Stockroom Requisitions

I Defined:

1. A Stockroom Requisition is a request for items stocked on-campus at Central Stores.

2. The following items should always be ordered from Central Stores:

a. Any stationery item with the Seminary logo (letterhead, paper, envelope,
folder, project cover, etc.)
Inter-office delivery envelopes
Facial tissue
Cash delivery forms
Campus maps
Mailing labels
g. Any Seminary publication (catalogs, viewbooks, Tie magazines, etc.)

3. Please allow 2 business days for delivery.
4. If you have any questions concerning stockroom requisitions, please call Sid 4397.
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. Creating a Stockroom Requisition:
Login to Jenzabar EX
Click on Business Office, then Purchasing (Do not select Common.)
Click the Tasklist Menu, Click Open
Double-click your department
Double-click Requisitions (including Stockroom)
Enter the following information on the requisition (Always use the tab key to move
through the requisition)
a. Inthe ‘Requisition Profile’ section use the Requisition Text field to give
delivery instructions, or other pertinent info.
e Ex. “Call before delivery.” Please remember to always include a room
number and an extension number.
Click on ‘Suggest a Vendor’
Vendor ID — 176000
d. Inthe ‘Default Line Items’ area:
e Enter your account number* (enter “00” at the end if there is not a 5t
component)
e Do not enter dashes
e *Only one account number per Requisition!
Click Assign button to the right of Account number
f. Inv Code (Scroll down to select the desired item from the pull-down menu.
Please call ext. 4397 if you encounter any problems.)
g. Tab twice, enter the desired Quantity, and tab once. All other pertinent
information will be entered automatically.
7. If you wish to order more than one item, right-click in the gray area at the bottom,
click ‘Add Row’, and enter in the desired item using the same process described
above.
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8. Click the Save button (Do not click the Submit for Approval)
9. Print using instructions below.

1. Printing a Requisition:
1. Click ‘Print this Requisition’ at top right of form. (Appears after clicking Save)
|
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g Print this Requisition

Agsign Profiles, Rules and Approval Tracks

Header Order Profile: AAA Disburzement Rule: Approval Track: J Azzign =

2. Select “r_print_requistion_sbs_stockroom” from drop-down (Do not select any other
option), select ‘Preview’ and then ‘Print Requisition’.

3. Afinished image of the requisition will appear for review. If no corrections are
necessary, print a copy.

4. Have the Department Manager sign in the ‘Cost Center Manager’ space at the
bottom.

5. Send to Central Stores.

Stockroom Requisition Screen:

i
I Agzign Profiles, Rules and Approval Tracks
Header Order Profile: | j J i Dizbursement Rule: Approval Track: J Assign
b Requisition Profile -
Requigition Mumber; QM Group Mumber: Requizition Text: |Deliver to |
Request Date: 04,/20/2011 ﬂ Requested By | 174125 |Mr. Jeremy Brent Sells ﬂ
Azzighed Track: | J Status an Track: | Fequisition Total: | 1] .00
@ Set Purchazing Preferences :t Suggest a Vendor g Designate as a*work Order
Wendar: | 175000 [Stares, Central - SETS @ |
! Addiess: [LHP ] I
I
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Default Line ltems With

Lire Itern Order Profile; Account Mumber: Project; Aszzian
| I | | :

Search Line lterms

I_ Q [l Ire Codes ﬂ it | [Cuantity: liﬂﬂ Cozt Per Unit: IW Line Total: liﬂﬂ
Account: I— ADOOM é’é%‘uinary Yiewblk, [BDH of 14':'] Ll Froject: I—
Eatalog:l— aDOaoz HOUSING BROCHURES (1000 per ¥ 0K Ta Gioup
ADOT004 Boyce College Yiewbl: [Bowx of 175]
ADIO05 BOCE Financial Aid Brochure (2254
ADOTO0E D Min. Brochures[Box of 125)
ADOooy SBTS Preview Postcard [Bx/2100) [,

ﬂ ﬂ Save Save & Open Mew Cancel




