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How to Create a Purchase
Requisition (PR) in Colleague



REQM
(Type REQM on search box)

L7 Logout

L—— ———— P
SEARCH RESULTS "W NAVIGATION 2@ #“ FAVORITES

o .
*S Colleague Ul L

| (_File. Options. Help | Auto-CloseContext v | ( - Save L .« SsveAll J( # Gancel i A% Cancel All )~ oA © © 0

No Active Context J




REQM
(To add Requisition)

Type an: A to add/create a
requisition.

A pop-up will display: Click OK

or just enter button on
keyboard.

A pop-up will display: click OK

A pop-up will display: Click Y

I -) REQM: Requisition Maintenance

Ellucian
Colleague Ul
Live Environmant

-

SEARCH RESULTS

Requisition LookUp or (A)dd

A

f File Options Help

( OK ) ( Cancel ) ( Finsh ) ( Help )

_[ REQM - Requisition Maintenance ‘

Requisition :

Status :

Status Date :

Requisition Date

—

Initiator

Desired Date

]

Enter new Req No, "N"o Number, <ENTER= to assign automatically

{

J

OK

)

( Cancel ) (W) (W

)

Vendor ID |

Name I |

(

Addre551|

CTY/ST/ZP |

Country |

Number will be assigned automatically upon completion of Req

—

Currency |

Ship To

Ship Via |

Approvals |

04/01/17 falls in a future month. Accept Date? (YN)

C ¥ )

N )

Buyer

Expire Date ]

AP Type

Invn Store

|E1 Requisition Done [:]

Line Items _EJ\
Printed Comments |E1

Comments ||3_Q
| Priority |

ol
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REQM
(Input data to create
Requisition)

1. Requisition Date: Current Date

2. Initiator: Type your employee id
3. Vendor ID: Type vendor name

If vendor does not exist, send W9 and TSC
vendor application completed to Purchasin

at purchasin tsc.edu

4. Buyer:
> Nilda Mora for Travel
> Patricia Saldivar for Goods & Svcs

5. AP Type: Typean A

6. Line Items: Click oin magnifving

glass

SEARCH RESULTS = NAVIGATION - #  FAVORITES

Y oo

e REQM: Requisition Maintenance  ~ m

Ellucian (

20000 )

Colleague Ul

Live Environment

No Active Context

i File Options Help L

| ( /save ) ( «/ SaveAll ) (X Cancel ) ( XX CancelAll ) (- | -

j REQM - Requisition Maintenance 1

Requisition : 0017094

Requisition Date,  04/03/17 |

Status @ In Progress

Status Date : 04/03/17

Maintenance Date =

Initiator[Mr_ Armando Ponce

] Requisition Amt. 2213

Desired Date

Vendor ID| 1483336 |
Name | 1 _[Anderson's

Types| 1 |

| | ]

Address| 1 |[P 0 Box 1151

2 l

CTY/ST/ZP iIaneapoIis

'J M 55440 |

Country [

Currency |

| Terms | ]

Ship To '[cre Tat Cantral Recel

= = l

ship Via|

l Commodity | ‘

Approvals \ 1 H

]El Line Items Lﬁl

Buyer [Ms‘ Nilda M. Mora

| Printed Comments uj | |

Expire Date =

AP Type [A REGULAR ACCOUNTS PAYABL

Comments u| &
| Priority | |

Invn Store |

JE. Requisition Dune
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REQM
(RQIL tab to add line

items)

1. Click on magnifying glass on first

line item.

REQM: Requisition Maintenance ~

+

SEARCH RESULTS

Ellucian
Colleague Ul

Live Environment

No Active Context

(File Options Help

. ((/ Save ) ( «/ SaveAll ) (X Cancel ) ( XX CancelAll ) (-| |

Vendor : Mr. Alberto Vasquez

( REQM - Requisition Maintenance l RQIL - Requisition Item List ‘
Requisition :

Status Date :

Description
BN
L3 R
ENE=
ENE=
s R
ENE=
L s J| K
Lo J| B
BN =
Lu B
L ) BN
L3 || K

Taxes

L

Quantity

'L

Estimated Price Extended Price

J

I

I

L

i

N

I

I

J

I

J

I

I

L

I

I

)L

)

ENREEEEEREEEE

i
i
J 1
J
i
i

4
J
J
i

Amounts

L2

Item Total 0.00

Tax Total 0.00

Reg Total 0.00

Controller Description

New Record

No Values

NAVIGATION - Zzs * .FAVORITES @
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(RQIM Tab to add line in detail)

Go to “Description” field: Click on magnifying
glass.

A pop-up will display: Enter description of
item to purchase or purpose of travel.
When done entering “Description”: Click on
SAVE.

Go to “Est Price” field: Enter price of item.
Go to “Quantity” field: Enter the qty.

Go to “Unit of Issue” field: Enter ... this will

open a pop-up and it will display the units of
measure.

Go to “GL Account No” field: Enter the gl

account number and press the tab button on
keyboard.

1. If the gl acct does not exist a pop-up box
will display with this message. PLEASE
STOP and contact Ms. Berta Orive.

If the gl acct is inactive a pop-up box will
display with this message. PLEASE STOP
and contact Ms. Berta Orive.

If the gl acct is over budget a pop-up box
will display with this message. PLEASE
STOP and contact Ms. Claudia Cortina.

If gl acct has no issues click on: SAVE &
UPDATE after each line item.

9. If you are done entering items click on: Cancel
twice.

10. Click on: SAVE & UPDATE

[;-) REQM: Requisition Maintenance

NAVIGATION -z :FAVORITES @

Ellucian f CICIRIOIO)
Colleague Ul | _
No Active Context

SEARCH RESULTS

Live Environment

File Options Help . (/Save ) (W SaveAll ) (X Cancel ) (_ XX CancelAll ) [-| _'1.---——--']@
REQM - Requisition Maintenance | RQIL - Requisition Item List T RQIM - Requisition Item Maintenance ]
Requisition : Status : Status Date :

Wendor Name er_A\berto\t‘asquez

Commodity I

Inv Ttem |
Description | 1 | TRAVEL EXPENSE ATTEND |51 OK
| 2 || 2017 RGV SYMPOSIUM @ | Et
Est Price 30.0000 L
Quantity 1.000 |

Unit of Issue | EAEach ]

Trade Disc Amt| E‘i

—
Trade Disc Pct| |

Extended Price | 30.00
Wark Or/Type/Flg I l l '.J u

Tax Codes ul J

GLAccount 11_1 100 133151_551160 does not exist

The GL account 11-4-100-420011-550130 Is inactive.

Comments| 1 H I|§1

[ |

[

I-
I'
GL Account No Percent Quantity [
1| 11-1-100-133151-551130 |  100.000 1.000 |
Lt J | J
[
|

GLAmt 30.00 | } u

Proj ID [ ]

- - - S T - -

Controller Deseription MNew Record Walue 172 a @
Commedity Codes LookUp

C >
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(RQIL tab to review of line
items entered before saving)

Once you are done with entering all
line items this screen will give you a
summary of what you entered.

1. Click on: SAVE & UPDATE.

) REQM: Requisition Maintenance ~ _: SEARCH RESULTS NAWG’_\T'Q_NfﬁéFAﬁTESN 9

Ellucian [ 00000
Colleague Ul | _
No Active Context

Live Environment

(File Options Help | (/Save ) (_/ SaveAl ) (X Cancel ) (A Cancelal ) (-] (| |+ WO
' REQM - Requisition Maintenance | RQIL - Requisition Item List }
\-"endor; Mr. Alberto Vasquez | |
Description Quantity Estimated Price Extended Price Tax

wuli | TRAVEL EXPENSE ATTEND I 1000 | 300000 | 00 |
wuﬁ MILEAGE I 100) | 325300 | 3253 L
= | || | I
L+ LR J N | | AL
EN =0 J | | AL
Ls | B ) N | |
2 Kl I | | 1]
e I ) I -
ERE= J I | | '
o Bl ) ) I |-
L R | ) I I
Lz | 2 J N I AL
|1 || B I N | | )

Taxes Amounts Item Total ‘—6253|
w[ J [ J Tax Total u_uu‘.
L2 || J | J ReaTotd| @8

Controller Description Value 2/2 ﬂ (i\
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REQM

UISIRICION

Ellulrlzian u [
U:E::"g:e { No Active Context

KFiIe Options  Help |

Please verify the information is (o) (wsmear) (X ) (@ menat) ([ |+ XA

correct if so,

J REQM - Requisition Maintenance 1
Requisition : 0017004

Status : In Progress Status Date : 04/03/17

1. Click on: SAVE & UPDATE Requisition Date| 04103117 | Maintenance Date =
Initiator[Mr. Armando Ponce ] Requisition Amt[ 222.13i
2. A pop-up will display with DesedDste |
Requisition # please make sure to
note it. As it will be needed when | \ o
Vendor ID | 1483336 Types J 1 |,l.

printing requisition.

-

Name J |Anderson's

o

Address 1 |[POBG):1151

CTY/ST/ZP i'Minneapolis

=

This Requisition has been assigned a Number of 0017079

Country | I
Currency. | (oK )
Ship To. CR Tsc Central Recei ol FOB J
Ship Via | ‘ Commodity | ‘
Approvals l 1 H ‘El Line Items [4_/@
Buyer  s. Nida M. Mora Printed Comments [LJ L_Ja
Expire Date i Comments 1 | L_JEl

AP Type [A REGULAR ACCOUNTS PAYABL

‘J Priority | v

Invn Store[

J@ Requisition Dune
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RQSP
(To print PR)

Enter Req #
Click on: OK or hit the Enter on

keyboard.
Click on: SAVE ALL.

RQSP: Requisition Single Print

SEARCH RESULTS

NAVIGATION—ZZ@#2FAVORITES

0 D

- X
Ellucian ®OOOE
Colleague Ul _
, ) No Active Context
Live Environment
File Options Help | J (v save ) (w SaveAll ) (X Cancel ) (XX CancelAll ) (-] | |“
J RQSP - Requisition Single Print }
Requisition : Status : Status Date :
Initiator Req. Date |
Vendor Name | Desired Date |

Printed Comments

Description

1U|

Requisitions LookUp

[17079

Expire Date

(0K ) ( Camcel ) ( Finsh ) [

|

Quantity
|

Unit Price

)

Extended Price

o |

Il

W |

|

I8

il U |

| |

-l

.

M

|

s | M

|

|

. |

|

.

M

Requisition Amt

|
|
|
J
J
|
J
J

J
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RQSP cont...

1. Click on: Output Device and
type H to hold/browse file

output.
2. Click on: SAVE ALL.

RQSP: Requisiion Single Print  * SEARCH RESULTS - NAVIGATION -z # FAVORITES (@ (22D

Ellucian [ OICIPIOIC
@Colleague ul | |
[ —— No Active Context
(File Options Help | (/ save ) (W saveAn ) (X Cancel ) (XX CancelAl ) (= —— |+ WX
_[ RQSP - Requisition Single Print 1
Peripheral : SETPTR.RQSP.8008 Description : Requisition Print
Process : RQSP Description : Requisition Single Print
Output Device [P Printer Spocler - Ja
Printer | |
Form Name[ J
Banner l
sy I I
Copies |1
Defer Tlme[:]
Other Options
| 1 | NOEJECT |5
| 2 | NFwT R
| 3 | NOHEAD |5
Page Width @J
Page Length M
Top Margin M
Bottom Margin M
Max Pages per PDF [—J
Ay Y
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REPORT BROWSER WINDOW

Report Browser

(To print in PDF Format

@®

1) of1 ‘ | (_* saveAs ) ( fxJ ExportPDF ) (34 PrintRemote ) ¥

via BullZip printer)

1. Click on: Export PDF.
2. Click on: Create PDF.

Ward's Matural Science Est. L1
PO Box 9291z
Rochester FY 146%Z-901Z2

Unit Iszsue Vendor Part Description

EA Each MICROSCOPE ITEM#242240

BINOCULAR
32_1_100_829355 559340

EA Each HP STIRRER ITEM#159993

ANALOG CERAMIC TOP
32_1_100_829355 559340

32.1.100.829355.559340

Export to PDF

Formatting Options

|+| Show Full Page View
0016418 12/20/16 |

Ms. July C. Enriguez
Ms. Hilda M. Mora

Price Ext Price

@e7.5000 23,362.50

363.2000 363.20

Font: ‘ Courier

Orientation: (e) Portrait

v Font Size: -10.0

(_) Landscape

\iaper Size: | Letter

Create PDF

(UseDefautts ) ( Cancel )
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O.

Next Screen ...Merge of

PDF Browser to TSC PR

Report Browser

IOl

template

Click on: PRINT.
Print box will display

Choose Bullzip PDF Printer

Click on: PRINT.

Bullzip PDF Printer box will

display

Click on: Merge Tab

Click on: Background PDF
Choose: TSC Purchase

Requisition
Click on: SAVE

10. Click on: PRINT

ko< | 1]

> 5 | (@ saveAs ) ( 13 ExportPDF ) ( =& PrintRemote )

Ward's Watural Science Est. L1
PO Box 92912
Rochester Y 146%2-901Z2

0016415 12/20/16

Ms. July C. Enriguez
Mz. Hilda M. Mora

QTY Unit Issue Vendor Fart Description Price Ext Price
35.000 EA Each MICROSCOPE ITEM#242240 667.5000 23,362.50
BINOCULAR

32_1 100 829355_559340

1.000 EA Each

S Bullzip POF Printer 11.0 - Create File

| General I Document I Image I i atermark, | Merge | Security I About|

(=]

B

Append PDF

&

Fosition

|Bott0m -

Y'ou can append your output with an existing POF file. Select the PDF file
you want to append to. You can alzo chooze the position of your output in
relation to the appended PDF file.

Background FDF

C:\Uzershnilda. moraDocuments \BullZipipo. pdf E]
Layer

‘watermark [background] - ]

Background Resolution

-

The superimpose feature will write your output on top of another PDF file,
The best result iz achieved if the impozed documents are using the same
paper format,

[ Save ] [ Merge ] [ Cancel

Show Full Page View
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TSC Purchase Requisition

Add “Purpose of Purchase” and
Bidding Information as instructed.

Add back-up documents such as

qguote, travel information, etc.

Send it for signature as
appropriate.

(4}

U
TEXAS SOUTHMOST
COLLEGE

v s UElamd Enterprizes

15 Chiapas Ct
Brownswills TH TESIE

Purdiaze Requisition | REO#

DATE

OOle895

0z /03,17

® Mr. Antomino L.
Buvess p- . wilcs M. moza

Guaevra

\{q Tnit Issue | Yendor Part

r——

l.hﬂ{ Ex Each FEENOVATION FPROJECT AT

JLD MORCTE
\ 11_6_1D0_95D003_S54010

SES.OD0DD

s 181 REGUIENTENTE TH BEEUNIEITTIED WITH
REDUTSTHE S8t e

P Lasts il san Silealedn 2o oormpet dthe ook neoubed

T LN . 1 ihan RS0 e
s BF Es]

1 HERERY CERTIFY TE

B

b | Pondsassad RS0 ManE! Chopetithe Fddng: peoess
| e

AFITIER:

INTHIS REQUEST ARE
NECERSARY BOR USEIN THES EPARTVENT.

AT A SUACETR Ot DITAN S DRI (T AT

SO T AMAMAGER DR PRESIDENT

Prdaking = B0 Tienn = ey 1 Tinan TSR
AEASEMIT & i TR0
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The End



