Requisition REQUO0D 141
Transaction lines
All (2) Passed (1) Failed (1) Warning (0) ‘

~ 22 x 26inch event posters
Impacted control budgets

© University Budget
Insufficient funds

Budget Manager
Jacklyn Milam

Budget Account
A-A110001-701070-74-450

Budget Period

Fy-2025
Requested Project Burden
£52.00 Mo

© University Budget

Passed budgetary control validation

Budget Manager

Jacklyn Milam

Budget Account
A-AT110007-301005-74-450
Budget Period

Fy-2025

Requested Proiect Burden
$52.00

“’AllStlll Peay

State Un|ver5|ty



Requisitions

|

Cart

Requisition REQUO00141

After resolving any budgetary
S o, 1SSUES, the Requisition can be
S . submitted!

Quantity Descriptiol
4 b O o

Requisit
@ The requisition passed the funds check process. X q

View details Subtotal

Justification

Deliver to Location Justificatic

Austin Peay State University Central Receiving E e mllas a Confirmation X
Varies by i
Charge To Requisition submitted
Multiple

Requisition REQUO0014 7 was submitted for approval View requisition
Funds Status

11 x 17 inch event posters Not reserved

Sold By Dickson Graphics

$12.00 EACH
Quantity
8 b O 1w

Deliver to Location
Main Campus

State Un|ver5|ty

Budget Date
3/26/2025




REQUISITIONS

Creating requisitions for others.

AI’AIIStIII pPeay

State Unlver5|ty
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Requisitions Changing the Requestor field in

your preferences will send your

Self Service Procurement requisition to the person to
University | Main Campus approve after you Su bmit.

: : Pref
This example will route the reterences
requisition to Taylor Borman to

Search for items or services

My recent requisitions

dpprove. Requisitioning BU
Pending approval  Requisition REQUODO 141 o
o This also makes them the person Requisttioning BU
escription Field Text . .. U niuersity il
responsible for receiving
Date Submitted Delivery
3/26/2025
I Requester -
Taylor Borman
Featured categories Deliver to Location
| Austin Peay State University Central Receiving
-Requisition Forms American Paper and it ) Apple | .l’ CDW
Twine i L | Destination Type -
Expense
|
_ | Project costing
Carolina Biological [l Dell &) McKesson @ wsson

Project Number
|




Requisitions

Cart

Requisition REQUO00146

Dell 24 USB-CREG Hub Monitor - P2425HE;Dell Pro 24 Plus USB-C Hub Monitor - P2425HE

Sold By Dell Marketing L P

$195.85 EACH

Quantity

1

b

Taf

3 Self Service Procurement | |E] My Requisitions

Requisition summary i
Subtotal $195.85
Estimated Tax $0.00
Approval Amount $195.85
Description

Deliver to Location
Main Campus

Charge To

If instead, you want to change
ownership of a requisition, you will
not submit the order from your cart.

After preparing your cart, navigate to
“My Requisitions”



l Reassign requisition
Requisitions - Reassign

My Req UiSitionS Reassign To
Casey Leffel

Q. Search for requisitions

Entered By Taylor Borman 3 | | Submission Date This Quarter 4 | | Creation Date Today 2 | Category SIGNS, SIGN MATERIALS, SIGN MAKING EQ

Notify the assignee

5 items Requisitions i Lines | Li; ‘
REQUO00146 3/28/2025 E @
Draft Dell 24 USB-CREG Hub Monitar - P2425HE;Dell Pro 24 Plus USB-C Hub Monitor - P2425HE ® View Details at
. . . / Edit
From this screen, clicking the 3 Dots ]
. .. . O Duplicate
next to the requisition bar will open a
menu with the option to reassign.
The new owner will be able to edit O Reassign
the requisition and submit the order. L% View POF n Peay
® Cancel . .
REOU000140 Ringtree Jnlver5|ty
]E[ Delete

5 self Service Procurement  |[E] My Requisitions ' cart ()



Requisitions - Reassign
@ «

- Notifications Show All
Self Service Procurement

University | Austin Peay State University Central Receiving

- . , Search
Q.  Search for items or services

-

Mv recent requisitions Requisition REQUO00146 Entered by 2 minutes ago
Y q Taylor Borman Was Reassigned to You

Taylor Borman

oraft  Requisition REQUOOD 144 Pendingapproval  Requisition REQUOOD 145 Ordered  Requisition ‘ Diemi ‘
SMIsS
1 Line Requisition for Taylor True PO for mult ' '
1 Line 1 Line
Purcl ( .- .
v« Here we can see the notification

reation Dot S— ... sentand the Draft requisition now I
3/28/2025 3/27/2025 Lois Culv

appears in Casey’s list



REQUISITIONS

Managing your requisitions and orders.

AI’AIIStIII pPeay

State Unlver5|ty
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Requisitions - Manage

The “My Requisitions” screen is used
to search and manage your orders.

You can Withdraw, Edit, Delete, and

Q. Entered By Casey Leffel Search for requisitions

Submission Date This Quarter 36 oo . g ategory EQUIP MAINT/REPAIR SERVICEY

28items

REQUO00146

Draft

REQUO000145

Pending approval

REQUO000144

Ordered

REQUO00136

Approved

£ Self Service Procureme IE] My Requisitions J

submit Change Orders

Requisitions Lines ‘ o ‘
Entered By Casey Leffel 3/28/2025
Dell 24 USB-CREG Hub Monitor - P2425HE;Dell Pro 24 Plus USB-C Hub Monitor - P2425HE 1 EACH
Requisition for Taylor 3/28/2025

Entered By Casey Leffel

Requisition for Taylor 1 BOX ces

True PO for multi Period Accounting 3/26/2025
Entered By Casey Leffel

True PO for multi Period Accounting

) ) 25 EACH
Purchase Order: POU0000090 sold by Dickson Graphics

PA
Entered By Casey Leffel 3/24/2025

PA 1EACH D00 “ I eay

i g niversity




Requisitions — Edit/Update

My Requisitions
Q. Entered By Casey Leffel Search for requisitions Let 'S e d It t h e re q u I S It I O n

Submission Date This Quarter 36 Creation Date Last Month 19 | Category EQUIP MAINT/REPAIR SERVICES (GENERAL EQUIP) 6 Supplier O" t h at was ass | g ne d to C as ey,

38 items ‘ Requisitions Lines ‘ & |

REQU0O00146 Entered By Casey Leffel 3/28/2025 B

Draft Dell 24 USB-CREG Hub Monitor - P2425HE;Dell Pro 24 Plus USB-C Hub Monitor - P2425HE ® View Details

isiti Edit
REQUO000145 Requisition for Taylor /
Entered By Casey Leffel
[03 Duplicate

Pending approval Requisition for Taylor @

REQU000144 True PO for multi Period Accounting

Entered By Casey Leffel

Ordered True PO for multi Period Accounting

0 -
Purchase Order: POUOD000%0 sold by Dickson Graphics ~ Reassign
[ ViewPDF
REQUO00136 PA
Entered By Casey Leffel
PA ® Cancel
Approved I “
Approval Date: 3/24/2025
Ti Delete

N University

5 self ervice Procurement  |[E] MyRequisitions ' Cart )



Requisitions — Edit/Update

Cart

Requisition REQUO0D146

Dell 24 USB-CREG Hub Monitor - P2425HE;Dell Pro 24 Plus USB-C Hub Monitor - P2425HE
Scld By Dell Marketing L P

$195.85 EACH

Quantity
1

Now the requisition is in the
Cart, and it can be updated and

submitted.

B2 Self Service Procurement

IE] My Requisitions

v cart @D

Requisition summary

Subtotal
Estimated Tax
Approval Amount

Description

Requester
Taylor Borman

Deliver to Location
Main Campus

Destination Type
Expense

Charge To

V4

$195.85
$0.00
$195.85

A-A110001-701070-61600-400-000000-

00000000-000000-000000

Funds Status
Mot reserved

Budget Date

4/4/2025

| Peay

versity



Requisitions — Cancel

My Requisitions

Q,  Entered By Casey Leffel X Search for requisitions

Submission Date This Quarter 37

38 items

REQUO00146

Pending approval

REQUO000145

Pending approval

REQUO000144

Ordered

REQUO000136

Approved

£ self Service Procurement

Creation Date Last Month 19

Cancel requisition?

Category EQUIP MAINT/REPAIR SERVICES (8

Dell 24 US If you cancel requisition REQUO00146, all eligible lines will be canceled.

Entered By C

Dell 24 USI

Cancellation Reason

Requisitio
Entered By C

Requisitior

True PO fc
Entered By C

True PO fo

Purchase On

Don't Cancel Cancel Requisition

PA
Entered By Casey Leffel

PA
Approval Date: 3/24/2025

IE] My Requisitions

VY Cart

Requisitions can be cancelled
and drafts can be deleted from
the same menu.

Requisitions Lines

3/28/2025 es

View Details

Edit

S ©

View Approvers

]
{©

]

Duplicate

o7

View Document History

P

Reassign

| Peay

Cancel nversity

|7

®




Requisitions — Purchase Orders

My Requisitions

Requisition, Purchase A semen o euston

Order, Receipt, and = e [ o
Invoice documents are o—
all linked together in Reuooora7  10Sneh Ped WiFi 6465 - Siver ssprs e

Entered By Casey Leffel

10.9-inch iPad Wi-Fi 64GB - Silver

L
Ordered 1EACH “es
G OVS S u I t e . Purchase Order: POUOOO0091 sold by Apple Computer ﬁ

- _ .. ..~ ~3B-C Hub Monitor - P2425HE

e Entered By Casey Leffel e b o
Canceled Dell 24 USB-CREG Hub Monitor - P24 25HE; Dell Pro 24 Plus USB-C Hub Monitor - P2425HE 1 EACH ee
Cancellation Reason: oopsie
Requisition for Taylor .
REQUO00145 Entered By Casey Leffel 3/28/2025
Pending approval Requisition for Taylor 1BOX o
REQUO00141 Description Field Text 3/25/2025 we
Pending approval 22 x 26 Inch event posters 4 EACH 0oo
Pending approval 11 x 17 inch event posters 8 EACH ooa

B Self Service Procurement IE] My Requisitions Y Cart




Requisitions — Purchase Orders

My Requisitions

Q. POUD0O00DS X Search for requisitions

Requisition Status Approved 0 | | Line Status Approved 0

1item

REQUO00005 .
Purchase Order: POUOO0OO005 sold by Dell
Ordered Dell Wired Headset - WH3024 Marketing L P Y $45.62

Entered By John Hartsock

Requisition, Purchase Order,
Receipt, and Invoice
documents are all linked
together in Govs Suite.

You can drill down by clicking
B3 self Service Procurement  |[Z] MyRequisitions &/ ”VIeW Detalls”

Requisitions Lines | ‘ 4y ‘
1/23/2025 ‘ ‘
© View Details

0y

(Y)

)P

POF

o

/)
View Order

View Document History
View Life Cycle
Reassign

\iew PDF

|ay
ity
e



Requisitions — Purchase Orders

< RE QUOOOOOS View Document History

Requisition

Xa View Life Cycle
Entered By John Hartsock  Business Unit University  Creation Date 1/22/2025 = y
B¢ Reassign

[= ViewPDF

Description Justification

Dell Wired Headset - WH3024

Subtotal Estimated Tax Approval Amount NaV|gate to the Act|0ns menu
$45.62 $0.00 $45.62 . - . )
and click “View Life Cycle

» More information

Lines

Dell Wired Headset - WH3024 $45.62
Ordered ) 1 EACH e
Purchase Order: POUO000005 sold by Dell Marketing L P Approval Date: 1/22/2025

B3 Self Service Procurement  |[] My Requisitions Y/ Cart




Requisitions — View Life Cycle

< Requisition REQUO000005 Purchase Order POUOOOQO0QS5 ~

Life Cycle

Supplier Dell Marketing L P Open Date 1/23/2025  Total Amount 45.62 USD

In this example, we can see that
a Purchase Order has been
created, and an Invoice has been
- submitted.

Because a Receipt has not been
Line detais created, the “Fulfilled” is empty.

Requisition _— Ordered

PO Line ) . ) . b M
In Transi t In Receivin E Delivere d Delivery Date Ad d t I I t h
Description Line Amount  Quantity Schedule Amount (USD) Quantity I I O n a y’ We Ca n S e e e re I S
Dell Wired Headset - WH3 1 4562 USD 1EACH 1-1 4562  1EACH Requested 1/30/2025

a hold on the invoice because it
Related documents is waiting for receipt matching

Line Description PO Line- Invaoice Numb: Date Status atched Quantity Matched Amount Receipts Total Invoice

Schedule Amount t
Dell Wired Headset - WH3024 1-1 TIODOO5AA 1/28/2025 On Held (Receipt Re 1 EACH 45462 USD 45.62 USD A I Aus I“ I eay

State Un|ver5|ty

ement  |[E] My Requisitions



APPROVALS

Notification Bell and Alert Emails

AI’AIIStIII pPeay

State Unlver5|ty
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Requisitions - Notifications

The notification bell is a critical
point of communication.

Various updates will feed through
the notifications.

Approval notifications also

appear here.

="
= GOVSSUITE AN O @

Nt

Notifications

® ACTION REQUIRED 27 minutes ago

Approve Reguisition REQUOCO146

aace\ening, Taylor

Casey Leffel Approve

ACTION REQUIRED
Lurement

Approve Requisition REQUOD0145

Casey Leffel

ACTION REQUIRED

ays ago

Approve Reguisition REQUOCO140

Casey Leffel e

AFPROVED

S —

Expense Report Approval EXPO00014177525 for Taylor Borman (1.454.67 USD)

Taylor Borman

FYl

3062 Implemented

Emergency Contacts Lois Culwell

Load More ltems 1-5 items

1 -ation Chart

g My Activity Center

[ )
By public info M

Personal My Activity Center Celebrate
Information

L}

WA, Change Photo



Requisitions - Approvals

P
GOVS SUITE

N

To approve a requisition, the
easiest way is through the
notification.

Click the requisition number to
view the document.

) : _
ﬁﬂ"]] Family and Emergency Contacts Taylor Borman

-
—— vy Organizati
= My Organization Chart

[ ]
b My Activity Center

A B0 ®

‘ Notifications Show Al

® ACTION REQUIRED 1 minute ago

Approve Reguisition REQUOCO4T

Taylr

Casey Lefiel

ACTION HEQUIRED 36 minutes ago
Approve Reguisition REQUOCOT4E

Casey Lefiel

ACTION REQUIRED Yesterday
Approve Reguisition REQUOC0T45

Casey Lefiel

ACTION REQUIRED
Approve Reguisition REQUOCC140

Casey Lefiel

APPROVED

Expense Report Approval EXFO00014177525 for Taylor Borman (1.454.67 UsD)

Load More Items  1-5 items



Requisitions

Approve Requisition REQU000147 Actions v  Approve ~Reject

- A requisition summary Reqeistion Appeoval
is provided and can be AL2.00°CSD
. Borman, Taylor
approved or rejected.

10.9-inch 1Pad Wi-F1 64GB - Silver

Entered By Leffel, Casey

Requisition REQU000147

Lines

10.9-inch iPad Wi-Fi 64GB - Silver 419.00 USD
1x419.00 USD

Charge Account A

A110001-701070-61600-400-000000-00000000-000000-00000
0




RECEIVING

Creating receipts for purchase order items

AI’AIIStIII pPeay

State Unlver5|ty

CLARKSVILLE @TENNESSEE



Receipts

&~
Contract Management
Order Management

Supply Chain Execution

Receiving has its own
dedicated section.

Links can be found
through the navigator or
the home screen.

BT T TTT SR

Procurement

1@ Purchase Requisitions (New)
My Receipts (New)

@ Suppliers

My Enterprise

Tools

Configuration

Others

%) Purchase Agreements

& Negotiations

Purchase Orders
Catalogs

Show More

&

nfiguration

&'

Purchase
Agreements

Others

B E

Purchase Orders My Receipts (New)

Suppliers

N v B D

CL




Receipts

Q,  Expectedinthepast X Try a requisition, item, or supplier

Expected Date 3/28/2025 - 3/28/2025  Requisition REQUO00064 2

Note the business unit in
the top. You must switch 6 resuls

between
University/Foundation
depending on the PO

OJ 6 items

Purchase Order POUO00004 2
11-inch iPad Pro Wi-Fi 12BGB - Space Gray
1 EACH

D From Apple Computer

Expected on 2/26/2025

Purchase Order POUOD00053

The “Orders to Receive” BELL SHAPE EAR PLUGS
M M ° D :l'zﬁiﬁﬁjicien"f’c Company LLC
page is used to identify et
orders for which you have R
n Ot Created rece | ptS ) ;ILﬁézhoirllJ;;dC;rﬁ%:;i + Cellular 128GB - Space Gray

D From Apple Computer

Expected on 3/10/2025

Expected on 3/10/2025

Gb Orders to Receive Eh My Receipts




Receipts

A
Welcome to Production

— GOVS
— SUITE

Orders to Receive Foundation v

Q Try a requisition, item, or supplier

Th e S e a rC h h e re Ca n b e Expected Date 2/2/2026 - 222026  Document Type Purchase order 5 xclude 2-Way Match Orders 5 More Filters
finicky. The easiest way to

get all lines available is to
click the field that says
“Requester (your name)”

You're up to date on your receipts.



Receipts

After clicking “Requester
Lynne Halliburton,” we see
all of the open PO lines
under the business unit

selected = University.

Expected Date 2/2/2026 - 2/2/2026

Orders to Receive University v

Expected on 8/16/2024

Please see attached C-24-0762. The term for this P

From

1.500 EA

Receive Now @

Parmially recetved
Expected on 8/11/2025

Canon copier color copies

9,277 EA

Receive Now

1, or supplier

Expected on 9/20/2024

C-25-0183 Coaching Sessions for 6 leaders Aug. - N

9,700 EA
Receive Now Fjl

Expected on 8/11/2025
Cannon Copier FY 25-26 Model: (5840 /Serial 3kg03569

& MO

Receive Now EI

Document Type Purchase order & Exclude 2-Way Match Orders 5 Purchase Order POU0001237 3 More Filters

Expected on 8/11/2025
Canon copier B & W copies

I—.fc:-:
4120 EA

Receive Now @

Lb OrderstoReceive  [E My Receipts



Receipts

Orders to Receive University v

Q, Requester Lynne Halliburton 3¢ Try a requisition, item, or supplier

Expected Date 2/2/2026 - 2/2/2026  Document Type Purchase order 5 Exclude 2-Way Match Orders 5 Purchase Order POU0001237 3 More Filters

Available PO lines to receive

Expected on 8/16/2024 Expected on 9/20/2024
. | | d Expected on 8/11/2025
W I a p p e a r a S Ca r S . Please see attached C-24-0762. The term for this P C-25-0183 Coaching Sessions for 6 leaders Aug. - N Canon copier B & W copies

ase Order P2301464 Purchase Order P2502853 Purchase Order POUGD0T 237

Using the @ iconin the
bottom right corner of the ook oTOER
card will open the detailed RecenveNow 2 Receve N =

receiving
Pty ecovd

o7 U @Eliple, v il o e e, e RO
create a partial receipt for
the Canon Copier Lease ——_

9,277 EA 6 MO [

Receive Now Receive Now =

Lb OrderstoReceive  [E My Receipts



New Receipt Cancel
F rom h e re’ we can Cannon Copier FY 25-26 Model: C5840/Serial 3kg03569
enter the specific Canon UsA nc 2vo oMo
amount/quantity to e e —
recelve.
. Add details of your receipt
Since we only want
to receive 1 Month 6 v ~ |l Mo -
for the copier lease,
we need to update Altachments
the quantity from 6 SRR | N
to 1 . Select or drop files here
URL Add URL
Receipt details
Tracking Mumber :lll: Packing Slip :|||: ﬁ;‘z‘z}ztgsg 013 AM E“,@‘r




Receipts — Partial Receipts

New Receipt

|

Enter 1 in the “Receipt

[ ” [
Quantity field Cannon Copier FY 25-26 Model: C5840/Serial 3kg03569
Supplier Order Quantity Quantity Received to Date
Canon USA Inc 12 MO 6 MO

Additionally, if you have T oMo
documentation tq attaCh, Add details of vour receint
you can add that invoice __
to the attachments. ¥ A MO i
Note — that invoices still
need to be emailed to aaee
Accounts Payables

URL Add URL

Receipt details
Tracking Mumber i Packing Slip i 3;‘5}38‘3‘; 9:13 AM i)

Motes



Receipts — Partial Receipts

_ GOVS

~ SUITE
On the ”My Receipts” tab My Receipts University v
at the bottom, this page ==
Wi” ShOW you receipts Receipt Date 2/2/2026 - 2/2/2026  Document Type Purchase order 40  Received By Lynne Halliburton 40
that have been created. e
Now we can see our new
receipt that was just Canoon Copls F¥ 2626 Model 5040/ Seri 3405505 | | Canom coplcoorcopes

created for 1 MO of
Canon Copier Lease. ey

Received Quantity Received Quantity

1MO 2,146 EA

Received on 1/13/2026

Cannon Copier FY 25-26 Model: C5840/Serial 3kg03569

Requisition REQUO01535 19 | More Filters

Received on 1/13/2026

Canon copier B & W copies

Receipt 6834

From Canon USA Inc

Recejved Quantity

2,064 EA

;b Orders © RECEi My Recejpts _



Receipts — Partial Receipts

— GOVS
~ SUITE

My Receipts University v

Let’s say we need to edit
or zero out this receipt
because it was created in
error.

Q.  Try areceipt, item, or supplier

Recent receipts

Received today

Start by clicking the card
of the receipt you want to
Ed it . Receipt 7464 " _

From Canon USA Inc

Cannon Copier FY 25-26 Model: C5840/5Serial 3kg03569

Received Quantity

1MO

Received on 1/13/2026

Cannon Copier FY 25-26 Model: C5840/Serial 3kg03569

Receipt Date 2/2/2026 - 2/2/2026 Document Type Purchase order 40

Received on 1/13/2024

Canon copier color copies

Receipt 6835

From Canon USA Inc

Received Quantity

2,146 EA

Received By Lynne Halliburton 40

Requisition REQUO01535 19 | More Filters

Received on 1/13/2026

Canon copier B & W copies

Receipt 6834

From Canon USA Inc

Recejved Quantity

2,064 EA

;b Orders © RECEi My Recejpts _



Receipts — Partial Receipts

Now that the receipt i

open, click the 2 pencil
next to the received
guantity to update the o

receipt. e P

Receipt Date
1 MO 2/2/2026 9:13 AM

Cannon Copier FY 25-26 Model: C5840/Serial 3kg03569

Supplier Order Quantity
Canon USA Inc 12 MO

Not happy with the item?

Returm

Attachments

Mo attachments were added to this receipt.

Additional details

Tracking Number Packing Slip

Additional information

Context Value

Order details



GOVS
~ SUITE

My Receipts University v

Q  Try a receipt, item, or supplier

Receipt Date 2/2/2026 - 2/2f2026 | Document Type Purchase order 40  Received By Lynne Halliburton 40  Requisition REQUO01535 19 | More Filters

Recent receipts
Received today Received on 1/13/2026 Received on 1/13/2026
Cannon Copier FY 25-26 Model: C5840/Serial 3kg03569 Canon copier color copies Canon copier B & W copies
Receipt 7464 m Receipt 6835 Receipt 6834
From Canon USA Inc {”1 Receipt T464 J From Canon USA Inc From Canon LISA Inc
Received Quantity Received Quantity Recewved Quantity
1 MO 2,146 EA 2,064 EA

Received on 1/13/2026

Cannon Copier FY 25-26 Model: C5840/Serial 3kg03569

Cb Orders to Receive My Receipts




Q

< Receipt 7464

Cannon Copier FY 25-26 Model: C5840/Serial 3kg03569

Supplier Order Quantity
Canon USA Inc 12 MO
Receipt details

Received Quantity j

1MO Update details of your receipt

Mot happy with the item? Revise ity ~

Return

2/2/2026 921 AM

Attachments

No attachments were added to this rece

Additional details

Tracking Number

MNotes

Additional information

Context Value

Order details



< Receipt 7464

Cannon Copier FY 25-26 Model: C5840 /Serial 3kg03569

Supplier Order Quantity
12 MO
Receipt details
Received Quamnt ity / Receipt Date
O0MO =4 27272026 913 AM

No quantity of this item is left for return

Tk

a I ‘ Attachments

yc MNo attachments were added to this receipt.

YC Additional details

re Tracking Mumber Packing Slip [}
O r MNotes

IN

Additional information

Context Value

Order details /

Description Supplier ltem
Cannon Copier FY 25-26 Model: C5840/Serial 3kg03569 © Receipt 7464 updated X




Receipt Date 2/2/2026 - 2/2/2026

My Receipts University v

Q. Tryareceipt, item, or supplier

Recent receipts

Recefved today

Cannon Copier FY 25-26 Madel: C5840/Serial 3kg03569

Receipt 74564

From Canon USA Inc

't

0 MO

P L
Received Quantity

Received on 1/13/2026

Cannon Copier FY 25-26 Model: C5840/Serial 3kg03569

Receipt 6833

From Canon USA Inc

Received Quantity

Document Type Purchase order 40

Recelved on 1/13/2026

Canon copier color copies

Receipt 6835

From Canon USA Inc

Heceived Quantity

2,146 EA

Received By Lynne Halliburton 40

Requisition REQUO0O1535 19 More Filters

Received on 1/13/2026

Canon copier B & W copies

Receipt 6834

From Canon USA Inc

Bl el PN
Received Quantity

2,004 EA



QUESTIONS?

Pat Walton, waltonp@apsu.edu
Lois Culwell, culwelll@apsu.edu
Casey Leffel, leffelc@apsu.edu
Kimberly Willis, willisk@apsu.edu
Jess Verrillo, verrilloj@apsu.edu

AP SR

CLARKSVILLE @TENNESSEE
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