NUI Galway How to Unpark a Parked Requisition

OE Gaillimh

A requisition is parked if one or more of the Cost Centres fails budget checking. It is now possible to unpark the original
requistion, amend it and resubmit for approval.

Current Requisition Entry Screen

» | Requisitions - standard (U1)
i [Hsave [ clear = Opsn [y Documents | 7 &dd to shorteuts @Help \M

>
w

= (5
a3} T TTEE—
2 (7 || Requisition entry |
m
@ 1 Requisition
g g Requisition number 0 Requisitioner PALUL CRY AN
o (@ Period 200904 Reference [
3
= # SupplierI | ||E| Fixed supplier Il
@®
E Delivery address | (General) v |
UNIVERIITY ROAD
GALWAY
IRELAND
Requisition details
[k Product Description Unit SupplierID | Responsible Delivery date Qb Currency Price Curr, amount | Amaount | Status
O: = = | = v« = v | [19/01/2010 || 0.00] EUR % 0.00 D00 000 Active
z 0.00
Add |_E Delete ||m Search products ||m Search kits | E |

~ (L Analysis

Enhanced Requisition Entry Screen

» |[» | Requisitions - standard (U1)
|5 [Hl save [ clear (= oOpen [{jlg Documents | {}ndd ko shartcuts @Help ”
| e
) H Requisition entry |
m
a1 4 Reguisition
o g Requisition number a Requisitioner CRYAN PALL
=&
@ Status Active b
3
% Period Closed Reference |
. Parked ; :

E #* SupplierID Template Fixed supplier O

Delivery address CRYAMN PALL (Wivery) w

y 4
Requisition details
1# Praduct Description Unit Supplierll | Responsible Delivery date by, Currency Price Curr, amount | Amount | Skatus
Ot = = yar v| = | | [tamugzotn | 0.00] EUR 0.00 0.00  0.00 Active
/

E / 0.00

Add | [ Delete | [Tl Rgfet | [a] Search products |[[] search kits | E |

~ GLAnalysis

Requisition status will default to ‘Active’ when entering a new requisition — this status should not be changed.
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Steps to Unpark a Parked Requisition
1. Locate Requisition number of parked requisition.
Note: When a requisition is parked an alert is sent to the requisitioner by email, the requisition status can also
be found on the Requisition Status Report.

Requisition Status(w) (U1) &
;Y . Chaase columns i, Chart setup | | Add to sharbeuts @ Help
~ Report description
v Parameters
Results
Detail level |AII levels v| 0
| Copy to dlipboard | Rows per page | 5000 e |
Purchase L
#  Requisition  order Reference SupplD SupplD (T) Wsot;lﬂtFLllosw Requggloner Resp (T) Resource {T) | Product Description
Mumber
1 FO0341357 0 UMPARK REQ 106139 DELL COMPUTER CORPCIRELAMDIY P CRYAN, PALL CRYAMNPALL COMPOS  Dell Printer
2z 700341357 0 UMPAREK RECQ 106139 DELL COMPUTER CORP(IRELAND)| P CRYAN, PALL CRYAMPALUL COMPOS  Dell Laptop
-l F1 70034137
4 FO034136 0 106139 DELL COMPUTER CORPIIRELAMDYL N CRYEM, PALIL CRYAMPALL COMPOS  PC's, Printers, Scanners <€
-l E1 70034136
5] 70034135 503077 106139 DELL COMPUT) F CRAN, PALL CRYANPALUL COMPOS  PC's, Printers, Scanners <€
-l EL 70034135

Workflow Status | Definition

Active — In Workflow

Finished — Finished Workflow, P/O Number Allocated
Parked — Failed Budget Check

Closed — Rejected Requisition Closed by User

Ol mZ2

2. Select Open in Requisition Entry screen and enter number of parked requisition, in this case 70034137.

% || #» | Requisitions - standard (U1)
» |5 i [ save | 1 a!@Open ﬁJDDocuments | .7 Add to shorteuts @Help ”
@ —,
i) H Requisition entry |
m
W Recuisit
o |4 equisition P
ele Requisition rumber 2 Foos41a7 | | Requisitioner CRYAN PALL
= — e —
o (@ Status
3
= Period 200509 Reference
1]
E * SupplierID Fixed supplier
Delivery address
LELIVERY ADDREZS
NUIL GLLWAY
THMIVERSITY ROLD
IRELAND
Requisition details
O+ Product Description Lnit: SupplierID | Responsible | Delivery date Qby, Currency Price Curr. amount | Amount | Status
1 = = 1an1/z010 24 0.00] EUR 0.00 000 0.00 Active
Z 0,00
v GLAnalysis
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3. Enter tab on keyboard, this will display the parked requisition details

» | Requisitions - standard (U1)
R [l save [ Clear == 0Open i |y Documents | {?Add ko shorteuts @Help \’

¥

=
2
m H A existing iterm has been loaded.
] —
8 g Requisition entry |
E o Requisition
% Requisition number Requisitioner CRYAN PALL
g Status Il Parked
-
Perind 2%09 Reference |UnPARK REC
* SupplierID M06139 "EI Fixed supplier O
DELL COMPUTER CORPIIRELAM, .
Delivery address | CRYAMN PALL (Delivery) hd |
LDELIVERY ALDDERESS
NI GLLWAY
TMIVERSITY ROALD
IRELAND
Requisition detail
1 # Description Unik: SupplierID Responsible Delivery date by, Currency Price Curr. amount Amount Status
O Dell Prinker EA 106139 19j01/2010 1.00 EUR 450,00 450,00 450 Parked
FlifFz Dell Laptop EA 106139 19j01/2010 1.00 EUR 450,00 450.00) Parked
Z Q00 o
el Add
v GL

Note — Status of requisition header and lines is ‘Parked’

4. Amend/Delete row(s) where Sub Account has failed budget check.

5. Delete row by ticking box beside line number and clicking on the delete icon

» Requisitions - standard (U1)
> E' [H save [ clear = open i |g Documents | {jndd ko shortcuts @Help -H
ale - T e =
ﬁ @ Status [Parked |
% Perind 200809 Reference |UnPaRK REG |
o * Supplier 1D |106139 ||E| Fixed supplier O
§ DELL COMPUTER CORP(IRELAN..,
=1 Delivery address | CRYAN PALL (Delivery) v |
=
@ DELIVERY ADDREZS
2 NUT GALWAT
TNIVERSITY ROAD
IRELAND
Requisition details
O+ Product Description Unit: SupplierID Responsible | Delivery date Qby. Currency Price Curr, amount | Amaunt | Skakus
1 x| compos | [ 1] [en v %/106139 = v |[19/01/2010 |2 1.00] ELR 450.00 45000 450,00 Parked
DELL COMPUTER
CORPIL.,

0 2 compos Dell Laptop  EA 106139 13f01/2010 1.00 EUR 450,00 450,00 450,00 Parked

Z P 900,00

E 2 [ Delete | )l reset | [[] search praducts | [[] Search kits | E |

v GL AnalyDelete the selected rows
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6. Amend row(s) by clicking on GL Analysis & amending the Subacc.

How to Unpark a Parked Requisition

5 Requisitions - standard (U1)
- E' i [Hsave [ Clear 7= pen fijlg Documents | 7 Add to shartcuts @Help \-H
ale = : L -
Al e Status Parked hd
2 | |
ﬂ Period 200809 Reference |UmMPark REG |
o * SupplierID | 106139 ||E| Fixed supplisr O
§ DELL COMPUTER CORP(IRELAM. ..
= Delivery address | CRYAMN PALUL (Delivery) v |
=
@ DELIVERY ADDREZS
2 HUL GALWAT
TNIVERSIITY ROALD
IRELLND
Reguisition details
O+ Product Description Unit SupplierID Responsible | Delivery date Qby, Currency Price Curr, amount | Amount | Skatus
1 s|compos | [Dellprinter | /Ea v | =|ME = | [19f01rz000 =0 | 1.00] ELR 450,00 45000 450,00 Parked |4
DELL COMPUITER
CORPIL..

F COMPOS Dell Laptop  Each 106139 19/01{2010 1.00 EUR 450,00 450.00 450,00 Parked

Z 200,00

[ Add | [ Detete | [0l Reset | [Ea] Search products | [[2] Search kits | [E |

Accounk Abaz\Budacc TC Percentage Amounk

D 1 *|3550 [ |E pago =[Pz = 100,00/ | ss0.00| [

COMPUTER EQUIPMENT = £10,000 FICE WAT IS ADDED ON TO COST STD RATE
Z 100,00 450,00
[l split row

7. Reset detail lines from ‘Parked’ to ‘Active’ by ticking the box (1) (it should automatically tick all boxes) and

clicking on the ‘Reset’ icon — this will reset all lines to ‘Active’.

» || » | Requisitions - standard (U1)
» || i [Hlsave [ Clear =open i1y Documents |{}Add to shortouts @Help -’
Al R e r—
A || g || Requisition entry |
m
A Reguisition
o g Requisition number Requisitioner CRYAN PALIL
= =
o @ Status | Active v |
=
= Period 200809 Reference |UNPARK REQ
o
E * SupplierID |106139 "ﬂ Fixed supplier i
DELL COMPUTER CORPIRELAM...
Delivery address | CRYAM PALL (Delivery) v |
LELIVERY ALDLDEESS
NUI GALWALY
TMIVERSITY ROAD
IRELLND
fuisition details
1 Product Description Unit SupplierID Responsible Delivery date Qby. Currency Price Curr, amounk Amnount Status
1 COMPOS Dell Printer EA 106139 19/01/2010 1.00 EUR 450,00 450,00 450,00 Active
Z COMPOS Dell Laptop EA 106139 19/01/2010 1.00 EUR 450.00 450,00 450,00 Active
z 900,00
sl Add I 2¢ &/ [Ci Reset | B Search productsHm Search kits”E |
~ GLAnalysis
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8. Change the Status of the Requisition header to ‘Active’.

How to Unpark a Parked Requisition

¥
¥

Requisitions - standard (U1)

[EE) i [Hsave [ Clear (= 0pen i |y Documents |{:?Add ko shorkouts @Help

Please select a row in the corresponding table to populate this section

=
@ e
= Requisition entry |
m
i Requisition
o g Requisition number Requisitioner CRYAN PALL
=le
-3 Status
=]
= Period Reference |UNPARK REG
1]
E * SupplierID Fixed supplier O
Delivery address CRYAN PALIL (Delivery) v|
DELIVERY ADDRESS
MNUI GALTAY
MIIVERZITY ROLD
IRELAND
Requisition details
# Product Description Unik SupplierIDr Responsible Delivery date Qb Currency Price: Curr. amount Arnounk Status
d | bl | d
1 COMPOS Dell Printer Each 106132 19/01f2010 1.00 EUR 450.00 450.00 450,00 Ackive
2 COMPOS Dell Laptop Each 106139 19/01§2010 1.00 EUR 450,00 450,00 450,00 Active
z Q00,00
el dd E Delete || Reset ||m Search products | |m Search kits ||E |
~ GLAnalysis
1 # Account Subacc Budacc TC Percentage Amount

9. Ensure that both the header status (1) and detail line statuses (2) are set to ‘Active’ and click on the ‘Save’ icon

(3).

» |l »

Please select a row in the corresponding table to populate this section

This will resubmit Requisition number 70034137 into workflow.

5

Reguisitions - standard (U1)
= 3 (E Save Clear (7= Open {jj Documerits | 7 add ta shartcuts @Help !
@ .
7 || g || Requisition entry |
m
a4 Requisition
Ole Requisition number [7o034137 [ Requisitioner CRYAN PALL
=
@ 1 IStatus |nctive V| I
3
= Period 200809 Reference
[
3 * SupplierID |106139 ||§| Fixed supplier O
c DELL COMPUTER CORPIIRELAM. ..
Delivery address | CRYAN PAUL (Delivery) v |
DELIVERY ADDRE3SS
MUI GALWALY
THNIVERSITY ROLD
IRELAND 2
Reguisition details
O+ Product Description Unit: SupplierID Responsible Delivery date Q. Currency Price Curr. amaunt Amnount Skatus
1 COMPOS Dell Printer Each 106139 19/01f2010 1.00 EUR 450,00 450,00 450,00) Active
Z COMPOS Dell Laptop Each 106139 19/01/2010 1.00 EUR 450,00 450,00 450,00) Active
Z Q00,0
J5al Add E Delete | | Reset | |m search products | |m search kits | E |
1 GL Analysis
=+ Account Subacc Budacc TC Percentage Amount
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10. The message below will be displayed

How to Unpark a Parked Requisition

» » Requisitions - standard (U1)
= |52 i [Hsave [ clear (= Open fjjg Documents | ¢ Add to shorkcuts (7] Help _H
2]
A =] Changes on requisition 70034137 have been saved
% The requisition is saved with reguisition number 70034137
W | 9|
[= 3 Requisition entry
> &
o -
5 Reguisition
= Requisition nurmber Requisitioner CRYAM PALL
@®
E Status | Active ha |
Period 200509 Reference |L|NF'»QRK REQ
* SupplierID (108139 |E Fixed supplier [}
DELL COMPLUTER CORPIIRELAM...
Delivery address | crvan PaUL (Delivery) |
DELIVERY ADDRESS
UL GALWAYT
UNIVERSITY ROALD
IRELAMND
Reguisition details
(K Product Description Unit SupplierID Responsible | Delivery date Qb Currency Price Curr, amount | Amount | Status
1 | CoMPOS || Dl Printer | = EA v | =[108130 =] | ~ | [1oynyjzoio =] 1.00] EUR 450,00 450,00 450,00 Active [k
DELL COMPUTER
CORPIL.,
z COMPOS Dell Laptop  Each 106139 19f01fz2010 1.00 ELR 450.00 450.00  450.00 Ackive
z 00, 00
[l add | [l Detete | [0 Reset | [ Search products | [&] Search kits | E |
~ GL Analysis

11. Check the Requisition Status Report to see there was any update to the requisition status — see P/O 503084

below.
10 70034135 503052 UMPARK RECQ 106139 DELL COMPUTER CORP(IRELANDY F CRY AN, PALL CRYAMPAUL COMPOS  Dell Laptop
=l F1 70034138
12 70034137 503084 UMPARK RECQ 106139 DELL COMPUTER CORPEIRELAMDY F CRYAMN, PALIL CRYAM PAUL COMPOS  Dell Printer
13 70034137 503084 UMNPARE REQ 106139 DELL COMPUTER CORP(IRELAND F CRYAN, PALL CRYAM PAUL COMPOS  Dell Laptop
—| ¥1 70034137
15 FO034136 o 106139 DELL COMPUTER CORP(IRELAMD) N CRYAN, PALL CRYAMPAUL COMPOS  PC's, Printers, Scanners <£
=l E1  FO034136
Note:

e The status of the requisition will not change immediately as a number of processes must be ran on the

server i.e. workflow and budget check
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