How to Create a
Requisition



Creating a requisition

» Navigate to:

EOTA O pe rat | O N Search this site... 2 EECILNLTNTS = Team Sites~  Operations Reporting  Help using SharePoint
/Procurement

» Before you start
be sure you

Task Title Due Date Created By

Please approve requisition #: 12-023 8/31/2012 Paul Stoudenmire

k . Flease approve requisition #: 12-023 Paul Stoudenmire
nOW' Please approve requisition #: 12-023 Paul Stoudenmire
o Vendor name Lists Flease approve requisition #: 12-25 Elizabeth Sousa
Cost Tracker Please approve requisition #: 12-026 9/14/2012 Elizabeth Sousa
: Work to be Job Numbers Please approve requisition #: 12-027 9/14/2012 Elizabeth Sousa

pe rfO rmed Labor Categories

. Requisitions
> Deliverables Vendors
Funding Task Title Due Date
> Hours

estimated to
complete

My Document Review/Approval Tasks

Please approve the document titled: Letter Press (external participant)
Please approve the document titled: SW Production--DNDOQ DVDs

Please approve the document titled: OfficeMax--0 bats

Please approve the document titled: OfficeMax--flipcharts

Please approve the document titled: Ink Technologies--TOMNERS

dh

Procurement Library

Type PA & Name In Support Of Category Status Date Closed

£ DfficeMax P& 621 FOTA GPC Clased/Paid




Creating a requisition

» Verify that
consultant is on
the approved

Lists
1 Cost Tracker
Vendor list o Trpche
Labor Categories
N Reguisitions




Creating a requisition

» Select
Requisition
from menu

X - 3
Lists .
Cost Trocker
Labor Categories
B RAGRE
Vendors
Funding




Creating a requisition

» Select
“Requisition”
from menu

» Select “Add new
item”




Creating a requisition

Create a
“Requisition
Number”

Select a “Job
Number”

Select the
“Consultant”

The “Labor
Category” will
populate
automatically

Create a short
description of
the task

Consultant Support Requisition

Requisition Number
Please increment the last requisition
number from the list. Format is 12-XXX

Job Number
Consultant
Labor Category

Project/Description
Short description or project name

Statement of Work
Describe in detail the work to be
performed

Deliverable 1

Deliverable 2

12-027

EB202-041-1

Develop and deliver ILT 5r. Exec. ICS course forLANL

Using FEMA IC5300 and IC5402 course material, in addition to -
various LANL lessons learned, course material, and input from (&)
the LAML Point of Contact, develop a 2 hour instructor-led course -

Working with the LAML appointed POC, and EOTA consultant, the =
EOTA will develop an instructor-led course based on the [=]
aforementioned objective to include a design document, -

74 Hours

Upon approval/acceptance from the POC, the course will be -
delivered based on a date coordinated with the LANL POC. (=]
Documentation of participation in the course will be managed -

10 Hours

m




Creating a requisition

statement of the Requisition Number 12-027
Please increment the last requisition
Work to be number from the list. Fu:rrma?'ls 12-M¥X
performed Job Number EB202-041-1
4 Create d Consultant
descrlptllon of Labor Category
each deliverable
Project/Description Develop and deliver ILT Sr. Exec. ICS course forLANL

» Insert the hours

Short description or project name

req ul red to Statement of Work Using FEMA IC5300 and IC5402 course material, in additionto =~
com Iete the Describe in detail the work to be various LAMNL lessans learned, course material, and input from (=]
p performed the LAML Point of Contact, develop a 2 hour instructor-led course -

deliverable

Deliverable 1 Working with the LANL appointed POC, and EOTA consultant, the =

EOTA will develop an instructor-led course based on the =]

o NOTE: If you aforementioned objective to include a design document, -
reopen a form 74 Hours

to ed it, the Deliverable 2 Upcon approvalfacceptance from the POC, the course will be -

delivered based on a date coordinated with the LANL POC. =]

ConSUItant and Documentation of participation in the course will be managed -
Labor Category 10 Hours

may be blank.

m




Creating a requisition

» The “Total Cost

A Deliverable 3
of Labor” will be
generated for
Hours
you Deliverable 4
» Select the date
the consultant ’
ill start work —
wi Total cost of Labor 512,862.92
and end work
Travel Estimate (NTE)
» Attach any
suppo rti ng Period of Performance Start 9/11/2012
dOCU ments Period of Performance End 1/1/2013
» The Task Order Attachments SDF-D01 Technical Direction 12_0409 (BOTH).docx
Number W|” be ISDF-044 Course Feasibility Assessment 10_0630 (BOTH) .doc
added by the Task Order Number
Assigned by PMO after requisition is
PMO approved




Creating a requisition

> SE|eCt “Save” Requisitions - New Item
» The requisition
will —
automatically be H B8 [} “:"c:f"’
routed to the Save Close  Paste
PM for approva| Commit Clipboard

»

Consultant Support Requisition

*

Requisition Number [
Pleaze increment the last requisition
number from the list. Format is 12-XXX




Submitting for approval
.

» Check the =

| Version History

req u | S |t|o n yo u A’g?ech A'Ilsrf Workflows Approve/Reject ILIitke ‘I"\?gtse?t
i Actions. Share & Track Workflows Tags and Notes
want to submi

< Team Sites~  Operations Reporting  Help using SharePoint

» Select

y ” d» Al Tasks ~
Workflow” from
h . b b Project/Description Job 2 TOZ Vendor
t e rl O n Analysis of Primary Screener and Secondary EB208- Copeland Services LLC
Inspection Functions 011-2
menu - —
CVCTP Course LaPlata, MD (10/7-10/12) EB207- LES-2 Lester PRND Training

Requisitions: Workflows: 12-024

» Select the
workflow you
wish to start. In (@] hoproval status

Routes a requisition for approval. Approvers can approve or reject the

Start a New Workflow

th'S Case’ requisition, reassign the approval task, or request changes. Created by INP
7
Approval Workflows
”
Stat us Select a workflow for more details on the current status or history. Show my workflows only.
Name Started Ended

Running Workflows

There are no currently running werkflows on this item.

1]

Completed Workflows

[There are no completed workflows on this item.




Submitting for approval

R Ve r | fy t h at t h e Approvers Assign To Order

motero@eota.energy.qov ; ‘ 8/l oneatatime (serial)]Z]

ro u tl n g I S % ‘ dmckay@eota.energv.gov ; ‘ 3/ i oOneatatime (seriai)@

COI’I’eCt @ Add a new stage

Enter the names of the people to whom the workflow will assign tasks, and choose the
> I n S e rt a d u e order in which thgse tasks are assigned. Se_par.ate them with semicolons. You can also
add stages to assign tasks to more people in different orders.
d ate fO r Expand Groups

approval Request
» Start

2 For each group entered, assign a task to every member of that group.

This message will be sent to the people assigned tasks.

Due Date for All Tasks ﬁ
The date by which all tasks are due.

Duration Per Task 2
The amount of time until a task is due. Choose the units by using the Duration Units.

Duration Units Dayl(s) E]
Define the units of time used by the Duration Per Task.

cc pienkins@eota.energy.gov ; dmckay@eota.energy.qov ; &/«Lu
motero@eota.energy.qov ;

Notify these people when the workflow starts and ends without assigning tasks to them.

p—



Re-submitting for approval

If a requisition is
rejected it can be
modified and re-
submitted for
approval

After editing the
requisition, launch
the Workflow. You
will see there is n
option to “Start a
New Workflow”.
You must
terminate the
current workflow
first

Select the running
workflow in this
case “Approval
Status”

Select “Terminate

this workflow now”

You can now start
a hew workflow

Requisitions: Workflows: 12-034

Start a New Workflow

[There are no workflows currently available to start on this item.

lect a workflow for more details on the current status or history. Show my workflows only,

ame Started Ended Status
Running Workflows
Approval Status 10/2/2012 2:07 PM Rejecte
pleted Workflows

[Tiilfre are no completed workflows on this item.
Workflow Status: Approval Status
Workflow Information
Initiator: Lawrence Hatfield Item: 12-034

Started: 10/2/2012 2:07 PM
Last run: 10/2/2012 2:43 PM

If an error occurs or this workflow stops responding, it can be terminated. Terminati

@ Terminate this workflow now.

Tasks

Status: Rejected



»

Tracking a requisition

Check the
“Approval
Status”

Select “status”
to view history

£07

Lists

Cost Trackor

Job Numbers
Lahor Categories

Requisitnn:

- _____________________________________________________["
Approval Status Taotal
In Progress $12,862.92
In Progress $14,061.60
Approved £3,062.60
Approved £38,225.50
Approved £40,914.00
$20,740.86
g, Inc. $95,415.50
iciates, Inc. $23,524.93




Tracking a requisition

Workflow Status: Approval Status

Workflow Information

12-026

Status: In Progress

Initiator: Elizabeth Sousa Item:
Started: 9/11/2012 1:53 PM

Last run: 9/14/2012 3:16 PM

o Add or update approvers of Requisition Approval
8 Cancel all Requisition Approval tasks
o Update active tasks of Requisition Approval

If an error occurs or this workflow stops responding, it can be terminated. Terminating the workflow will set its status to Canceled and will delete all tasks created by the workflow.
a Terminate this workflow now.

Tasks
The following tasks have been assigned to the participants in this workflow. Click a task to editit. You can also view these tasks in the list Requisition Support Tasks.

[l Asszigned To Task Title Due Date Status Related Content Qutcome
Paul Stoudenmire Please approve requisition #: 12-026 /1472012 Completed 12-026 Approved
David McKay Please approve requisition #: 12-026 9/14/2012 Mot Started 12-026

Workflow History

a View workflow reparts
The following events have occurred in this workflow.

[[] Date Occurred Event Type User ID Description Qutcome

9/11/2012 1:53 PM
9/11/2012 1:53 PM
9/11/2012 3:15 PM

9/11/2012 3:15 PM

Workflow Initiated
Task Created
Task Completed
Task Created

Elizabeth Sousa
Elizabeth Sousa
Paul Stoudenmire

Elizabeth Sousa

Requisition Approval was started. Participants: Paul Stoudenmire;David Mckay

Task created for Paul Stoudenmire. Due by: None

Task assigned to Paul Stoudenmire was approved by Paul Stoudenmire. Comments:

Task created for David Mckay. Due by: None

Approved by Paul Stoudenmire




