RUTGERS

Be sure to review “When to use a check request” prior to submitting a check request. The policy on when to use a check
request can be located by clicking the icon. @

When to use a
check request

Step 1: Go to RIAS Internet Procurement website “Shop” tab:

hopping Cart Home Logout Preferences Help

ORACLE iProcurement

B

B = i3
Receiving

Search |RLJ Internal Suppliers vl

Welcome, Mushenski, Michael Richard! RU Internet Procurement

Shopping Cart

Shop RU Internal, Exchange and Contract Blanks Your cart is empty.

Agreement Suppliers

BU Internal Suppliers Airgas Inc. A Government

Purchasing News

Dell Dupli Company L.L.C. v Check frequently asked
Miller's Rental MSC Industrial Sup Office Max_ Inc e _
Sigma-Aldrich VIWR Internatiu:u}a/ Exchange.Oracle.com ¥ Link to Purchasing

Step 2: Select “Non-Catalog Request."/

Please Note: This is only an example


http://ofba.rutgers.edu/staff-manual/When_Should_I_Use_a_Check_Request.pdf

Step 3: Populate the information in the example below based on your specific business need. Be sure to select check
request from the “Category” field below:

Npn-Catalog Request

-

Coy

CDRACI_E Iprncurement shopping Cat Home Logoul Preferences Hep

S Requisitions | Receiving ||
RU Internal and Exchange Suppliers | Categories | Shopping Lists | Nen-Catalog Request

- Shopping Cart
Indicates required field L CleaPil | | Add te Cart | | Add te Favorites | .
N Your cart iz emphy.
Supplier Name |Cn nferences and Seminar z{f Itam_T}.rpe lGﬂDdS Nﬂ.«ic es billed by amount v (2
Site [FRAMINGHA01 WS | 57 * ftem Description | y/ajig Rutgers Bosjness
- = & justification/purpose
Contact Name |Sp|e-.uak:Enc ]
Phone [201 871-0474 | « Category % e
# Estimated Amount (100 b4
Currency USD

| Clear Al ) | Add to Cart || | Add to Favarites |

Shop | Requisttions | Recening | Shopping Cart | Home f Logout | Preferences | Help
yright (c) 2006, Oracle. Al rights reserved.

Step 4: Select “Add to cart” once all necessary information is populated/

Please note: In this example, the “Supplier name” field will be the name of the conference to be attended.
Please use the % sign for various check request categories.

Please Note: This is only an example




RUTGERS

Step 5: Populate information to print on check stub based on your specific need.

ORACLE' iProcurement e
I Renuisitions | Recehing

Rl Intamal and Exchange Supplisrs | Categonas | Shaopping Lists | NonCatalog FRaquest

Special Information |

= |nchcates pedgiined hekl | Contee |

Selected Line
Yiour selechon requires spacial information.

It Description Unit Price Supplier
Valid Rutgers business justfication/purpose LIS Dollar 1 USD Conferences and Semnars
CR Check Request
Informsation te pAnt on check stub (20 char. max) | |

Shop | Beguisibons | Becening | Shopping Can | Hame | Logout | Prefaresces | Helo

Copyright () 2006, Orack. Al righls resened.

Step 6: Click the “Continue” button once you have populated all information

Please Note: This is only an example
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Step 7: Once information is populated, click “View cart and checkout.”

ORACLE iProcurement Dppaetn e D n
S0 | Reguisitions | Recabing

RU Internal and Exchange Suppliers | Categories | Shopping Lists | Non-Catalog Request

Mon-Catalog Request Shopping Cart

« Indicates required fiald | Clearall | (add to Cat | | Add to Fasqrees | o T e
Suppber Mame | Conferences and Semnal ,,b{ Hem Typa | Goods or serdces billed by amount VFD Recently Added Lines
: e - = id R 100,00
Site [FRAMNGHADT W8 | o em Description (yaid Rutgars business S e,
i pustificabon/purpose

Contact Mame | Spiewak Eric | — o
Phore [201 871-0474 | - Category [Check RequestNol Elser] ¢ f [wmcananacnecmu: |

+ Estimated Amount [100.00 |
Curency USD

Clear Al | [ Add te Can ) [ Add la Favartes |
Shop | Bequesitions | Beceiing | Shopping Car | Home | Logowt | Preferences | Help

Copynght (o) 2006, Oracke. Al rights rasered

Please Note: This is only an example
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Step 8: Check the box to identify this transaction as a check reques

Shopping Gt Homd Losoul Prpferances Help
Shop | Requisilion: || Recehing

ORACLE iProcurement

Shopping Cart

Save | | Checkoul |
Line hem Description Special Info Uit Quantity  Price  Amount (USD) Supplier Supplier Site Darlete
1 Vald Rutge 5inass justication/purpose CR Check Reqguest US Dollar | "':EJ 1UsD 100.00 Conferances and Seminars FRAMIMNGHADT W 1]

Total 100.00
IlIE' CHECK HERE FOR QUICK ORDERS (35000 limit) AND CHECK REQUESTS ONLY. DD NOT check this box if using an RU Exchanga Supplier or if entering an IPO ar if supplamanting an existing PO,

TIP Purchase Order numbar will be assigned after completing checkout.

Raturn tn Shopping _gawe | [ Checkout

Shop | Requisiions | Recening | Shopping Cart | Home | Logout | Preferences | Help
Copyright {c) 2006, Oracke, AF rights resenved,

Step 9: Click “Checkout.”

Please Note: This is only an example
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Step 10: Populate the special check handling field if applicable (use flashlight if needed). This field will determine the location
that the check will be delivered. If this field is left blank, then the check will be mailed to the vendor’s address.

ORACLE iProcurement Shopsing Car! Mome Logout Preforsnces
Shop |/ Requisitions |\ Receling

'
S
E!equlamunlnrnnnaum Appr-:r.le.rs Reviaw ¥ Submst
Checkout: Requisition Information

* Indicates required fisld Cance| | |_fave | | Submit) | EsiLines | Step 1of 3 eyl |

+ Roquisition Dascription |Valid Rutgers business justificatigh/purpose |

NOTE: Piease remember to chaﬂﬁ1hiﬁcla.lt.'bquesrlm description
Special Check Handling? qé

o

Delivery Billing
* Nead-By Date [28-May-2013 00:00:00 | [§) Taxable Mo
(exaplk: 22-Apr2013 19:45:00) Charge ;&ugunt WMM&M&M
* Requaster Mushenski.MIchaalRich;l ,§ L e )
+ Deliver-To Location [|CCC 6006 109 |
E a-time address
(Conce| ) | fave | [Submit) |Edilines | Step 1 of 3 [Mex]
Shop | sitione | Hecening | Shopping Cart | Home | Logowt | Preferances

Copyright (c) 2008, Oracie, Al rights resenved

Step 11: Deliver to location will be populated automaticm.*

Please Note: This is only an example
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Step 12: Click on “Charge account” to fill out the appropriate funding source detail

s-rEEEth-.I’I Home '.Egld Prafenences

Requizions | Recaling

ORACLE iProcurement

Shop

i
L
Reguisilion Infarmatan Approvers Reéedew & Submil

Checkout: Requisition Information
= Indicates required fighd (Gancel | | : Submd El.'~h1 LII'lBE Step 1af 3 hlat \,l

* Raquisition Description |I3auod business justification
ROTE- Pheas remember b chonge e dedssll requisbion -:-:s.-:rn'nn

.
o

Delivery Billing
- Meed By Date [07May201300.00.00 | Taxabla
fecamele: 18- 2pr-2013 12:48:00) Charge Account
= Requester |I'.'Iu5hen5|ci. IMichael Richz \,:? GLDate 15-Apr2013
- Delier Ta Lecation |CCC 6006 109 | o
Enter ane-fime address

(Cancel| ] | Bave | [ Submi | (Edilings ] Step 1of 3 [Mest)

Copyright (o) 2005, Dracle A0 rights resered

Please Note: This is only an example 7
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Step 13: Click on the charge account again to open the editing scree

ORACLE' iProcurement

]
Requisition Information  Apprbvers  Review & Submit

Requisition Information: Edit Lines
#* [Indicales reguired field

Defvery Accounts Attachments

Select Lines: | Updale ] Copy ]\' Delete )

Select A1 | Seleci None
Select Line ftem Description Charge Actount

Ui RNA Sequencing 102.000000.00000.00000:000000.000 |

@' TIP Click on a Spif icon o allocate cosls to multiple accounis

GL Date

[04.Apr-2013 @

Defvery Accounts Attachments

Please Note: This is only an example
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Charge Account structure breakdown
J 00-XXXXXX-YYYYY-Z27Z77Z-000000-0
. “X” denotes the funding source

. “Y” denotes the organization code
. “Z” denotes the natural account
. Ensure fund source and department activity 1 (project) are active and appropriate for type of expense

ORA‘CI_E iProcurement Shopping Cart Home Logout Preferences
Shop | Requisitions | Receiving

Requisition Information ~ Approvers  Review & Submit

Requisition Information: Split Cost Allocation

* Indicates required field Return
Selected Line

Line ltem Description Unit Price

1 RHA Sequencing Each 10 USD

Charge Accounts l

Line RU Accounting Flexfield GL Date Percent Quantity Amount (U5D) Department Activity 1 Department Activity 2 Delete
04-Apr2013 | [ 0] | 10] | 100.00 |f m i

Total 100 10 100.00

00-000000-00000-00000-000000-0

| Add Ancther Row |
Charge Accounts [

@ TIP Total allocation must equal 100% of the selected line values.

aact-Future Use

D Apply this Cost Allocation information fo all applicable requisition lines

Step 14: Populate the “RU Accounting Flexfield” and “Department Activity 1 (project) and 2 (subcode)”, see detail above:
Please Note: This is only an example
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Step 15: Attach appropriate documentation to support the check request. Please see “When to use a check request” for
appropriate listings of support.

ORACLE iProcurement Shopping Cari Home Logoul Preferences

Shop | Requisitions | Receiving |

Requisition Information —.r:r:r-i.ers Review & Submit
Requisition Information: Edit Lines
* Indicates required field

| _Return
Delivery Accounts J Attach l
chments
Add Attachments
File Name Type Description Update Delete
No results found.
Requisition Line Attachments
Line Iltem ription Unit Quantity Price Amount (USD) Attachments
1 Good busitess justification Each 1 100 USD 100.00 I
@ TIP Click on an AttacAment icon to add or update attachments for a particular line. /
Delivery  Accounts ‘ Attach t [ /
_Return

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences

Copyright (c) 2006, Oracle. Al rights rekerved.

P
Please note: If yA>u attach support using the “Requisition line attachment” icon, the support will be attached on the line
item. If you use “requisition attachment” icon the support will be attached to the front page of the requisition.

Please Note: This is only an example 10
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Step 16: Add the approver, check with your supervisor to determine appropriate approver, and note to approver and buyer as
appropriate. Note that your FINAL approver will be your business office account

Shegging Cart Home Legou Prafessces Heb

EHE Lﬁﬁulamnm He-nmnE |

ORACLE' iProcurement

—O

Approvers  Review & Submit

Requisition Information
Checkout: Review Approver List
“our requistion will be sant to thefeflwing list of approvers. Save | (Gubqit) (Back] Step2of3 [Mext |

]
Approver Hame Dalate
Green, Janet 5 '.

| Adld Approvar

Note To Approver

Hote To Buyer

If you hawe selecied "Bervioes” as your categony and an independent contractor will provide the service, please complete and attach the REQUEST FOR CONSULTING OR
INDEPENDENT FERSOMNAL SERVICES CHECKLIST feem (RCIFS) lataied oa the RIAS Feems Repositery

Attachments

Adi Alachments
File Hame Type Description Update Delete
CREipg File testing / i

\

\Eave | ( Submil] | Back] Step ? of 3 [Mext |

Shap | Requistions | Receiing | Sho ipine | Legout | Preferances | Help

Copyright (o) 2008, Oracle. All nghts reserved.

Please note: Your attachment will also appear on this screen if you need to update tmhm.

Please Note: This is only an example 11
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Step 17: Once all the information has been entered and reviewed, click on “Submit.”

ORACLE iProcurement

Requisition Information Approvers  Rewview & Submit

Checkout: Review and Submit Requisition

(Eave | (Printable Page | (Back] Step 2 of 3 | Submyi )
Requisilion 1867135: Total 100,00 USD
Created By
Creation Date  O4-Apr-2013 14:08:45
Description  Good business justification

Approval Tofal 100040
Quick Order / Check Reguast PO &

Mota To Approver
Requisition Attachments
File Hame Type Description Update Delete
LR3pg File lesling ’ il
Lines
Details Line ltem Description Cost Center Unit OQuantity Price(USD) Amount (USD) Category Supplier
P=Show 1 Good business justificalion 00000 Each 1 100UsD 100,00 Check Request Mol Elsewhere Defined Conferences and Seminars
Total A 000D

| Bave | | Pnntable Page | | Back| Step 3 of 3 Tﬂ}
Shop | Requisitons | Receking | Shopping Can | Home | Legout | Preferences | Healp

Cogyright () 2008, Cracks. All ights reserved.

Please Note: This is only an example 12
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