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How to Enter a Catering Services
Requisition in Datatel

TO BEGIN

e Access ‘REQM’ — Requisition Maintenance
Screen in Datatel.
— Click on ‘Requisition Maintenance’ on the menu tree or

— Enter “REQM” in the Quick Access field and click on GO.
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RQSI - Requisition Ship To Inguiry
UNR - Unauthorized/In Progress Req
VEM -Wendor Maintenance

APR - Approvals

REQ - Requisitions

FOM - Purchase Orders

EPM - Blanket Purchase Orders

SR - Gands and Services Reraivinn

RREG - Requisition Fegister

RPRG - Requisition Purge Register
ROPFT - Requisition Print

ROSP - Requisition Single Print
RUBA - Req Buyer Assighment Select
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RMRY - Remisitinn Buver Assionment
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Step 1: REQM screen
Enter Sodexo as the vendor. ID is 161131.
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Vendor D Types
Name odexo - Internal =
Addhess Sanuan College "=
Cty#5t/Zp | Famingtarn MM | | 87402
Fleqisiton Date | 10/28/08 Maintenance Date @ Courty
Initiator Requisition Amt.
Desiod Date Cumency Terms
Ship To F) FOB
vendor D [N Types : Ship Vi Commodity
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Cy/SZp
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ShipTo | MCSanduanColege ) FOB
ShipVia Conrmadiy
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AP Type Priclty v
Invm Sitore L} Riequisiion Dene [
New Record
Yendors LookLp

Step 2: REQM Screen
Enter AP type as “AP” if fund account number begins with a ‘10’,
otherwise enter “AP” plus the first two digits of the fund account

number.

Requizition Date | 08/27/09 .
Initiator 2
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Wendar ID
Narme
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Chy/St/Zp | Famington
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New Fievard

Approvals (1] ]
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Expie Date
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Step 3: REQM Screen
Click on the blue detail icon to enter “Line Items”.

Approvals E] Line Items
Buper Printed Comments E]
Expire Date Comments E]
AP Type FIEE u ayable Pricrity -
Irvn Store E Requisition Done m

MNew Record

RE@M-Requisiion Maintenance | ROIL-Requisition liem List

Click on the first blue
detail icon field to enter
food request items.

Description Quantity  Estimated Price Estended Price Tax

=l )

Step 4: RQIM Screen
Entering requested food items.

REOM-Requistion Maintenancs | ROIL-Fequisition ltem List| REIM-Requisition tem Maintenance Req uired Fields to
~ enter information.

“Wendar Mame Sodexo - Internal

Cammodity
Ir [kem
Desoription (]| 01423 12/14/09
Est Price 186 4900448 Esited Date @ . .
ety - Once the information
Urit of lssue | S Sum Wendor Part is entered in the
Trade Disc: At Form/BosrLoc v X .
Trade Disc Pt — required fields, Save
Etended Pica :
otk Dr/Type/Flg v v [GL Funds Availabiity by pressing F10
Tax Codes San Juan College Foun function key or the
GL Account Mo Fercent Quantity Bgt 2300000 disk . Th
2010201 0146520 IF) | 100,000 rom@ A Em 111593 iskette icon. Then
LA v Ene B0 click on ‘Update’.
Fioi ID Req 43371
Ba:  10737.78
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Step 4 (continued): RQIM Screen

REOM-Requisition Maintenance | RBIL-Requisition Item List | ROIM-Requisition ter Maintenanc:

Requisiion:

Ve Naie Sudeu - Irleinal

Commodiy
Irv liem
Desciiption (1)[E048312/14/08 i3]
[
Est Price [1[E)] Desired Date
Quarlity Fived Assel
Unit of lssue Vendor Part
Trade Disc Amt [E]sl] Form/BorLoc
Trade Disc Pct Comments
Extended Price
Work O/ Type/Fig ~ -
Tax Codes (1)
GL Account Ho Percent Duanlity
"
GL Amt
Fiej D

Enter food event number and
the date of the event within
the Item Description Field.

Note: Previously it was
requested to enter each food
item per line. This has been
eliminated.

Step 4 (continued): RQIM Screen
Exit the screen

When you have saved and update the RQIM Screen,
click on the single red ‘X’ on top of the screen.
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This will close the blank RQIM screen and the RQIL
screen will appear (next slide).
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Step 5: RQIL Screen
Review description and amount entered.

REGM-Requisiion Maintenance | REIL-Requisiion ltem List
0 - Intemal
Description Quantity Estimated Price Extended Price Tan
I [12/14/09 E01489 1.000 186.4300 186,49
|
@ " Veri
erify that

) Yo
&) E] requisition
g total is equal
@ m to Food
7 Contract Total.
m
)

Tanes Amaints Itern Tatal 186.49
A Tax Total 0.00
v Req Total 186,49

Contraller Description Adding Value 2

Step 6: Printed Comments Field

REQM Requisiion Maintenance REQM-Redquisiion Maintenance | REGM-Requistion Maintenancs

Fiequisition Date | 12/11/03 [ Maintenance Date @
Initiztor Flequisition Amt 186,49
Desired Date (@
vendor [0 [IGRER Types =
Name Sadexo - Inteinal = Comments
Address Sanduzn College P =
Cty/5t/Zp | Famington MM | [ 87402 12/14/09 11:30&m-1pm @
Cauntry Student Advisory
Currency Terms Fonmittes
Ship To L) FOB
Ship ia Commodiy
Approvals F) - Line ltems (1 i)
Buyer Frinted Comments (T[] :
Expire Date @ Comments (BE
AP Type [ ts Payeble fun Piiority v
Invn Stre s Renuistion Done
Contolir Frinted Comments NewRecord  MaVales Within the Printed

Comments field, please
enter the date of the event,
the time of the event, and
the name of the event only.
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Step 6: Comments Field

Lineltems [T IF) Include the
Printed Camments Advis E] E fO”OWing
Comments IF = . .
REQM-Requisition Maintenance | REQM-Reguistion Maintena P[iD[it_l,' b Informatlon-
Requizition Dian m N DatE/Time
* Location
T "  Contact
Lo SO e enone e Person
Event:
Purpose of Event: ° Name Of
Event
* Purpose of
Event

Step 7: REQM Screen
Approvals Needed

Enter the approvals in

this order:
REQM-Requisiion Maintenance | AFRY-Approvals .
ANTENAHLE 1. Director (lessthan
$1,500)
Approvals Dates Mext Approvals 2 : G ayle Dea n-
[T Gawle Dean Foundatlon (for 20
Dianne Garcia foundation account)
]l
3. Dean (more than $1,500

but less than $3,000)

4. VP of Dept (more
than $3,000 but less than

JEEIREEEEME

$4,000)

5. Mary Sisley (if grant
account,’20’)

6. Controller -Dianne
Garcia




Step 8: REQM Screen
Requisition Done Field

REGIM-Requisition Maintenance

IMPORTANT:
Once requisition is
Fequision Dte Wainenance Date |8 complete (all items
Initiator | Frequisition Amt entered and no changes
Desired Date
are necessary), enter “Y”
Yendor |0 wees (O s . P
I = ‘ in the Requisition Done
Address (1) 3801 Washington Bld "= | field.
Cty/5Zp | Gaithersbuig ] [20878 |
Country
Funeney Tems If changes are made after
Ship Te FOB
Ship¥ia By i] approval(s), approval(s)
o (O 0= A= will automatically be
Bper| Pinted Comments (T /M) = deleted by Datatel and re-
Expire: Date: Comments / B = “
AP Type B Payable fun Prioity entered under “Next
Inwn Store !] Requisition Done i ApproVaIS" Approvals W|”

need to reapprove the
requisition with the
changes.

Step 9: Requisition Number

Approvals muzt be entered before the document will be flagged as approved

This alert message to remind the initiator that approvals must be entered.
Click on “OK”.

Click on “Update”
and Datatel will

Update record, Cancel record or B eturn to editing immediately send an
email to the first

listed approval.

Once a requisition
number has been
assigned, approvals have
access to the requisition.

Thiz Requizition has been azsighed a Mumber of 0014795
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Step 10: Purchase Order

* A purchase order will be processed once the
food requisition is approved.

e A copy of the Purchase Order will be sent to
the following:
— Initiator
— Denisa Knutson, A/P
— Victoria Dutton, Sodexo

??Questions??

Contact
Denisa ext 3605
or
Victoria ext 3155
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