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REQUISITIONS, PURCHASE ORDERS,
RECEIVING, & CONTRACTS

Govs Suite




WELCOME!

Please jot down your questions and hold until the
end of the presentation.
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Agenda

- Govs Suite Quick Tour
- New Suppliers

- Creating Requisitions
- Editing Requisitions

+ Purchase Orders

- Change Orders

- Receipts
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GOVS SUITE QUICK TOUR

Accessing the Procurement Module

AI’AIIStIII Peay
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Govs Suite Login

Sign In

Oracle Applications Cloud

Company Single Sign-On
ar

Sign In

o 2 AFA“S““ Pﬂay

State Unlver5|ty




Govs Suite Home Screen

= GOVSSUITE ANy B @ w©

Good morning, Taylor Borman

QUICK ACTIONS

Personal Details

b

Connections Journeys

Identification Info

Contact Info

Family and Emergency Contacts ° I*

Time and Career and

My Organization Chart 3
Absences Performance

My Activity Center

@ ol w

My Public Info e

Personal My Activity Center Celebrate
(:ha nge PhOto lnrorrnatlon r A“ st I n P e av

State Unlver5|ty

Share Data Access
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Govs Suite Navigating to Procurement

&~ Show More

Q Home

Me W
Sales 4
Procurement ~

E Purchase Requisitions (New)

Tools W

Others R

norning, Taylor Borman

Curement

bitions (New)

m

Tools

Others

w

Purchase
Requisitions (Mew)

AFPROVED

Expense Report
Approva
EXP000014177525 for
Taylor Borman...

Taylor Borman

Dismiss

Jr

Document (Purchase
Order) P2503062

Implemented

Lois Culwel

Dismiss

N B P mw

Docun
Order)
Impler

Lois Culwe

Dism
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Procurement Page

Self Service Procurement Actions ~ | | @) Preferences

University | Austin Peay State University Central Receiving

Q, Search for items or services

My recent requisitions

Srdered  Requisition REQUDOCOSS Ordered  Requisition REQUOOO 147 Canceled  Requisition REQUDOD 146 Pendingapproval  Requisition REQLIDOO145
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 Order POUDODD039 Purchase Order POUDD00OS1 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 = Apple g < cDwW

Carolina Biological % Dell @ McKesson mreson



NEW SUPPLIERS

Merchants, Vendors, Contractors, etc.

AI’AIIStIII Peay
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New Supplier Registration Process

Supplier registration will now be facilitated through a supplier portal in Govs Suite.
New supplier requests can still be submitted to Procurement through GOVSTECH.

If a department wishes to expedite the registration process, they can refer the
supplier to the registration link and instructions on the apsu.edu/procurement
webpage.

Procurement will directly assist suppliers with the registration process if they
encounter any challenges.

Once registered and approved, Procurement will notify any departments/individuals
that were provided by the supplier as a reference.

AI’AIIStIII Peay
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New Supplier Registration Page

Plac. cor .p'r, .:é me here

Supplier Registration

Suppliers can register
directly with APSU now!

Enter your email

Get a one-time access code to start.

Email

Oracle Applications Cloud

Company Single Sign-On

uuuuuu

I?’AIIStIII Peay
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New Supplier Registration Page

® a. YES
O b.NO

If you refer a supplier for
registration, please remind
it s e them to provide your

- Company et name/department.

@ b.NO

1.a.1. State Supplier's Country
Required

. This will help us update

3. Do you have any contact in APSU?

= o you when they are in the
a. YES
O b\ D system.

Business Classifications

Required

Bank Accounts

Products and Services

End of Section 1of 1 ) .
/] Austin Peay
pdated just now ave

State Unlver5|ty




Supplier Portal

Suppliers can manage their profile changes and updates in the portal including
addresses and ACH details.

In the portal, suppliers are able to directly Invoice against their Purchase Orders,
which go directly to Accounts Payable.

Requisitioners will receive a hold notification in Govs Suite if a Purchase Order is
Invoiced but does not have Receipts.

If a supplier sends you an email or paper invoice, please contact Accounts Payable for
further instructions.

AI’AIIStIII Peay
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REQUISITIONS

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

AI’AIIStIII Peay
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Requisitions

From the Navigator Menu

Click Procurement

Click Purchase Requisitions rocurement petrm = | | © P

”

«— Show More

Sales

Procurement

E Purchase Requisitions (New)
-}

Tools

Others

University | Main Campus

Q. Search for items or services

My recent requisitions

Draft Requisition REQUOOO 141

Creation Date

A 3/25/2025

. 1

-Requisition Forms

American Paper and Twine

Apple [ CDW

@ Self Service Procurement IEI My Requisitions L! Cart



Requisitions

Setting Preferences

The appropriate BU (Business
Self Service Procurement e Unit) must be selected prior to

University | Main Campus

Q. Search for items or services e n te ri n g a re q u i Sit i O n .

My recent requisitions

DiEft  Requisition REQUODD 147

Creation Date PrEfEfE"EEE
3/25/2025
Featured categories RE'q uisitioni ng BU
-Requisition Forms American Paper and Twine Requisitioning BU -
University
Apple €3 cow University

-] .
£ Self Service Procurement IE] My Requisitions Y Ccart FDU ndﬂt]@n



Requisitions

Self Service Procurement Actions ~ | | @) Preferences

University | Austin Peay State University Central Receiving

Q, Search for items or services

My recent requisitions

Srdered  Requisition REQUDOCOSS Ordered  Requisition REQUOOO 147 Canceled  Requisition REQUDOD 146 Pendingapproval  Requisition REQLIDOO145
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 Order POUDODD039 Purchase Order POUDD00OS1 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 = Apple g < cDwW

Carolina Biological % Dell @ McKesson mreson



Requisitions

< =-Requisition Forms

Clicking “Requisition o
Forms” takes you to the

Search for items or services

Business Meal, Payment | ‘ |
Auth, Noncatalog, and
CO n t rac t Re q ues t fo rms Business Meal Form (U) Payment Authorization (U)
Featurad categories | Create Request | | Create Request |
-Requisition Forms m
») Noncatalog Requisition (U) Contract Request (U)
(oo | (Come o |

E Self Service Procurement

IE] MyRequisitons & Cart



Requisitions Fill out the line item information

c reate Req u est Cancel Add to List

Noncatalog Requisition (U)

ltem Description
22 x 26 inch event posters

ltem Type Category -

Goods SIGNS, SIGN MATERIALS, SIGN MAKING EQUIPME @
Pricing

Quantity UoM -

4 EACH

Price Currency

$26.00 usD




ReqUiSitionS - Select the supplier. Add any notes or attachments needed.

Source

Agreement Type A ¢ -
Contract Purchase Agreement greemen
Supplier - Supplier Site -
Dickson Graphics 3004 Highway 4-AP-1
Supplier Contact - S lier It
Cody Crawford upphieritem
Manufacturer
Manufacturer ‘ ‘ Manufacturer Part Mumber (;\

Additional information

Notes

Note to Supplier
Please see attached Quote

— AI’AIISIIII peay

e | State University
. Dragand Drop CLARKSVILLE € TENNESSEE

Select or drop files here.




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.

o Add to Cart

Create Request

Noncatalog Requisition (U)

@ Confirmation X
Item Description

22 x 26 inch event posters ReqUES‘t added to cart

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

e f

Create another request
Item Type

Goods [ s, AN MIARING TRV VIE
Pricing
Quantity UoM -
4 EACH
Price Currenc y
$26.00 usD

AI’AIIStIII Peay

State Unlver5|ty



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

cart Actions

Requisition REQUO00141

22 x 26 inch event posters REI."I.IISItIﬂII summary 4
Sold By Dickson Graphics
TR Subtotal £104.00
5 i o Estimated Tax 30.00
uantity
4 b O 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 'ea
3/26/2025

rsity



Requisitions

Cart

Requisition REQUO00141

22 x 26 inch event posters Rqu.IISItIolI summary b
Sold By Dickson Graphics
$26.00 EACH Subtotal $200.00
o i it Estimated Tax $0.00
uantity
4 ‘ b o mo Approval Amount $200.00

Description

Deliver to Location 0
Here, line items can be adjusted, duplicated, or removed. Main Campus G

Charge To
A-

Individual/Split FOAP accounts can also be applied to each line. T T TR I

Funds Status
Not reserved

Budget Date
3/26/2025




Delivery and Billing Details e

Requisitions [EGESESE

Line Description
22 x 26 inch event posters

Quantity
4

Eb lEI m Delivery

Requested Delivery Date @ Deliver-to Location -

4/2/2025 Austin Peay State University Central Receiving

Deliver-to Address

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

Clicking the truck O trgen

icon takes you to the

Dellv.ery and Billing -

D et a I I S (] Total Percentage Total Amount Total Quantity

e, . 100 $104 4
In the Billing section,
the 3 dots Will aI IOW ii:;\i?lu‘iia:):ﬂ—7010?0—()1600—400—OODODO—ODODOODO—(H)ODOO—OODOUO
you to edit/split the -

100 $104 4

FOAP. o

Billing



Distribution 1

Requisitions

Amount
$52.00

Percentage Budget Date
50 3/26/2025

COS

- The Quantity Fields at the top
. ] Charge account
a | IOW yo u to S pI It t h e I I n e giaﬁr\ﬁ:(-)n(})O1—7010'?0—'?4110—450—000000—00000000—000000—000000 E

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

Future 000000 Default Future Value




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

Amount
2 $52.00

Budget Date
A AL

Project costing

Project Mumber

Charge account

Charge To E
A-AT10001-701070-74110-450-000000-00000000-000000-000000

A250013 Task Number -
. Required

Expenditure ltem Date Expenditure Type -
Required Requirsd

Expenditure Organization - Contract Number
Required '

Funding Source




Distribution 1

Requisitions

Quantity Amount

2 $52.00

Percentage Budget Date

50 ‘ 3/26/2025 ‘
Project costing

Project Mumber

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

Charge account

Charge To E
A-AT10001-701070-74110-450-000000-00000000-000000-000000

Combination details tional information

- You can also search by
description if you do

Value Description

Segment

Entity A Austin Peay State University
n Ot kn OW th e Va I u e 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

Cart

Requisition REQUO00141

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

View details

22 x 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

]

I Funds check results

S
Check Funds
.B. View Approvers
Requis tion s )
View PDF
Subtotal $ 00
Estimate  Tax Save for Later $0
Approva Amour $ 00

Description
Description Field Text

Justification
Justification Field Text

Deliver to Location
Varies by line

Charge To
Multiple

Funds Status
Not reserved

Budpget Date
3/26/2025

-4
Requisition REQUOCD 141
Transaction lines
Al (2) Passed (1) Failed (1) Warning (0) ‘

~ 22 26inch event posters
Impacted control budgets

@ University Budget
Insufficient funds

Budget Manager
Jacklyn Milam

Budget Account
A-A110000-701070-74-450

Budget Period
Fy-2025

Requested Project Burden
$52.00 Mo

@ University Budget

Passed budgetary control validation

Budget Manager

Jacklyn Milam

Budget Account
A-A110001-301005-74-450
Budget Period

FY-2025

Requested F'roi ect Burden
£52.00

I’AllStlll Peay

State Unlver5|ty



Requisitions

Cart

Requisition REQUO00141

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

View details

22 x 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

]

I Funds check results

S
Check Funds
.B. View Approvers
Requis tion s )
View PDF
Subtotal $ 00
Estimate  Tax Save for Later $0
Approva Amour $ 00

Description
Description Field Text

Justification
Justification Field Text

Deliver to Location
Varies by line

Charge To
Multiple

Funds Status
Not reserved

Budpget Date
3/26/2025

-4
Requisition REQUOCD 141
Transaction lines
Al (2) Passed (1) Failed (1) Warning (0) ‘

~ 22 26inch event posters
Impacted control budgets

@ University Budget
Insufficient funds

Budget Manager
Jacklyn Milam

Budget Account
A-A110000-701070-74-450

Budget Period
Fy-2025

Requested Project Burden
$52.00 Mo

@ University Budget

Passed budgetary control validation

Budget Manager

Jacklyn Milam

Budget Account
A-A110001-301005-74-450
Budget Period

FY-2025

Requested F'roi ect Burden
£52.00

I’AllStlll Peay

State Unlver5|ty



Requisitions

:

Cart

Requisition REQUO00141

Requisil . I

wwa ° After resolving any budgetary
Estimated

22 x 26 inch event posters

me.1SSUES, the Requisition can be
S __ submitted!

Quantity Descriptiol
4 B O

© The requisition passed the funds check process. X

View details

Justification
Justificatic

Defiver to Location

Austin Peay State University Central Receiving Deldiver to Lo 9 Confirmation X
Varies by |i
Charge To Requisition submitted

Multiple Requisition REQUO00147 was submitted for approval \iew requisition

Funds Status

11 x 17 inch event posters Not reserved

Sold By Dickson Graphics

$12.00 EACH
Quantity
8 b O o

Deliver to Location
Main Campus

State Unlver5|ty

Budget Date
3/26/2025




CONTRACTS

Amanda Phillips

Contracts & Reporting Specialist
phillipsag@apsu.edu
931-221-7022

AI’AIISIIII Peay

State University

CLARKSVILLE € TENNESSEE

Corey Harkey

Associate General Counsel

harkeyc@apsu.edu
931-221-7584



~ovs sulte CONTRACTS NAVIGATION

(Select Procurement)

¢ Fixed Assets Procurement My Enterprise Tools Configuration
QUICK ACTIONS

-7t B D i ©

Directory Connections lourneys Time and
Absences

Identification Info

Contact Info

Family and Emergency Contacts Ii [ ] o .I'

M =

My Organization Chart Career and Personal My Activity Center Celebrate Touchpoints
Performance Information

My Activity Center

e o 3 i f

Eenefits Current Jobs Wellness Personal Brand Voluntearing
Change Photo

Share Data Access

> E

Safety Incidents Web Clock My Expenses

Document Records

Show More




F =

GOVS SUITE

< Fixed Assets

Procurement

QUICK ACTIONS

GE Process Requisitions
:_: Purchase Orders

uuu Purchase Agreements
Apgd# Suppliers

Requisition Lines

Show More

CONTRACTS NAVIGATION

(Select Purchase Requisitions (New))

My Enterprise Tools

APPS

L4

Purchase
Requisitions {Mew)

Catalogs

Configuration Others

e B

Purchase Purchase Orders
Agresments
({ })
TV
Suppliers

B

hy Receipts {MNew)

il

Megotiations



F CONTRACTS NAVIGATION
6 O\/S SU |TE (Select Requisition Forms)

g’

Featured categories

-Requisition Forms S American Paper and Twine iY== Apple (S cbw
vy

Dell © McKesson




F =

GOVS SUITE

e’

Business Meal Form (U)

Create Request

Contract Request (U)

Create Request

CONTRACTS NAVIGATION

(Select Contract Request Form)

Payment Authorization (U)

Create Request

Noncatalog Requisition (U)

Create Request




F =
covssuite  CONTRACT REQUEST FORM

V (Fill in Description & Pricing)

c re ate Req u est Cancel Add to List

Contract Request to PO For Request Based Services (U)

Item Description

Required

ltem Type Category
Rate Based Services Contract Request
Pricing
Quantity UomM -
1 EACH
‘ Price ‘ Currency

A TAN AT 11T



F CONTRACT REQUEST FORM
G O\/S SU ITE (Fill in Supplier Information)

e’

Source

Agreement Type
Contract Purchase Agreement

Apreement

Supplier Site
Supplier - P

Supplier Contact Supplier ltem



F =

covssulte  CONTRACT REQUEST FORM
V (Fill in Contract Information)

Additional information

Contract / Agreement Description

What Service or Product(s) will contractor be providing?

Serivce or Contract Start Date

Service or Contract End Date

Mumber of Renewals

Person with department designated to monitor Contract

Phone

Email

Frequency Contract Monitoring

Total Contract Amount (including renewals)




F =
covssuite  CONTRACT REQUEST FORM

V (Fill in Department Information & Type of Contract)

Requesting Department & Contract Information

Department Name Dept Contact Person Name

Phone Number Campus Box

Email Address Type of Contract / Agreement -
Type of Contract Descriptions
(O Academic Agreement O Installed on APSU computer
O Cinical Affiliation @® Software as a Service

O Dual Services

(O Game Agreements

O Memorandum of Understanding
(O Personal / Professional

(® Software/Hardware Purchase

(O Use of Off Campus Facilities



F ="
covesuite CONTRACT REQUEST FORM

V (Add Attachments & Add to Cart to Submit)

Attachments

Category
Internal to Requisition

- Drag and Drop
Select or drop files here.

Add to List Add to Cart




e E
BREAK TIME — Back at 11!

- What’s next?

- Notifications and Approvals * Purchase Orders and Life Cycle

- Creating Requisitions for Another - Creating Receiving Reports (Receipts)
Employee - Correcting Receipts

- Reassigning Requisitions - Partial Receipts

- Updating/Editing Requisitions
- Deleting Requisitions
- Change Orders

AI’AIISIIII Peay

State University

CLARKSVILLE €D TENNESSEE



REQUISITIONS

Notifications and Approvals

AI’AIIStIII Peay

State Unlver5|ty

CLARKSVILLE €D TENNESSEE



Requisitions - Notifications

F
— GOWVSSUITE

e

aVata \/er“ng'f Taylor Approve Reguisition REQUOCG46

The notification bell is a critical
point of communication.

Various updates will feed through
the notifications.

Approval notifications also
appear here.

Notifications

® ACTION REQUIRED 27 minutes ago

Casey Leffel

@® ACTION REQUIRED Yesterday
Lirement O

Approve Reguisition REQUOD0145

Casey Leffel

ACTION REQUIRED
Approve Reguisition REQUOD0140

Casey Leffel

APPROVED

Expense Report Approval EXPO00C14177525 far Taylor Borman (1,454.67 USD)

Taylor Borman

FY1

Emergency Contacts Lois Culwell

Load More Items  1-5 items

= tion Chart

g My Activity Center

[ )
By pubic info M -

III Change Photo

o w

Perzonal iy Activity Center Celebrate
Information



Requisitions - Approvals

F ="
= GOVSSUITE

Nt

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

Click the requisition number to
view the document.

1) . ~
ﬁ""]] Family and Emergency Contacts Taylor Borman

L ]
[l Wy Oraanizati
L My Organization Chart

[ ]
b My Activity Center

A B8 ®

‘ Notifications Show Al

® ACTION REQUIRED 1 minute ago

o

Tayl ' r Approve Reguisition REQUOOO4T

Casey Lefiel

ACTION REQUIRED 36 minutes ago
Approve Reguisition REQUOON46

Casey Lefiel

ACTION REQUIRED Yesterday
Approve Requisition REQUOD0T45

Casey Lefiel

ACTION REQUIRED 2 days ago

Approve Reguisition REQUO00T40

Casey Lefiel

AFPROVED

Expense Report Approval EXPO00CN4177525 for Taylor Borman (1,454.67 USD)

Load More Items  1-5 items



Requisitions - Approvals

+ A requisition summary
will pop up for review.

- Then approve/reject
the requisition.

Approve Requisition REQU000147

Requisition Approval
419.00 USD

Borman, Taylor
10.9-inch 1Pad Wi-Fi 64GB - Silver

Entered By Leffel, Casey

Requisition REQUO000147

Lines

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

Charge Account A

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

Actions v Approve  Reject




REQUISITIONS

Creating requisitions for other employees to review or submit.

AI’AIIStIII Peay

State Unlver5|ty
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ReqUiSitionS Changing the Requestor field in

your preferences will send your
Self Service Procurement . el
University | Main Campus req uisition to the person to
Q.  Search for items or services a p p rove afte r yo u S u b m it .

Preferences

My recent requisitions

. . Requisitioning BU
B oo This example will route the : =
.. . o _0np0 Requisitioning BU
Description Field Tex requisition to Taylor Borman to University v
approve after it has been _
Date Submitted . DE]I‘.FEr'y'
3/26/2025 submitted | —
Taylor Borman v
Featured categories Deliver to Location
| Austin Peay State University Central Receiving
-Requisition Forms ;‘:‘i::c"’“ Paper and = Apple (4 cow |§ Destination Type
Expense v
|
_ | Project costing
Carolina Biological E Dell (o) McKesson 0 s

Project Number
|




Requisitions - Reassign <O
Cart el ¢ |

Requisition REQUO00D146

Dell 24 USB-CREG Hub Monitor - P2425HE:Dell Pro 24 Plus USB-C Hub Monitor - P2425HE Requisition summary 4
Sold By Dell Marketing L P
$195.85 EACH Subtotal $195.85
' 0 i . Estimated Tax $0.00
uantity
1 b Approval Amount $195.85

)

Description

Deliver to Location
Main Campus

Charge To

If 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”

B3 self Service Procurement [l |E] My Requisitions




Requisitions - Reassign m—

My Requisitions 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

Motify the assignee

5 tems Requatons | Lnes | | & |

REQUO000146 3/28/2025 B @
Draft Dell 24 USB-CREG Hub Monitor - P2425HE;Dell Pro 24 Plus USB-C Hub Manitor - P2425HE ® View Details

From this screen, clicking the 3 Dots a

next to the requisition bar will open a o o

menu with the option to reassign.

The new owner will be able to edit S Reassign

the requisition and submit the order. L& View PO n Peay
REQUO00140 Ringtree z :m' Jniversity

5 self service Procurement  |[E] MyRequisitions ' cart )



Requisitions - Reassign
(1 @ «

3

- Notifications Show All
Self Service Procurement

University | Austin Peay State University Central Receiving

- i _ Search
Q. Search for items or services

-

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

Taylor Borman

Draft  Requisition REQUODO 144 Pending approval  Reguisition REQUOOD145 Ordered  Requisition ‘ Dismiss ‘
1 Line Requisition for Taylor True PO for mult ' '
1 Line 1 Line
Purchase ( Y o H
Here we can see the notification
.. sentand the Draft requisition now |
3/28/2025 3/27/2025 Lois Culy

appears in Casey’s list



REQUISITIONS

Managing your requisitions and orders.

AI’AIIStIII Peay

State Unlver5|ty

CLARKSVILLE €D TENNESSEE



Requisitions - Manage

Q, Entered By Casey Leffel Search for requisitions

Submission Date This Quarter 36 =t - - ategory EQUIP MAINT/REPAIR SERVICEY

38 items

REQUO00146

Draft

REQUO000145

Pending approval

REQUO000144

Ordered

REQUO00136

Approved

£ Self Service Procureme IE] My Requisitions J

Entered By Casey Leffel

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

Requisition for Taylor
Entered By Casey Leffel

Requisition for Taylor

True PO for multi Period Accounting
Entered By Casey Leffel

True PO for multi Period Accounting
Purchase Order: POUQ0OD0020 sold by Dickson Graphics

PA

Entered By Casey Leffel
PA

Avmmemiem] Miadn- T /34 /3000

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

You can Withdraw, Edit, Delete, and
submit Change Orders

Requisitions

3/28/2025

1 EACH

3/28/2025

1 BOX

5/26/2025

25 EACH

5/24/2025

1 EACH

S niversity



Requisitions — Edit/Update

My Requisitions
Q. Entered By Casey Leffel X Search for requisitions Let ’S e d It th 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 W a S a S S i g n e d t O C a S ey'

38 items ‘ Requisitions Lines ‘ &, ‘
REQUO00146 Entered By Casey Leffel 3/28/2025 E
Draft Dell 24 USB-CREG Hub Monitor - P2425HE;Dell Pro 24 Plus USB-C Hub Monitor - P2425HE ® View Details
Requisition for Taylor / Edit
REQUO00145
Entered By Casey Leffel
[(3 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: POUODO0090 sold by Dickson Graphics ~ Reassign
[ ViewPDF
REQUO00136 PA
Entered By Casey Leffel
PA ® Cancel
Approved
Approval Date: 3/24/2025
Til Delete

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



Requisitions — Edit/Update

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

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

submitted.

E Self Service Procurement

IE] My Requisitions

\_=_-' Cart o

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

Submission Date This Quarter 37

REQUO000146

Pending approval

REQUO000145

Pending approval

REQUO000144

Ordered

REQUO000136

Approved

2 Self Service Procurement

IE] My Requisitions

Entered By €

Dell 24 US| i )
Cancellatic

Requisitio

Entered By €

Requisitior

True PO f¢
Entered By

True PO fo

Purchase On

PA
Entered By Casey Leffel

PA
Approval Date: 3/24/2025

Search for requisitions

Creation Date Last Month 19

Cancel requisition?

Dell 24 US T you cancel r

Y Cart

Requisitions can be cancelled,
and drafts can be deleted from

the same menu.

Category EQUIP MAINT/REPAIR SERVICES (S0

1 RECQUCK 5. all ehEble lines

v Reason

Don't Cancel

Cancel Requisition

)P

[ 7

3/28/2025

Requisitions

View Details

Edit
View Approvers
Duplicate

View Document History

Reassign

o | Peay

Concel liversity




Requisitions — Change Orders

Q. Entered By Casey Leffel X Search for requisitions

Submission Date This Quarter 37 | | Creation Date Last Month 19 | | Category EQUIP MAINT/REPAIR SERVICES (GENERAL EQUIP) 6

REQUO00145

Pending approval

REQUO00144

Ordered

REQUO00136

Approved

REQUO00135

Ordered

T § e

Approved

REQUO00130

Self Service Procurement

Requisition for Taylor
Entered By Casey Leffel

Requisition for Taylor Edit requisition?

True PO for multi Period
Entered By Casey Leffel

True PO for multi Period £
Purchase Order: POUQODOOS(

PA
Entered By Casey Leffel

PA
Approval Date: 3/24/2025

Signs for the office
Entered By Casey Leffel

Signs for the office
Purchase Order: POUO0O00083 sold by Dickson Graphics

DA lam Nacrsrintian Ciald

Entered By Casey Leffel

PA - Item Description Field
Approval Date: 3/24/2025

Test URL 2
Entered By Casey Leffel

IE] MyRequisitions W/ Cart

Supplier O'Dell Equs

@ Requisition lines canceled

® B X O o o N

3/24/2025

3/24/2025

3/21/2025

View Details

Edit

Duplicate

View Document History
View Life Cycle
Reassign

View PDF

Cancel

1 EACH

1EACH

Change Orders
for requisitions
that have already
been approved
are submitted
through the
same menu by
clicking edit.

Austin Peay

>state University
(37



Requisitions — Change Orders

After submitting the edits, the

< Change Order 2

Purchase Order POUODD0083

Signs for the office

$20.00 EACH
Quantity *
100
REQUO000135 Signs for the office
Entered By Casey Leffel
Ordered Signs for the office

Purchase Order: POUOOO00SE3 sold by Dickson Graphics (Change ¢

status on the requisition page will
update to show pending approval.

oroer pending approval)

Change order summary

Ordered
Total Tax
Total

Supplier
Dickson Graphics

V4

$2,000.00
$0.00
$2,000.00

3/24/2025

@ Change order created X

UUuuJuUuEUuUUuUUUSUUUUIuUY

In Peay

University
d



REQUISITIONS

Requisition Life Cycle

AI’AIIStIII Peay

State Unlver5|ty

CLARKSVILLE €D TENNESSEE



Requisitions — Life Cycle

My Requisitions

Requisition, Purchase & Searchforrequstions

Order, Receipt, and e oy 3 o o i ) oo e ) oy GNP BSOS o 51 2) (e
Invoice documents are o—
all linked together in tquoootay  109nch Pad WiFi 6465 Siver S

Entered By Casey Leffel

10.9-inch iPad Wi-Fi 64GB - Silver

L]
Ordered s
G OVS S u Ite ] e Purchase Order: POU0O0O00091 sold by Apple Computer 1EACH ﬁ
.- ~3B-C Hub Monitor - P2425HE

R Entered By Casey Leffel S o

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

Lamelz Cancellation Reason: oopsie QEACH e
Requisition for Taylor
REQUOO00145 Entered By Casey Leffel 5/28/2025
Pending approval Requisition for Taylor 1 BOX see
REQUO00141 Description Field Text 5/25/2025 e
Pending approval 22 x 26 inch event posters 4EACH ooa
Pending approval 11 x 17 inch event posters 8 FACH 0oo

£ Self Service Procurement IE] My Requisitions Y cart




Requisitions — Purchase Orders

My Requisitions

Q. PoUOODODDS X Search for requisitions

Requisition Status Approved 0 | | Line Status Approved 0

1item Requisitions Lines

AECLLLILINE Purchase Order: POU0000005 sold by Dell )

Ordered Dell Wired Headset - WH3024 Marketing L P $45.62 1/23/2025 ‘ e ‘

Entered By Jehn Hartsock -

& View Details

/)
o e, '_j View Order ‘
From the "My Requisitions" ’
. View Document History
Page, you can drill down by
clicking “View Details”

0

(Y]

View Life Cycle

e

Reassign

-
=1
5

View PDF

B3 Self Service Procurement  |[§] MyRequisitions &/ Cart




Requisitions — Purchase Orders

< RE QUOOOOOS ol View Document History

Requisition

¥a View Life Cycle
Entered By John Hartsock  Business Unit University  Creation Date 1/22/2025 = y
,9;- Reassign

[= ViewPDF

Description Justification

Dell Wired Headset - WH3024

Subtotal Estimated Tax Approval Amount N aV igate tO th e Act i O n S m e n u
$45.62 $0.00 $45.62 . T . 7
and click “View Life Cycle

s More information

Lines

Dell Wired Headset - WH3024 $45.62
Ordered ) 1 EACH s
Purchase Order: POUQD0O0005 sold by Dell Marketing L P Approval Date: 1/22/2025

3 self Service Procurement  |[E] MyRequisitions & Cart




Requisitions — Purchase Orders

< Requisition REQUO000005 Purchase Order POUOO000O05 v

Life Cycle

Supplier Dell MarketingL P  Open Date 1/23/2025 Total Amount 4562 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 details created, the “Fulfilled” is empty.

Requisition _— Ordered

PO Line 5 L - ) b W e
In Transi t In Receivin g Deliveres d Delivery Date A d d t I I t h
Description Line Amount  Quantity Schedule Amount (USD) Quantity I I O n a y’ We C a n Se e e re I S
Dell Wired Headset - WH3 1 4562 USD 1 EACH 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- Invoice Numb: Date Status atched Quantity Matched Amount Receipts Total Invoice

Schedule Amount
Dell Wired Headset - WH3024 1-1 TIODOOSAA 1/28/202% On Hold (Receipt Ret 1 EACH 45.62 UsSD 45.62 USD A I A“s I“ I eay

State Unlver5|ty

ement  |[8] My Requisitions



REQUISITIONS

Receipts (Receiving Reports)

AI’AIIStIII Peay

State Unlver5|ty

CLARKSVILLE €D 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.

Procurement

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

@ Suppliers

My Enterprise

Tools

Configuration

Others

%] Purchase Agreements

ﬁ Negotiations

Purchase Orders
Catalogs

Show More

-

nfiguration

'

Purchase
greements

Others

B B

Purchase Orders My Receipts (New)

Suppliers

N v b @

CL




Receipts

The “Orders to Receive”
page is used to identify
orders for which you have
not created receipts.

Orders to Receive University v

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

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

6 results

Select the orders you want to receive today

O 6 items

Purchase Order POUOD00042
11-inch iPad Pro Wi-Fi 128GB - Space Gray
1EACH

I:I From Apple Computer

Expected on 2/26/2025

Purchase Order POUODC0053
BELL SHAPE EAR PLUGS
1 PACKAGE

I:I From Fisher Scientific Company LLC

Expected on 3/10/2025

Purchase Order POUQDC0055
11-inch iPad Pro Wi-Fi + Cellular 128GB - Space Gray
1EACH

I:I From Apple Computer

Expected on 3/10/2025

Eb Orders to Receive ) My Receipts




Receipts

Check the box next to the
item you want to create a
receipt for.

“Receive Now” will do a
quick receipt for the item
selected.

“Receive with Details”
allows for partial receiving if
your order has multiple
items.

Orders to Receive University v

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

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

6 results

Select the orders you want to receive todav

= 1 of 6 selected Receive Now ‘ ‘ Receive with Details

Purchase Order POUOD00042
11-inch iPad Pro Wi-Fi 128GB - Space Gray
we | 1EACH

E | . -
. From Apple Computer

Expected on 2/26,/2025

Purchase Order POUOD00053
BELL SHAPE EAR PLUGS
1 PACKAGE

D From Fisher Scientific Company LLC

Expected on 3/10/2025

Purchase Order POUQOD00055
11-inch iPad Pro Wi-Fi + Cellular 128GB - Space Gray
1 EACH

D From Apple Computer

Expected on 3/10/2025

Ch Orders to Receive By My Receipts



Receipts — Partial Receipts o

11-inch iPad Pro Wi-Fi + Cellular 128GB - Space Gray

?ggllizrtomputer ?ﬁgﬁamw
- “Receive with Details” will OEAH AT
open a sidebar to specify Add details of your receipt
the quantity that was ot Quans .
received.

@
. Drag and Drop

i Select or drop files here.

URL ‘ ‘ Add URL
Receipt details
Tracking Number K Packing Slip i eay

ersity
ESSEE



Receipts — Updating Receipts

My Receipts University v

The “My Receipts” page
allows you to manage
your created receipts.

You can update/revise
receipts here if your
original amounts were
incorrect.

Q

Try a receipt, item, or supplier

Receipt Date 3/28/2025 - 3/28/2025  Requisition REQUO00(

Welcome, Casey

Select the receipts that you want to return or update

(=] 1 of 2 selected ‘ Return | Update

Cb Ordersto Receffe By My Receipts -

Receipt 27
11-inch iPad Pro Wi-Fi + Cellular 128GB - Space Gra:
1 EACH

From Apple Computer
Received today
Receipt 26

11-inch iPad Pro Wi-Fi 128GB - Space Gray
1 EACH

From Apple Computer

Received today

Update receipt

Tof 1

11-inch iPad Pro Wi-Fi + Cellular 128GB - Space Gray

Perervad

cefved Quantity
EACH

Rereipn Date

3/28/2025 8:35 AM

Update details of your receipt

Hevised Quantity

Order details

3,/28/2025 10:17 AM

11-inch iPad Pro Wi-Fi + Cellular 128GB - Space Gray

Supphier mem
MP553LL/A

POUO0000SS

),




QUESTIONS?

Pat Walton, waltonp@apsu.edu

Lois Culwell, culwelll@apsu.edu
Casey Leffel, leffelc@apsu.edu

Corey Harkey, harkeyc@apsu.edu
Amanda Phillips, phillipsag@apsu.edu

AP SR

CLARKSVILLE € TENNESSEE
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