QG - Creating Shared Department PRs

The purpose of a Shared Department purchase requisition (PR) is when a department is sharing
the cost of purchasing particular goods or services with one or more departments.

There are two ways to capture and add the request for Shared Department PR.

Option #1

When initially creating the Shopping Cart and entering the Cart information.

W Shop My Carts and Orders ~ Open My Active Shopping Cart =

]

]

. b&g Shoppil’]g Cdl’f for Ursula Halferty "
_Add Non-Catalog ltem | () L

Cart Name 2014-01-11 halfertu 01 In
Priority INormaI.

Leave date blank unless next e

fiscal year order (then enter mm/dd/yyyy

07/01/2014) 3
Maotify AP-Prepayment a

Prepared for
Select a different user...

m Search User box will appear.

From the Main Screen of HokieMart:

Select the desired form.
Enter Supplier Name.

Complete General Item Info section on
the top of the form.
Below the prepared for user name, click

on “Select a different user..”

User Search
Last Name department
First Name shared|
User Name
Email
Department I
Results per page 10
Serch
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m| A search results box will open.

New Search
Results per page I. Users meeting the search criteria: 1 (2] Pagelof 1 ] z
Name - User Mame o Email o Phone Action

Department, Shared wizard rodneyl@vt.edu +1 (540) 231-9308 [select]

® Click and select “Department, Shared”
: 8 Shopping Cart o umarerey This will return the requestor to the Cart.

o Catsog e Continue to complete the Cart as usual.

Cart Name 2012-0111 ralferta 01 Tntemal N Click “Add and go to Cart” or “Add to cart

pririy and return.”

peave cate lank unles et g ®m User will now be in the Cart - Draft

iscal year order (then enter  mm/dajyy

07/01/2014) sendtosy Requisition

Notify AP-Prepayment = .

prepared for shared Departmert ® Click “Proceed to Checkout.”

Option #2
If the user forgot to create a Shared Department request while creating the Shopping Cart, the
requestor has a second opportunity to input this information when in the Cart — Draft

Requisition

m| Eijther click “General” in the Guided Checkout bar

= -.-:G —

L=

Attadirnents :

' Funding Attachments

m| Or click “edit” in the General information box.

Requisition Approvals | Comments | Attachments | History

Leave date blank unless
next fiscal year order (then

Summary | Shipping  Ailing  Funding  supplerinfo | The General box will open.
Hide header
General ? ; ;
Cart Name 2014-01-10 halfertu 02 l CIICk “edlt'”
Priority Normal ®  The expanded “General” box will open.
| ]

In the “Prepared for” field, click “Select a

enter 07/01/2014) . .
Prepared by Ursula Halferty d Iffe rent user.
Prepared for Ursula Halferty
Work Order Number N/A

N/A
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® A User Search box will open.
User Search 7
Last Name department
First Name shared‘ x
User Name
Email
Department |
Results per page 10
Exn

® Type in “Shared Department.”
®  type “Department” in the Last name field
®m  Type “Shared” in the First name field

m Click “Search.”

m A search results box will open.

New Search

Results per page I.

Department, Shared

Users meeting the search criteria: 1 “|Pagelofl|®
- User Name B Email L Phone Action
wizard radneyl@vt.edu +1 (540) 231-9308 [select]

?

m Click select “Department, Shared”

“Shared Department” will now appear in the “Prepared for” line.

Summary Shipping

Hide header

Cart Name
Priority
Leave date blank unless

next fiscal year order (then
enter 07/01/2014)

Requisition  approvals Comments  Attachments (1)  History

Billing Funding Supplier Info

General ?

2014-01-11 halfertu 01
MNormal

Prepared by

Prepared for
Work Order Mumber

Ursula Halferty
Shared Department

SEE ATTACHED FILE "PERMANENT
MAME TAG FILE 01-09-147 FOR LIST
OF NAMES AND INFORMATION.
CATALOG NO.
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®  Complete the PR as usual.

Follow the instructions for Requisition and
Purchase Order Follow-up.

The PR will be routed to all approvers for
review and will require an approval from
each department that provided funding.

created for “Shared

Department”  follow  the instructions
“Document Search Feature.”

To find and view the PR/PO’s
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