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Items for discussion 
 Copy a Requisition/PO across fiscal years 
 Adding and reviewing PR and PO notes 
 Attaching a document to a requisition 
 Adding/replacing an account code and redistributing 

encumbrances using POCO 
 Changing a requisition 
 Adding items to a requisition 
 Using Advanced Search to look up a requisition 
 Looking up a vendor 
 Reviewing and approving requisitions waiting for 

approval 
 Deleting a requisition line item 
 Using the requisition “draft” option 
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QCC/Purchasing Main 
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QCC/Purchasing Copy Option 
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QCC/Purchasing Copy Option (Cont) 
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QCC/Purchasing Copy Option (Cont) 
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QCC/Purchasing Copy Option (Cont) 
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QCC/Purchasing Copy Option (Cont) 
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QCC/Purchasing Copy Option (Cont) 

9 



Document Handling 

 Notepad 
 RQ and PO Notes 
 Optional dynamic discovery of on-file notes 

 Attachments 
 Manual – Version H and Version L 
 Integrated w/upload – Version L 
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Green Rows Have Notes 
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Available Note Types are Bold 
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Same, but from Requisitions 
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Expanding the Note Information 
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Queue – Identify Approval Notes and 
RQ Notes 
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Attachment Indicator 
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Manual Attachment Screen 
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Version L - Attachments 
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View Available Attachments & Add 
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Select File to Attach 
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JPG Screen Shot from Desktop 
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Document is Attached 
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Shows in List of Attachments 
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View the Attachment 
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Sample  Queue (RQR) 
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Sample List from Requisitions 
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Sample List from PO 
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Advanced PO/Req Search – General 
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Advanced PO/Req Search-Accounts 
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Advanced PO/Req Search-Accounts 
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Non-RQR View 
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User Profile Options 
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Adding – Req/PO Mode 

33 



Adding – Remote / No RQR 
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Adding – Remote with RQR 
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Drop Downs… 
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More Drop Downs… 
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And More Drop Downs… 
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And Even More Drop Downs… 
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You Get the Idea! 
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Search for Vendor – Any Field 
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Vendor by Tax ID 
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Vendor by Commodity 
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Employee Vendors 

44 



Search Results - Select 
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Vendor is Returned… 
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Fill In Fields 
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Assign Accounts… 
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Tab from Pseudo Resolves Acct 
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Add Three (3) Rows… 
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Fill Out Remaining Accts… 
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Account Drop Down – History! 
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Account Drop Down – Settings 
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Message Library 
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Adding an Item – Print/Type 
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Split Options 
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Set Description Size 

57 



Add item – Advances to Next 
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Add item – Special % 
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Item Added… 
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Save Req/PO… 
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Using Message Library (F4) 
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Resolved Message 
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Requisition Options 
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Cancel Requisition 
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Verify Req is Cancelled 
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PO Change Orders (POCO) 
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PO Change Orders (POCO) 
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PO Change Orders (POCO) 
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PO Change Orders (POCO) 
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PO Change Orders (POCO) 
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PO Change Orders (POCO) 
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PO Change Orders (POCO) 
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PO Change Orders (POCO) 
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PO Change Orders (POCO) 
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PO Change Orders (POCO) 
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PO Change Orders (POCO) 
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PO Change Orders (POCO) 
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PDF Icon for On-File PDF 
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Available forms to View 

80 



Select Vendor Copy… 
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Webinar Feedback “Give Feedback” 
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