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Create a Requisition for POS/PSA Authorization

User must have the CT PSA_POS_REQUESTOR and CT_F_A_PSA_POS_SUBMITTER role

Navigation:

 eProcurement > Requisition

1. Enter Business Unit
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2. Enter Requisition Name
3. Enter Requisition Type - PSA – Personal Service 
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1. Enter the Supplier ID
2. Enter the Buyer ID
3. Enter the Category 
4. Enter the Unit of Measure
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5. Enter Chartfields – If the chartfields are defaulted skip this step.

6. Click OK
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7.  Click Fixed Cost Service link

Note: The Category, Supplier ID, Supplier Name & Unit of Measure fields populated with values entered on the Define Requisitions page.
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8. Enter Item Description
9. Enter Value of Service
10. Enter Start Date
11. Enter End Date 
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12. Click Add to Cart  
Note: Repeat the process for additional services you wish to place on your requisition.
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13. The Shopping Cart displays on the right hand side of your screen.

14. Click Checkout
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15. Click on the PSA Details Link
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16. Click the Hyperlink that pertains to your Personal Service Agreement 
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17. Change default values as required 

18. Click OK
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19.  Click OK
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20. Click on the Comments bubble
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21. Add Comments
22. Add attachments as needed
[image: image14.png]Favorites v~ MainMenu v > eProcurementv > Requisition

Core 5P A

Checkout - Review and Submit

~ | search

Review the item information and submit the req for approval.
Requisition Summary

Business Unit MHAMT |Q
“Requester [Fraserl

“Currency [USD
Card Number
Expiration Date

Use Procurement Card

Cart Summary: Total Amount 10,000.00 USD

Expand lines to review shipping and accounting defails

Item ID. Supplier

COMMUNI
RESOURC]

Select lines to:

Shipping Summary

it for Al Lines
Ship To Location
Address

1510000059

55 West Main Street Suite 410

Western Mental Health Network

Waterbury LMHA

Waterbury, CT 06702

Attention To
Comments

MHA-Fraser Leona

Mental Heath & Addiction Serv.

Q MHA-Fraser Leona

Advanced Search

Requisition Name [TESTPSA POS

—

Line Comment

Business Unit MHAM! Requisition Date 121212017

Status Open

Une 1
‘Comments First ‘4 10f1
. Entered on
< Sian Dale 17151277 &t
[ send to Supplier [ show at Receipt [J show at Voucher

e

0

Last

HE





23. Click Save and Submit
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24. Click OK
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· The requisition has been submitted to PSA_POS workflow and is in pending status.

· The requisition number displays on the header.

· The Bid/Contract ID starts with the year, agency acronym & requisition number.  This field is editable when converting the req to a contract. 

· Default for this requisition is Amount Only. If you need to change to QTY un-check the Amount Only Box in the line details.

(Once the requisition is converted into a contract, the Contract ID will have a suffix added to it of either PSA-01 or POS-01 depending upon which requisition type was chosen).

To approve PSA/POS requisitions the users must have one of the following roles:

CT AGY SERVICE APPROVER

CT OPM BUDGET APPROVER 1

CT OPM BUDGET APPROVER 2

CT OPM FINAL APPROVER  
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 Create a Requisition for POS/PSA Authorization

User must have the CT PSA_POS_REQUESTOR  and CT_F_A_PSA_POS_SUBMITTER role

Navigation:

 eProcurement > Requisition

4. Enter Business Unit
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5. Enter Requisition Name
6. Enter Requisition Type - PSA – Personal Service 
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25. Enter the Supplier ID
26. Enter the Buyer ID
27. Enter the Category 
28. Enter the Unit of Measure
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29. Enter Chartfields – If the chartfields are defaulted skip this step.

30. Click OK
[image: image21.png]Define Requisition

Business Unit MHAMT |Q Mental Heath & Addiction Serv. Requisition Name TESTPSA_POS
“Requester [Fraserl  ]Q wmaFraserLeona priority
“Currency [USD Requisition Type [FSA - Personal Service V]
Card Number
Expiration Date
("l use Procurement Card
PSA Detalls
Default Options (2)
O Defauit 1fyou select tis option, the defautts specified below wil be applied to requisiton ines when there are no predefined values forthese:
fields.

@override If you select this option, the efauits specified below wil override any predefined values for these fields,only non-blank values are assigned.

Line Defautts (2)

Note: The information below does not reflect the data in the selected requisition lines. When the ‘K’ button is clicked, the data entered on this page will replace
the data in the corresponding fields on the selected lines that are available for sourcing.

Suppter (000011725 | Cotogory BOOI001Q
Supplier Location [MAN | Unitof Measure R 1Q
[ i —
Shipping Detauts
shipTo 1510000088 1Q, 66 e T Adress
LY E— Atendon [ ]
Distributon Detauts

B —

Accounting Defaults

e T ST g

TepT S PO AT O T T B ReT P SIS URT——PTOeT

1 iovoo0] GorE ] STATE ] [1ioo0] [ o ooz pooosJa iso 1 | | |

o [NoNPe

o [MHA_NONPROJECT

af

oo





31.  Click Fixed Cost Service link

Note: The Category, Supplier ID, Supplier Name & Unit of Measure, fields populated with values entered on the Define Requisitions page.
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32. Enter Item Description
33. Enter Value of Service
34. Enter Start Date
35. Enter End Date 
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36. Click Add to Cart  
Note: Do this process for additional services you wish to place on your requisition.
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37. The Shopping Cart displays

38. Click Checkout
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39. Click on the PSA Details Link
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40. Click the Hyperlink that pertains to your Personal Service Agreement 
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41. Change default values as required 

42. Click OK
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43.  Click OK
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44. Click on the Comments bubble
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45. Add Comments
46. Add attachments as needed
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47. Click Save and Submit
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48. Click OK
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· The requisition has been submitted to PSA_POS workflow and is in pending status.

· The requisition number displays on the header.

· The Bid/Contract ID starts with the year, agency acronym & requisition number.  This field is editable when converting the req to a contract. 

· Default for this requisition is Amount Only. If you need to change to QTY un-check the Amount Only Box in the line details.

(Once the requisition is converted into a contract, the Contract ID will have a suffix added to it of either PSA-01 or POS-01 depending upon which requisition type was chosen).

To approve PSA/POS requisitions the users must have one of the following roles:

CT AGY SERVICE APPROVER

CT OPM BUDGET APPROVER 1

CT OPM BUDGET APPROVER 2

CT OPM FINAL APPROVER   
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Your requisition has been submitted.

& View printable version

Business Unit DOCM1
Status Pending

Priority Medium
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Requisition Name 0000076661
Requisition ID 0000076661
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Edit This Requisition

Number of Lines 1
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PSR Bt

Agency PSA_POS Approval

B create New Requstion

Manage Requisitions.

~ Requisition 0000076661:Pen [Elstart New Patn
‘Agency PSA_POS Approval
Pending Not Routed
O Lo sl Fs recuess | T @ SIRCAIRNT, o B
PSA_POS OPM APPROVAL
~ Requisition 0000076661:Awaiting Further Approvals [Elstart New Patn
PSA_POS OPM ARPROVAL
Skipped Skipped Not Routed
2Tl A BEeni B e RiI. ®
[ Aopy Approval Changes |
B





Convert Requisition to Procurement Contract
User must have the CT REQ BID CONTRACT CREATOR role

Navigation:

 eProcurement > Convert REQ to Contract
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Enter the Requisition number or click on magnifying glass to locate requisition 

Click Add
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The System will default the Contract ID suffix and the Contract ID/Bid ID, Begin Date, Expire Date and State Identified Contract Type will come from the Requisition.
Note: You may change the Contract ID at this point in the process.

Click Line Details link
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Line Details will default from the Requisition

Click OK
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Click Create Contract
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Click Yes to Continue
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“This action will close the req and award the coniracts entered. Continue? (23500,9)





Click Yes
[image: image41.png]Message

‘Would you ke to wait until the Requisition is converted to Contract? (23500,5)





Click OK
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Requisiion, 0000076851, has been converted successfully. The process instance number is 5305, (23500,6)





