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CHAPTER 1

INTRODUCTION TO REQLESS

The NOAO-Designed requisition entry and processing system has been designed with sim-
plicity and functionality in mind. Named REQLESS, the ultimate system will incorporate far
more than simply requisitions. The intention is for the REQLESS System to be a portal through
which AURA employees can do everything from produce requisitions to complete time cards to
delegate signature authorities to process travel requests and submit travel expense reports.

The following pages describe the complete REQLESS system. The intention is to help the
User understand the complete system. As new functions are added to the system, those functions
will be added to this manual.

This manual is produced using screen shots. Some of these screen shots are from systems
operated by Buyers and Administrators. Those individuals have access to screens that normal
Users do not have access to. As a result, the Program Manipulation Menu options shown on the
screen shots or as discussed on Part 3 of this Chapter may not be available to all users.

In this manual you will occasionally see a POINTER ICON on the right hand side
of a page next to a paragraph. That indicates that that POINTER ICON is being
used in an illustration to indicate on the illustration a point that is being made in
the paragraph.

The POINTER ICONS are:

REV 06/2007 Page-7
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PART 1

LOGGING IN

The Log In Screen

When entering the REQLESS program, the User will be directed to the LOGIN SCREEN
shown below. To gain access to REQLESS, the User simply enters his/her assigned Username
and Password in the fields provided and clicks on the LOGIN Program Manipulation Button.
The fields are case sensitive.

Name: Employee Number
Password: 1% Initial of First Name + 1* two initials of Last Name + Employee Number
Example: Clark ENterline’s password is “cen9999”

Association of Universities for Research in Astronomy, Inc.
AURA \v

Log In

User Mame: ¢

Password: |

[ Remember me next time.

Recover Forgotken Password

NOTE:

Employees added to the REQLESS system after 01 January 2007 have a
password with a period (”.”) inserted between the initials and the em-
ployee number. So, in the above example, Clark Enterline’s password

would be “cen.9999”.

If the User fails to enter the correct password for three consecutive times, the REQLESS sys-
tem will automatically block future attempts. If that happens, or if the User has any other diffi-
culties logging into the system, they need to send a message to regless@noao.edu and one of the
administrators will get back to them to facilitate the login.

***MPORTANT***

The most frequent error logging in to REQLESS occurs because the User

has their keyboards Caps Lock activated. The fields are case sensitive and
the use of Caps Lock may result in an incorrect password being entered.

REV 06/2007 Page-8
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PART 2

ENTERING REQLESS

The Summary Screen

With a successful Login, the User is granted access to the REQLESS system and will be
taken to the SUMMARY SCREEN. This screen will display a box that lists of all Requisitions,
Check Requests and Travel Requests that are either still “In Process” or that are “Pending” ap-

proval.
Association of Universities for Research in Astronomy, Inc.
AURA
Logout
Summary
¥ Summary | Type |unfinished|Pending] |
¥ Requisition ‘ Requisition ‘ 0 1 @
b List ‘Chack Request‘ 0 0 E
‘Tra'-,el Request‘ 0 0 ﬁ

b View
b New
b By Acct

b Change Password

Selecting the View Icon will take the User to the LIST SCREEN for that Request
Type — Requisition, Check or Travel.

**%|MPORTANT***

Although the Check Request and Travel modules have not been released,
they will appear on the SUMMARY SCREEN.

REV 06/2007 Page-9
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PART 3

THE PROGRAM MANIPULATION MENU

Association of Universities for Research in Astronomy, Inc.

AURA Q

Logout

Requisition List

* Summary

¥ Requisition
b List
b Wiew
b Mew Purchase/Detail Descriptinn:l
P By Acct
¥ Check
b List

Select Requisitions To View:

C@ll @ unapproved C spproved  © Cancelled

Date Created burchase Order Number - Creation Date] ]

|Enterhnel william C ‘ 03/27/2006 |Pendmg Approval
|EnterhneJ William C ‘ 041072006 |Unﬁmshsd

b Wiew

b Mew

¥ Travel
b List
b View
b New

|EnterhneJ William C ‘ 041272006 |Unﬁmshsd

|EnterhneJ william C ‘ 04/12/2006 |Unfmishad

b Change Passward |Enterhnel williarm C‘ 08/04/2006 |Unfmished
|EnterhneJ William C ‘ 08/06/2006 |Pendmg Approval

|EnterhneJ william C ‘ 09/11/2006 |Unfmishad

XU XXX XX

[ \
| \
| \
| \
|EnterhneJ williarn C ‘ 08/04,/2006 |Unfmishad | ‘
—
| \
| \

|EnterhneJ william C ‘ 09/11/2006 |Unfmishad

On the left side of all screens is the Program Manipulation Menu. This menu allows the user
to transition from operation to operation from any screen.

The “Show” ICON | ¥ | allows the User to hide all or just certain parts of the Program Ma-
nipulation Menu.

The following is a description of each Program Manipulation Menu selections.

1) SUMMARY: This selection will return the User from any point in the program to the
SUMMARY SCREEN - the same screen that the User is taken to when they log into the
REQLESS system..

2) REQUISITION: The subcategories under this heading refer to actions that can be per-
formed concerning requisitions.

A) LIST: Clicking on this word takes the User to the REQUISITION LIST SCREEN,
a screen that displays the list of requisitions produced by the User.

B) NEW: Clicking on this word takes the user to the REQUISITION EDIT SCREEN,
which is the first step in the requisition entry process.

C) VIEW: Clicking on this word allows the User to view a specific requisition.

D) BY ACCT: Clicking on this word allows the User to see a list of all requisitions, in-
cluding those produced by other Users, that use a specific account number.

3) BUYER: This area is only visible for those employees designated as a Buyer. These
selections deal with how the individual Buyer processes each requisition assigned to them.

A) WORK DESK: This selection takes the Buyer to a site where they can process reg-
uisitions, create Purchase Orders and export those POs from REQLESS and into the
USL Accounting System.

B) UN-CANCEL: This selection allows the Buyer un-cancel a requisition that was pre-
viously cancelled.
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4)
5)
6)

7)

REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

C) ASSIGNMENTS: Clicking on this takes Site Purchasing Managers to a site where
requisitions can be assigned to specific buyers. This selection only appears on Site
Purchasing Manager’s screens.

CHECK: THIS MENU OPTION IS STILL UNDER CONSTRUCTION
AND NOT YET VISIBLE TO THE USER
TRAVEL: THIS MENU OPTION IS STILL UNDER CONSTRUCTION

AND NOT YET VISIBLE TO THE USER
EXPENSE: THIS MENU OPTION IS STILL UNDER CONSTRUCTION
AND NOT YET VISIBLE TO THE USER
CHANGE PASSWORD: Clicking on this selection moves the user to the CHANGE
PASSSWORD SCREEN to begin the process of changing the User’s password.

On the upper right hand part of each screen is the REQLESS Logout selection.

1)

LOG OUT: selecting this item exits the User from REQLESS and returns them to the
LOG-IN SCREEN.
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PART 4

THE CHANGING THE PASSWORD

The Change Password Screen

Selecting the CHANGE PASSWORD selection from the program Manipulation Menu will
take the User to the CHANGE PASSWORD SCREEN. This screen allows the User to change %
his/her password. The User is directed to enter their Current Password and then to enter their
New Password. As a check, the User is asked to Confirm New Password.

Association of Universities for Research in Astronomy, Inc.

AURA °

Change Password

Logout

¥ Summary Password:
¥ Ri isiti
=il MNew Password:
b List
i Confirm New Password:
b View

b By Acct

Change Passwort

1) CHANGE PASSWORD SCREEN Entry Fields:

A) Password — This field allows the User to enter their current password.

B) New Password — This field is where the User enters the new password that they want
to use.

C) Confirm New Password — In this field the User is requested to enter the new pass-
word again. This is done to insure that the User does not make a typing error when
entering their new password. If there is a difference between the New Password entry
and the Confirm New Password entry, the user is taken to a PASSWORD ERROR
SCREEN. If the two entered passwords are the same, the User is taken to a PASS-
WORD NOTIFICATION CHANGE SCREEN.
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PART 5

THE REQUISITION LIST SCREEN

The Requisition List Screen

Selecting the LIST from Program Manipulation Menu will take the User to the REQUISI-
TION LIST SCREEN.

This screen will display all of the requisitions that the User has entered that have a status of
Unfinished, Returned for Editing or Pending Approval. Only the most recent 20 requisitions

are displayed. If more requisitions are listed, page numbers will be supplied at the bottom left
corner of the list. Selecting those page numbers will allow the User to manipulate through the

complete list.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

¥ Summary
¥ Requisition
b List
b View
b Mew
b By Acct
¥ Check
b List
b View

I Change Passward

Requisition List

Select Requisitions To View:

CEft @ Unapproved © Approved € Cancelled

Purchase/Detail Description: I

Requisition Number|Purchase Description Date Created

Purchase Order Number - Creation Date

[ R10Z541

[Enterline, william c | n3/z7/z008

[Enterline, william | n4/10/z008

‘afaf

|Enterhnel william © ‘ 04/12/2006

‘te st

|Enterhnel william © ‘ 04/12/2006

‘test new

[Enteriine, willam | 08/04/z008

‘test again

|EnterhneJ William C ‘ 08/04/2006 |Unﬁmshsd |

[ R102586 [it test

|Enterhnel william C ‘ 08/06/2006 |Pendmg Approval|

[ R102591 hest

|Enterhnel william C ‘ 09/11/2006 |Unfmished |

[ R102592 et

XX XXX X% |

|EnterhneJ William C ‘ 091172006 |Unﬁmshsd |

This list is sorted by date of entry with the oldest requisition listed first. In addition, the list
displays the status of all those requisitions.

Each of the columns can be sorted in ascending or descending order by selecting the heading.
Note that the column heading “Purchase Description” allows the user to see what has been
purchased on previous requisitions. This can be useful when seeking to find an old requisition to
reissue. Also, note that a column is included called “ Date Created” that displays the date the
requisition was created. These fields are most helpful when looking at previously approved reg-

uisitions.

Only those requisitions that have not been sent off for approval can be cancelled with the

“Delete” ICON

In addition, t

> | .
% is a selection option on the top left of the table that will allow the User to
view those requisitions that have been approved as well as those that have been cancelled. Se-
lecting "Unapproved" will return the list to the default selection of only those that have the Pend-
ing Approval, Returned for Editing or Unfinished status.

REV 06/2007

Page-13

) B =



The listing of the approved requisitions also shows the Buyers Name and Purchase Order
Number(s) issued for that requisition. Older requisitions do not have this feature as this feature |

REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

was included in an update

This feature is convenient as it allows the User to see if a requisition has been processed or
assigned to a Buyer. If there are any questions, the User should contact the assigned buyer or

send a message to reqless@noao.edu, which is monitored by the system administrators.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

 Summary
¥ Requisition
b List
b View
b Mew
> By Acct
* Buyer
b Work Desk
> Un-Cancel
I Assignments

P Change Passward

Requisition List

Select Requisitions Te View:

Call C Unapproved @ approved © Cancelled

Purchase/Detail Description: m

Requisition Number| Purchase Description Date Created @ Purchase Order Number - Creation Date

R101264 Stamp Machine Enterline, Willam C| 06/02/200%

Approved [McSride, Kathleen A

R10129

|D\g\ta| Scale

[Fernando Delaha [ 0s/07,

01376 [1EM Thinkpad

|[chemtrec

[Enterline, wil

|Hercx Maint

|Entar|ma, Wil

|Bite & Pieces

[Enterline

|I-:;T-:; Subscription

|Enter

|Ship Hazmat Software Maint [Enterline,

William C| 10/04/2004

|Approuad ‘McErida, kathleen A |

g pproved \Enterhna‘ William C |

pproved [McSride, Kathleen A |

|approved [Enterlin

|—"\|:|:rc'-,ad \Enter’hn

[2pproved [Enterlin

|Scf‘t'~are

|Kath‘_y McBride

| 10r13/2004

|—'\pprc',ad ‘McErida, kathleen A |

[REQLESS

|Entar|ma, W

william C [ 10/29/2004

|Approuad \McErlda, Kathleen A |

|Expcrt Regs

|Entar|ma,

illiam C| 01/03/2005

|—'\pprc',ad ‘Ker’ak_es, Jeanette M |

51464A - 01/04/2005

|Forkllft

[2. =mith

[ o1/18/2005

|Approuad \Castlllo, Gleria C |

A - 01/19/2005

|REQLESS MOds

[Enterline,

william c[ 02/15/2005

|2pproved [Mcride, Kathleen A |

- 02/15/2005

[Monitor

[Enterline

. William C| 02/17/2005

|Approuad \McErida, Kathleen A |

P43179A -

02/17/2005

[sA0 Computer

[Enterline,

Wwilliam C[ 03/18/2005

[2pproved [Kerekes, Jeanstte M|

p51704c -

|Stamp5

[Enterline

. William Cl 04/28/2005

|Approuad ‘Castillo, Gloria C |

P72106A - 05/

[Pallets

[Enterline,

william C[ 06/08/2005

[2pproved [Enterline, William C |

PSO304A -

06/08/2005

|Chemtrec

|Enter|me

, William Cl 06/15/2005

|Approuad ‘Ker’akes, Jeanette M |

p52087h -

07/05/2005

|-l|thcuse

|Entar|ma,

william C [ 06/17/2005

|£'\pprc'-,ad \McErlda Kathleen A |

P45374L -

06/25/2005

|Exp practioner

[Enterline,

william C[ 06/17/2005

|2pproved [kerekes, Jeanette M|

p52112a -

06/20/2005

s e s e s s e s s o

Selecting the requisition number allows the User to review previously issued requisitions and
allows them to reissue the selected requisition. Reissuing requisition will be covered in a later
chapter

On the left side of the screen is the Program Manipulation Menu. This menu will be dis-
played at all times and the User can manipulate throughout the system at any time.

Status Definitions:

1) Unfinished- Requisitions with this status have been initiated by the User but have not been
completed and will remain in this status until the User either deletes the requisition or com-
plete the requisition and forwards it for approval.

2) Pending Approval — Requisitions with this status have been completed by the User and
forwarded to an Approving Authority for approval. The status will remain until the requisi-
tion is acted upon by all of the Approving Authority(ies) and either approved, cancelled or
returned to the User for editing..

3) Approved — Requisitions with this status have been approved by the Approving Author-
ity(ies) and made available to Procurement for processing.

4)  Needs Your Approval — Requisitions with this status have been entered by another re-
quester whose name is displayed in the Requested By column. These requisitions have been
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5)

6)

7)

8)
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submitted to the User because the User is an Approving Authority on one of the accounts
listed on the requisition. This status indicates that the requisition requires the Users ap-
proval before it can be processed by Procurement.

Cancelled — Requisitions with this status have been cancelled by the Approving Authority
for some reason. When cancelled, the Approving Authority has the option to e-mail the re-
quester and explain why the requisition was cancelled. This requisition cannot be resur-
rected. The only solution is to speak to the Approving Authority, discuss the reason for the
cancellation and reenter another requisition.

Returned for Editing — Requisitions with this status have been returned to the User by the
Approving Authority because the requisition needs to be edited in some manner. When re-
turned, the Approving Authority has the option to e-mail the requester and explain why the
requisition was returned and what changes need to be made so that the requisition can be
approved. This status designation is the same as Unfinished and will allow the User to
make the necessary changes and resubmit the requisition for approval.

Transferred, Pending Approval — Requisitions that require the approval of an Associate
Director will have their ownership “transferred” to the individual with signature authority
just below the Associate Director Level. The requisition is transferred to that employee
who has the option of approving or canceling the requisition. If this individual approves the
requisition, the requisition is forwarded to the Associate Director for formal approval.
Owned, Pending Completion — When a requisition’s ownership is “transferred”, the indi-
vidual to whom it is transferred will receive an email notice of the transfer and the requisi-
tion will have a status of Owned, Pending Completion in the status field. If changes are
required, the requisition will be returned to the original requester NOT to the individual to
whom ownership was transferred.
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PART 6

SELECTING REQUISITIONS TO VIEW

The Select Requisitions to View Sub-Screen

This sub-screen is located on the REQUISITION LIST SCREEN and is where the User can
filter the requisitions that are displayed in the list. The selections are:

1. “All” will display all the requisitions that the User has submitted. This list can be very
large.

2. “Unapproved” will display only those requisitions that have a status of either Unfin-

ished, Returned for Editing or Pending Approval.

“Approved” will display only those requisitions that have a status of Approved.

“Cancelled” will display only those requisitions with a status of Cancelled.

P w

Select Requisitions To View:

Al & Unapproved © Approved © Cancelled

Purchase/Detail Description: |F3E'W

Also in this sub-screen is a filtering mechanism that the User can employ to recall requisi-
tions that have line items containing the word or number the User enters in the field. The User
should first select the list that they want to view and then enter either all or part of the description
of the requisition they want to locate.

The User then selects the FILTER Program Manipulation Button and the REQLESS pro-
gram will scan all the line items in the selected list and display only those requisition that meet
the filtering request. This does not filter according to the words or phrase listed in the “purchase
Description” column but actually scans the individual line item descriptions.

1) SELECT REQUISITIONS TO VIEW SUB-SCREEN Entry Fields:

A) Purchase/Detail Description — This field allows the User to enter a number, word or
part of a word that, when the FILTER Program Manipulation Button is selected, will
use to filter the individual line items on the selected list of requisitions. The resulting
list consists of those requisitions whose line items meet all or part of the selected fil-
tering criteria.
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PART 7

DELETING A REQUISITION

The Request Delete Verification Screen

If the User wishes to delete a requisition they should select the “Delete” ICON next to the
requisition on the requisition list on the REQUISITION LIST SCREEN. Only those requisi-
tions with the status of Unfinished or Returned for Editing can be cancelled,

The User will be taken to the REQUEST DELETE VERIFICATION SCREEN where
they will be able to verify that they actually did want to delete the requisition. If the selection
was a mistake, they will have the option of canceling the Delete request.

Association of Universities for Research in Astronomy, Inc.

Logout
Request Delete Verification
> Summar ¥ Are You Sure You Want To Delete Request R1128747
¥ Requisition
b List
[] L]
ew
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PART 8

ACTION SELECTIONS, MANIPULATION BUTTONS AND ICONS

ACTION SELECTIONS:

1)

NONE

PROGRAM MANIPULATION BUTTONS:

1)

2)

3)

4)

THE LOGIN SCREEN

A) LOGIN: Clicking on this PMB moves the User to the SUMMARY SCREEN to be-
gin using the REQLESS system.

THE CHANGE PASSWORD SCREEN
A) CHANGE PASSWORD: Clicking on this button submits the changed password.
An error message will be received if the password chosen is not valid.
B) CANCEL: Clicking on this button cancels the change to the password.
THE SELECT REQUISITIONS TO VIEW SUB-SCREEN

A) FILTER: Clicking on this button activates the filtering sequence in the SELECT
REQUISITIONS TO VIEW SUB-BOX.

THE REQUEST DELETE VERIFICATION SCREEN

A) YES: Selecting this button accepts the deletion that is attempted.
B) NO: Selecting this button rejects the deletion that is attempted.

ICONS:

1)

2)

3)

REV 06/2007

THE SUMMARY SCREEN

“View”: Selecting the “View” icon will take the user to the "List" screen for the
@' type of request corresponding to the "View" icon.

THE PROGRAM MANIPULATION MENU

- “Show”: Selecting the “Show” icon will allow the User to expand or reduce the
Program Manipulation Menu items..

THE REQUISITION LIST SCREEN
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“Delete”: All requisitions that have not been sent for approval can be cancelled
by selecting the “Delete” icon. The icon does not indicate that the requisition has

been cancelled; it only means that the User can cancel the requisition if they select
the icon.

4) THE SELECT REQUISITIONS TO VIEW SUB-SCREEN

b

REV 06/2007

“Delete”: All requisitions that have not been sent for approval can be cancelled
by selecting the “Delete” icon. The icon does not indicate that the requisition has

been cancelled; it only means that the User can cancel the requisition if they select
the icon.
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CHAPTER 2

CREATING A NEW REQUISITION

Requisitions can either be created by:

1.  Starting with a blank slate that requires that the User enter all the data necessary to com-
plete the requisition, or

2. Reissuing an existing requisition.

In either case, the document should:

1. Reflect what the User wants to purchase.

2. Provide the approving authority sufficient information to either approve or deny the ex-
penditure, and

3. Give the Buyer sufficient information to complete the purchase.

This chapter will discuss how the User goes about completing a requisition from the scratch.
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PART 1
CREATING A NEW REQUISITION

The Requisition List Screen

To begin the process of creating a new requisition, the User must click on the “NEW” selec-
tion in the Program Manipulation Menu. This will transfer the user to the REQUISITION
EDIT SCREEN.

il

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Requisition List

w Summary

* Requisition

b List
b View
P Mew
b By Ad
¥ Check
b List

Select Requisitions To View:

(",Ali @ Unapproved © Approved ©' Cancelled

Purchase/Detail Description:

isition Number|

Purchase Description Date Created Purchase Order Number - Creation Date| -

i :i:: [testq [Enterline, wiliam c [ 03/27/2006 [Pending Appraval | [ [ ]
- Travel ftyest [Enterline, william [ 04/10/2006  |Unfinished [ [ |7
b R102554 |aFaF ‘Enterline, W\H\amC| 04/12/2006 ‘Unﬁmshed | | |7
b view R102555 |test ‘Enterline, W\H\amC| 04/12/2006 ‘Unﬁmshed | | |7
b Mew R10Z2583 |tsst new ‘Enterlms, W\H\amC| 08/04/2008 ‘Unﬁmshed | | |?
P Change Password R102584 |tsst again ‘Enterlms, William C| 08/04/2006 ‘Unﬁmshed | | |?
R102585 [it test [Enterline, william C [ 08/06/2006 [Pending Approval | [ [ ]
R102591 |test ‘Enterline, williarn c| 09/11/2006 ‘Unﬁmshed | | |7
R102592 ftest [Enterline, William C | 09/11/2006 |Unfinished [ [ [x
The requisition entry process is divided into four parts:
1. the Requisition Header part,
2. the Requisition Line Item part,
3. the Requisition Review part, and
4. the Requisition Approval part.
***WARNING***
Using the Web Browser’s Back Arrow can create problems within the
REQLESS System. Navigate within the System with the Program Ma-
nipulation Menu items or with the Program Manipulation Buttons.
***USER NOTE***
If the User keeps getting error messages, the problem could have been
caused by any number of miss-entries. The easiest solution is to select
LIST on the Program Manipulation Menu, reselect the requisition and go
back to where the problem occurred and try again. If the problem persists,
send a message to reqless@noao.edu or call Clark Enterline (ext 8277).
REV 06/2007
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PART 2
COMPLETING THE REQUISITION HEADER

The Requisition Edit Screen

The first part of the requisition entry process is the requisition header that allows the user to
enter information pertinent to the whole requisition. This page can be reached from any
REQLESS screen by selecting “NEW?” on the Program Manipulation Menu.

No requisition number will be assigned by the system until the user completes this screen and

selects the CONTINUE Program Manipulation Button on the REQUISITION EDIT
SCREEN.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout
Requisition Edit

= -
¥ Summary Requisition No.: (unassigned)
¥ Requisition

b List

Requested By:

b view

P New Purchase Description

P By Acct (30 chars max): Requisition Priority:
¥ Buyer test [Routine =l

b Work Desk

I Un-Cancel

. Requisition Origination:
P Assignments
I Change Password

& NOAO For Purchases In:
NSO ® ARIZONA
Division / Project: o oo & E ETEE
CAS - o
© A0SS O CHILE
© S0AR O Other
© Other
Account Number:
50 % [n - [xs000 |- 00
50 % [n - [xso00 |- [s00 ) (150.ch )
Suggested Source (150 character max): i
05 I__ _I Graingers. See Bob 6223434 ¥ Attachments Being Forwarded
e [0 W]
ercentages of total requisition
must sum to 100%
Notes:
is is importa o the function of the observatory

K

When Approved, Send E-Mail To: |D‘P'F|ﬁ@ﬁﬂﬂD adu

~Entry Required

ENTRY FIELDS:
1)

Purchase Description — This field allows the User to enter a 30-character description of the
order. This description is for the Users use only and is the entry that appears on the Pur-

chase Description column on the REQUISITION LIST SCREEN. It is not, necessarily, a
REV 06/2007
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description of the items being purchased but more of a brief identification designed to allow
the User to find the requisition at a later date for reissue purposes.

2) Requisition Priority - This field helps the Buyer identify the priority of the materials
requested. This field is especially important to purchases for Chile Users, as it will allow
the Manager to correctly designate how the materials are to be transported internation-
ally. Below is a listing of the specific categories, their uses, the type of freight service
involved, and the priority given the purchase by the Buyer.

A) Routine- For those purchases required to periodically replenish inventory stock; for
purchases that do not fall in other, higher priority categories; for purchases that are
not time sensitive (i.e. spares); or for purchases that are not crucial to the comple-
tion of the project. Such purchases may be shipped to the shipping & receiving fa-
cility by Standard UPS Ground service. If destined for an overseas location, the
material will travel by standard airfreight unless otherwise indicated on the requisi-
tion.

B) Scheduled Project - To be used if the material ordered is for a specific project that
is time sensitive and for which the project may fall behind schedule if the requested
materials are not received by the date specified. Such purchases may be shipped to
the shipping & receiving facility by Standard UPS Ground service or express ser-
vice depending on the date required. If destined for overseas facilities, these mate-
rials will be shipped either standard or express airfreight depending on the specific
requirements. The decision as to the freight rests with the Buyer.

C) Emergency - To be used only when the materials are urgently required in order to
meet an observing run, repair an essential piece of equipment, replace depleted in-
ventory, or meet another requirement that is essential to the smooth operations of
the observatory. This category should not be abused. When such requisitions are
received, the order is immediately processed. The system will send a message to
REQLESS@NOAO.EDU advising those REQLESS Administrators that an Emer-
gency requisition has been approved and is awaiting processing. The Site Admin-
istrators and stop what they are doing to distribute the requisition and will inform
the Buyer that they have an Emergency requisition. The Buyer will stop what they
are doing to process the requisition immediately. Buyers will use express freight
the get the goods to Tucson and, if destined for an overseas site, will authorize the
use of express freight to get the goods to the destination.

D) Inventory Restocking - To be used when the requisition concerns normal inventory
restocking. This requisition will receive the appropriate priority depending on
whether or not there is an indication that an item’s stocking level has reached zero
(0). Normally this priority code receives the same priority as Routine.

3) Division/Project — This field is for the User to enter the department or project for which the
materials are ordered. This field allows Procurement to keep statistics on what department
or major project is submitting requisitions. A drop-down box is used to enter the selections.
If a specific selection is not available, contact the Manager, NOAO Procurement to see if
the notation can and should be added. This field is for statistical purposes only. As such, if
an exact match is not available, select the next best option.

4) Requisition Origination — Indicates to the purchasing agents at the office processing the
requisition what site originated the requisition. This selection is important for Purchase
Order distribution purposes. The Possible Selections are:
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A) NOAO - The requisition originates from a site in Arizona — i.e. a Kitt Peak facility

or from offices in the NOAO-Tucson facility.
B) NSO- The requisition originates from the NSO-Sac Peak site.
C) CTIO - The requisition originates from CTIO in Chile
D) AQSS - The requisition originates from AOSS in Chile
E) SOAR - The requisition originates from SOAR in Chile.
F) Other — The requisition originates from another facility.

For Purchases In — Indicates to the Site Administrators at the various purchasing sites

where the requisition is to be processed. The Possible Selections are:

A) ARIZONA - The requisition is to be processed by NOAO Procurement in Tucson.

B) CHILE - The requisition is to be processed by the AOSS Procurement office in

Chile.

F**IMPORTANT***

At the present, AOSS Procurement Office is not trained in REQLESS and
all requisitions to be purchased in Chile are to be forwarded to NOAO
Procurement in Tucson for either processing or forwarding manually to

AOSS Purchasing.

C) NEW MEXICO - The requisition is to be processed by NSO Purchasing in Sac

Peak.
D) Other — USING THIS OPTION IS DISCOURAGED.

***USER NOTE***

This selection is important to the to the software because the requisition
will be distributed to that purchasing office for processing. For example

A) Chile requisitions may be designated for processing in ARIZONA and
will be distributed to the buyer in the NOAO Procurement office for
processing,

B) Requisitions issued by GONG may be sent to CHILE for processing
as it concerns something needed for the Chile instrument that can be
purchased locally in La Serena, or

C) NSO orders originating in Tucson may be distributed to the NSO-Sac
Peak buyer for processing in NEW MEXICO.

Account Number — This area has room for up to four (4) separate account numbers.
Requisitions having more than four (4) account numbers should note the additional ac-
count numbers in the “Notes” field. The User must enter at least one account number.
Expense codes are not appropriate in this area; only the main 9-digit Account and Project
numbers are required in this field.

The User must also indicate the percentage of distribution for the account numbers
selected. The total of all the percentages must equal 100% or an error will be generated
advising the User that the account distribution does not equal 100%.

REV 06/2007
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These account numbers and their distribution percentages will default to each

line

item where the User has the option of changing the distribution percentages for the indi-

vidual line items.

EXAMPLE: Assume the User enters four (4) account numbers on the
header and designates each account number with a 25% distribution. The
User will then be able to enter four line items with each line item assigned
one of the four account numbers with a distribution of 100% and the other
three 0%. This will be reviewed when the entry of line items is discussed.

***JSER NOTE***
Expense Codes will be entered at the time the line items are added. These
3-digit Expense codes are applicable only to each line item.

3) Suggested Source — This area allows the User to notify the purchasing office who they have
contacted concerning the requested products, from what catalog the part numbers have been
taken or the vendor that they know has the product(s). It is best to include a contact name
and phone number. If the User references specific part numbers, it is important the vendor

name is listed. Up to 150 characters are allowed.

4)  Attachments Being Forwarded — This check box notifies both the Approving Authority and
the Buyer that there are attachments associated with the requisition that must be reviewed

prior to approving or processing the requisition.

Attachments can be a complicated process. The User must note the requisition number
on the attachment(s) and forward them to the approving authority. It is suggested that the
User and the Approving Authority discuss such requisitions prior to submissions to deter-
mine whether or not the Approving Authority needs to see the attachments. If they do not
need to see the attachments, the attachments can be forwarded directly to the procurement

office.

If not properly identified, the attachments may never get matched with the requisition

and the procurement process may be slowed significantly.

The system allows the user to attach one or more files as an attachment to the purchase

order when the order is undergoing final review. The

exact procedures will be addressed at that time. The at- *Date Wanted (mm/ddiyyyy):
tached files will be sent to REQLESS@NOAO.EDU ! ! O -
one of who W.I|.| insure that the file(s) is(are) matched : November 2003 .
with the requisition. 5_ S N S_t
5) Date Wanted — this space allows the User to tell the 2"; ;_:' 2": ;9 3; 3': ?
procurement office when the materials are required. | |= = == & === =
Please be realistic when entering the date. This will £ 2 4 3 & I B
help the buyer in prioritizing the order for more effi- 2 10 11 12 1314139
cient processing of all their requisitions received. The SICQEUIagl F N
User may enter a specific date or click on the “Down” 23 24 23 26 27 28 23
#3001 2 32 4 3 &

icon to pull up the calendar and then select the date 22

wanted. The “Refresh” icon simply refreshes the date *Entry Required
so that another can be entered.
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Notes — This area is for the User to enter specific notes that are applicable to the TOTAL
order. Each line item has a field available to enter notes related to the specific line item.
Notes used in this area concern only the whole requisition.
When Approved, Send E-Mail to — This area is used to allow the User to send a copy of the
requisition to an individual who would not normally otherwise get a copy of the requisition.
For example, if the User wants the Administrative Assistant to get a copy of the requisition,
the user will enter the e-mail address of the Administrative Assistant in the field and the
REQLESS system will the data from the requisition to that person as soon as the requisition
is approved. The User must know the e-mail address of the individual to whom the message
is sent. The email will look as follows:

File Edit “iew Toolz Meszage Help

g & 8 | - X ©Q ©

To: centerline@noan. edu
Subject: Requisition A102590 Self Approved

Reply Reple All  Forward Frint Delete Previous Mext Addresses
From: centerline@@noan. edu
D ate: fMonday, September 11, 2006 12:46 Pk

Approver Comments: Self Approved

Purchase Description: test
Friority: Foutine

Eequisiton Origination: IOA O
Divizion / Project; CAS

For Purchase In: ARTZONA

Eequsition & cocount Distribubion:
-~ Dhstribution: 100%4

-- Account Mumber: FIZE000300
-- Amount: $500.00

Attachment Being Forwarded: Io
Suggested Source:

Date Wanted: 09/13/2008

Motes:

Detail Tterms:

-- Cantity: 1

-- TTnit: EA

-- Uit Cost: $500.00

-- Descrniption: zfadsfasfd

FFFWARNING***

Selecting any of the Program Manipulation Menu options before the
CONTINUE Program Manipulation Button is selected will move the
User to whatever selection they make WITHOUT saving the requisition
information. To save the requisition information and obtain a requisition
number, the User will have to selected the CONTINUE button and then,
on the next screen, select an option from the Program Manipulation Menu.
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PART 3
ENTERING THE LINE ITEM

The Detail Edit Screen

The second part of the requisition entry process concerns the description of what is to be pur-
chased. This is when the User enters the information concerning what they want ordered in the
fields on the DETAIL EDIT SCREEN.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

¥ Summary

* Requisition
I List
b View
b Hew
b By Acct

* Buyer
I Work Desk
b Un-Cancel
b Assignments

b Change Password

Detail Edit

Requisition No.: R112912
Requested By: Enterline, William C

*QTY |4
*Unit |EA 'I

X5£20 35V Power Supplies

*Description (200 characters max):

T 1

* Account Allocatiops:

0 5, NXB000300 - | H
¢

100 %, NX8000400 - I 100 - Supplies & Materials

Deliver To ( ax) [~
or): |ueorge Jones

ost: |50

Make sure that these Power Suppleis mees MIL 3pecs for guality. =

Additional Notes (40 %)

* Entry Required

ENTRY FIELDS:

1) QTY - This field allows the User to enter the number of units that are to be ordered.

2) Unit - This field allows the User to select, via a drop-down box, the type of units that are to
be purchased. If the desired units are not included in the drop-down box, contact the Man-
ager, NOAO Procurement or send a message to regless@noao.edu to add the designation.

3) Description — This field allows the User to enter the description of the items being ordered.
The User should not reference an attachment. Rather, the User should describe the item de-
sired in detail including part numbers and specifications. If available, the User should refer-
ence a quotation number. This field is limited to 200 characters..

4) Percentage — This field allows the User to modify the percentages they entered on the
REQUISITION EDIT SCREEN to suite the needs of this specific line item. If the User
chooses, they can omit one account number all together.

REV 06/2007

***USER NOTE***

1. For example, on the REQUISITION EDIT SCREEN, the User se-
lects two account numbers with equal distributions. However, when
entering the item to be purchased, the User decides not to use one ac-
count number. All that is needed is for the User to put 0% next to the
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account number they do not want to use and 100% next to the account
number they do want to use.

2. If the distribution for a specific Account Number is at 0%, the Expense
Code for that Account Number must be blank — the first field in the
Expense Code Drop-Down box.

3. Once the User exits the REQUISITION EDIT SCREEN, they
CANNOT change an entered account number. They can only return
to the REQUISITION EDIT SCREEN, add another account number
and adjust the distributions percentages accordingly.

4. The User CANNOT change an existing account number distribution
to 0% on the REQUISITION EDIT SCREEN. All distributions
must be greater than 0%.

F**IMPORTANT***
Remember, it does not matter what the distributions are on the REQUI-
SITION EDIT SCREEN as they can be changed on each line item to
whatever percentage the User wants.

Account Number — This field reflects the account numbers that were entered on the REQ-
UISITION EDIT SCREEN. If an account number is not entered on the REQUISITION
EDIT SCREEN, the account number cannot be entered on the DETAIL EDIT SCREEN.
If an account number was omitted, the User must return to the REQUISITION EDIT
SCREEN and enter the omitted account number.

The User is then asked to enter an Expense Code for each account number for the spe-
cific line item. Allowed object codes and their descriptions can be selected from the drop-
down box.

Deliver To — The User is asked to enter the individual to whom the received materials are to
be delivered. This is the individual who will sign the receiving report upon delivery, verify
proper receipt and authorize payment. If no name is entered, the materials will be delivered
to the requester. This field allows for Departmental Administrators to place orders for indi-
vidual within their department and avoid having the goods delivered to them by Shipping
and Receiving. Deliver-to entries are limited to 15 characters.

** X IMPORTANT***

Do not enter locations unless the location is on Kitt Peak. Be specific.
“Solar Observing Room” may not be specific enough. “McMath Solar
Observing Room 23” is better. Entering the receiving individual’s name is
preferred.

Estimated Unit Cost — This field is where the User enters the estimated unit cost of the line
item. This can be a best guess, price for a catalog or web page, or any other estimate. The
individual who will approve the requisition will be based on this estimated amount unit cost
multiplied by the number of units ordered.

Procurement has noted that if the actual value is greater than 10% or $100, the Approv-
ing Authority will be contacted and asked to re-approve the requisition by email.
Additional Notes — This field allows the User to enter detailed information that cannot be
included in the Description field. This field is limited to 400 characters..
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PART 4
REVIEWING THE REQUISITION

The Requisition Display Screen

The REQUISITION DISPLAY SCREEN permits the User to review the existing entries on
a specific requisition and to edit, add to or delete from the requisition’s line items. This screen
also allows the User to print a copy of the requisition and to signify that the requisition is com-
pleted and ready for distribution.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Requisition Display

~ Summan v
¥ Requisition
B Requested By: Enterline, William C m
i
b View
P New

Requisition No.: R112912

Purchase Description: test

P By Acct

Requisition Priority: Routine
Requisition Origination: NOAO
Division / Project: CAS
For Purchases In: ARIZONA

Distribution] Account Number| m

. [ so% [ mxsooosoo | so0.00
Account Allocations: —
| so% [ nxsooosoo [ s200.00

[ 100% | Tetal [¢200.00

Attachment Being Forwarded: Yes

File Attachment: Browse... m

##* Note: Click Artach Burton After Selecting Attachment.

W

K&/l

Suggested Source: Graingers, See Bob 622-3434
Date Wanted: 05/04/2007
Motes: this is important to the function of the observatory
larv|unit]unit Cost] _ Description | | |
’T’?’m X5680 35V Power Supplies Er

Add Detail Item

Detail Items:

Selecting the EDIT Program Management Button will return the User to the REQUISI- H{
TION DETAIL SCREEN where the User can modify items on the requisition heading. -
Additional line items can be added from this screen by selecting Add Detail ltem. At that @

[

point the User will be returned to a blank DETAIL EDIT SCREEN where the additional item
can be added.

Existing line items can be deleted by selecting the “Delete” ICON or can be edited by select-
ing the “Edit” ICON.

In addition, the User can attach one or more files to the requisition by using the BROWSE

Program Manipulation Button to select the file and then selecting the ATTACH Program Ma-
nipulation Button to send the attachment to REQLESS@NOAQO.EDU. The user can attach as

many files as he/she wants as long as he/she selects a file and then selects the ATTACH Pro-

REV 06/2007
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gram Manipulation Button for each file they want attached to the requisition. Only one file can
be attached at any one time but there is no limit as to the number of times different files can be

attached
When each attachment is sent, the REQLESS@NOAQO.EDU mailboxes receive the following

message:

£ R102551 Attachments. =] S
J File Edit View Tools Message Help |4’

Q

)
Previous MNexdt ‘ Addresses

= X

Print Delete

g & 8

Reply Reply Al Forward

From: centerine@noao.edu
Date: Monday, April 10, 2006 10:13 AM

To: regless@noao.edu
Subject- R102551 Attachments
Attach: @ 1213-FL138 Aeroglaze Z306 Coating pdf (3.06 ME)
|
|
Y
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The Requisition Review Web Pop-Up Screen

Association of Universities for Research in Astronomy, Inc.

AUraA °

Requisition Preview

Requisition No.: R112912  Requested By: Enterline, William C

Purchase Description: ~ Requisition Priority: Requisition Origination:
test Routine NOAQ

Division / Project: For Purchases In:

CAS ARIZOMA

Estimated Cosi

Attachment Being Forwarded:

[Nxg000400-100 | £200.00
Yes

[Total [ £200.00

Suggested Source:
Graingers, See Bob 622-3434

Date Wanted: Notes:
05/04/2007 this is important to the function of the observatory

larv|unit] price] _ Description | Notes |

4] EA[550.00 %5880 35V Power Supplies [Make sure that these Power Supplies meet MIL Specs for quality.

The REQUISITION PREVIEW WEB-POP-UP SCREEN is simply a print preview screen.
To actually print the copy of the requisition, use the web screen printer. This is a Web Pop-up
screen and can be deleted when the User wants to return to REQLESS.
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PART 5
SUBMITTING A REQUISITION FOR APPROVAL

The Request Route Screen
By selecting the SEND FOR APPROVAL Program Manipulation Button on the REQ-

UISITION DISPLAY SCREEN the User will be taken to the REQUEST ROUTE SCREEN
in which the User selects who will approve the requisition they have just completed.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Request Route

Y our request must be approved before completing.
Please route your request to the appropriate person(s).

Account Number Account Total * Approve / Transfer

NX8000400 $200.00 Send To: |Tracy. James D -

Send For Approval

If the requester has approval authority for the dollar value of the requisition, there is no
choice to be made and the requester’s name will show in the Approve/Transfer Field Drop-Down
Box in gray tones. However, the requester must still select the SEND FOR APPROVAL
Program Manipulation Button to begin the approval process.

In other cases, the User will have to select the individual who will approve the requisition via
the drop down box. Depending on the amount of the order, several names may appear. By al-
lowing the User to select the Approval Authority, the system insures that, if an Approving Au-
thority is not available, the User can select an alternate approver.

It should be noted that the User would have to select an Approval Authority for each account
number listed on the requisitions. As such, there may be up to four separate individuals approv-
ing one requisition. In some cases the same individual may have to be selected for each of the
accounts being used.

Upon selecting the Approval Authorities, the user will click on the SEND FOR AP-
PROVAL Program manipulation Button to submit the requisition for approval. At that point,
the user will be taken to the APPROVAL SUBMISSION SCREEN where selecting the
COMPLETE Program Manipulation Button finalizes the process.

If the User selects an option from the Program Manipulation Menu before selecting the
SEND FOR APPROVAL Program Manipulation Button on REQUEST ROUTE SCREEN,

the they will be taken to the screen they selected and the requisition sill not be approved. The
status of the requisition on the REQUISITION LIST SCREEN will show as Unfinished.
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***COMMON ERROR***

The most frequent error to occur is for the User to identify who they want
to approve the requisition and then make a selection on the Program Ma-
nipulation Menu before the requisition is sent for approval.

**XIMPORTANT***

If the User selects the drop-down box but does not select an individual, se-
lecting SEND FOR APPROVAL simply returns the user from the
Drop-Down box to the REQUEST ROUTE SCREEN where they must
again select SEND FOR APPROVAL to send the requisition off for
approval.

ENTRY FIELDS:

1) Approve/Transfer: This is the field in which the Approval Authority(ies) are selected. The
User will select the available Approval Authority(ies) via the drop-down box. Only indi-
viduals in the drop-down box are allowed to approve the requisition. Each account entered
on the REQUEST ROUTE SCREEN will have an Approval Authority associated with it.

** X MPORTANT***

If the individual you expected to approve the requisition is not there, con-

tact Clark Enterline as there may be a problem with the approval authority
listing.
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The Message Screen

The MESSAGE SCREEN is the last step in the approval process. Once the CONTINUE Pro- W
gram Manipulation Button is selected, the requisition is sent for approval and a message is sent 9 |
advising the User that the requisition has been forwarded to the selected Approving Author-

ity(ies). At this point, the requisition will appear on the User’s REQUISITION LIST SCREEN

with a status of Pending Approval.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Message

[* Summary
* Requisition
b List

Your Request Was Submitted.

b View
B New
b By Acct
¥ Buyer
b Work Desk
b Un-Cancel

b Assignments

b Change Password
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PART 6
E-MAIL MESSAGES

Whenever a requisition is submitted for approval, cancelled or approved, and email message
will be sent to the Requester or the Approving Authority advising them of the action.

Requester’'s Approval Submission Notification

This screen reflects the message notifying the Requester that they have successfully submit-
ted the requisition referenced in the “Subject” field for approval. This may be important in case a
Manager asks their assistant to place an order using their account information. This feature will
allow them to see that the order was placed. This will also allow them to see if an order was
placed using their account information without their approval.

& You Successfully Submitted Request R102506 For Approval _IEllil
J Fle Edt View Tools Message | Help | ;’,'
S"’ ﬁ" Wg e O L
Reply Reply Al Forward Print [elete Previous et Addresses
From: centerine @noao.edu
Date: Wednesday, January 04, 2006 2:45 AM
To: centerine @noao.edu

Subject: You Successfully Submitted Request R102506 For Approval

=
If vou are outside of the NOAQ intranet, https:www cas noao eduw'webreq allows remote login; however, vou will need a special user name and password
to access the site (it's the same as used for external access to Web TimeSheets)). Contact regless@noao.edu for more information or assistance.
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Approval Authority Notification

This screen reflects the message notification to the Approving Authority and advises them that
they have a requisition referenced in the “Subject” field awaiting their approval. This message
includes a link to the web site where the REQLESS System is found.

=1olx|

J Fle Edt ‘“iew Tools Message Help |!.;'
g & ¢ - X © O ‘
Previous Teadt Addresses

Replhy Reply Al Forward Print Delete

From: tracy@noao edu

Date: Monday, April 25, 2005 8:25 AM

To: centerine @noao.edu

Subject: Requistion R103721 Requires Your Approval

Please Review.
http:www_cas.noao. edu/'travchek Default aspx

If vou are outside of the NOAQ intranet, hitps:'www.cas noao.edu'webreq allows remote login; however, vou will need a
special user name and password to access the site (it's the same as used for external access to Web TimeSheets ). Contact
regless@noao edu for more information or assistance.

- || E
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Requester’s Transfer of Ownership Notification

When the Dual-Approval Process is utilized and ownership is transferred to an intermediate ap-
proving authority, the requisition submitter receives the following message.

=10 %]

J File Edit | Yiew Toals Message Help E
JQ«J%&&%%&&‘

Feply  Reply Al Forward Frint Cielete Prewious hlet Addresses
From: clarki@noao edu
Date: Thursday, March 25, 2004 2:02 P
To: clarki@noao edu

Subject:  Cunership Of Requistion R100119

Crenershup Of Recuisiion R100119 "Was Transferred To TRACTY T
httpJ/fwrwrwr cas.noac. edwreglessDefault. aspz
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Account Manager’s Notice of Ownership

When the Dual Approval Process is activated, the Account Manager to whom ownership was
transferred receives the following message:

-} Own’t}rship Of Requisition R100122

J File Edit “iew Tools Message Help

e G w9 X o2 v | &
Reply Reply Al Forward Print Delete Prewious Mext Addresses
From: racyi@noan eduy
Date: Thursday, March 25, 2004 218 PM
To: clark@@noan. edu
Subject:  Ounership OF Requisiion R100122
Craenership Of Requistion B100122 Was Transferred To You

hitpffwwwr cas noao. edufregless/Tefault aspx
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Requester’s Notification of a Requisition’s Approval

When a requisition is approved the requester is sent the following message:

& Requisition R103720 Approved By Tracy. James D - IEllil
J File Edt ‘View Tools Message Help |¢',"
g & w8 - X © ©Q  w
Rephy Reply Al Forward Print Delete Previous et Addresses
From: tracy@noao.edu
Date: Monday, Aprl 25, 2005 8:23 AM
To: centedine@noao.edu
Subject: Requisition R103720 Appraved By Tracy, James D
=l
If vou are outside of the WOAQ intranet, hitps:/'www.cas noao.edu'webreq allows remote login; however, vou will need a
special user name and password to access the site (it's the same as used for external access to Web TimeSheets ). Contact
regless @noao edu for more information or assistance.
=
A
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PART 7

ACTION SELECTIONS, MANIPULATION BUTTONS AND ICONS

ACTION SELECTIONS:

1) THE REQUISITION DISPLAY SCREEN

A) Add Detail Item: Clicking this button allows the user to add another line item to the
reissued requisition.

PROGRAM MANIPULATION BUTTONS:

1) THE REQUISITION EDIT SCREEN

A) CONTINUE: Clicking on this button moves the user to the Requisition Line Item
Part of the entry process and to the DETAIL EDIT SCREEN where the individual
line items are entered. Selecting any of the Program Manipulation Menu options be-
fore the CONTINUE Program Manipulation Button is selected will move the User
to whatever selection they make WITHOUT saving the requisition information.

2) THE DETAIL EDIT SCREEN

A) ADD ANOTHER ITEM: Clicking on this button will allow the user to enter an-
other line item and will return them to a blank Requisition Detail Screen.

B) REVIEW REQUISITION: Clicking on this button signifies to the system that the
User is done with the requisition returns the user the Requisition Review Screen:

3) THE REQUISITION DISPLAY SCREEN

A) EDIT: Clicking this button allows the user to edit the REQUISITION EDIT
SCREEN. It does not allow the User to edit the line item. To Edit the Line item, se-
lect the “View” ICON. To delete a line item select the “Delete” ICON

B) BROWSE: Clicking this button allows the User to select a file to be attached to the
requisition.

C) ATTACH: Clicking this button allows the user send the selected attachment file to
the REQLESS@NOAO.EDU mailbox.

D) PRINT PREVIEW: Clicking on this button brings up a second screen that shows
an abbreviated requisition form that can be printed out on the User’s web browser.

E) SEND FOR APPROVAL: Clicking on this button on the REQUISITION DIS-
PLAY SCREEN will signify to the system that the requisition has been completed
and is ready for approval. The user will be directed to the REQUEST ROUTE
SCREEN.
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4) THE REQUEST ROUTE SCREEN

A) SEND FOR APPROVAL.: By clicking on this button, the system is notified that
the Approval Authority(ies) have been selected. At that point, an email message is
sent to the Approval Authority advising them that a requisition is awaiting their ap-
proval. The User will then be sent to the APPROVAL SUBMISSION SCREEN.
The requisition will then appear on the REQUISITION LIST SCREEN with a status
of “Pending Approval”.

5) THE MESSAGE SCREEN

A) CONTINUE: By clicking on this button, the User acknowledges that the requisition
has been sent to approval and is returned to the REQUISITION LIST SCREEN.

ICONS:

1) THE REQUISITION EDIT SCREEN

- | Down: Selecting the “Down” ICON will pull up a calendar from which the User
can select the date the items is wanted.

¢y Refresh: Selecting the “Refresh” ICON simply refreshes the date so that another
—— | can be entered.

2) THE REQUISITION DISPLAY SCREEN

IE. View: Selecting the “View” ICON will take the user to the "List" screen for the
type of request corresponding to the "View™" icon.

% Delete: All requisitions that have not been sent for approval can be cancelled by

| selecting the “Delete” ICON. The icon does not indicate that the requisition has
been cancelled; it only means that the User can cancel the requisition if they select
the icon.
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CHAPTER 3

REISSUING A REQUISITION

The second way of producing a requisition is to “Reissue” a previously issued requisition.
This process simplifies the requisition creation process in that many of the fields are already
completed.
The most difficult part of this process is finding the already issued requisition that the User
wants to reissue. The most important part of the process is to clearly describe a requisition that is @
being issued. Users must take care to carefully describe the purchase when completing the “Pur-
chase Description” field on the REQUISITION EDIT SCREEN.

Association of Universities for Research in Astronomy, Inc.

Aura
Logout

Requisition Edit

¥ Summary

Requisition No.: (unassigned)
¥ Requisition

Ri ted By:
b List equested By
b View
b New Purchase Description
b Sy Acct (30 chars max): Requisition Priority:
&R Routine =
b Work Desk
B Un-Cancel .. .
Requisition Origination:
b Assignments P
b Change Password NOAO For Purchases In:
C NSO G ARIZONA
Division / Project: ccno ®pEYN EED
CAS - W M
€ A0SS € CHILE
 SOAR © Other
€ other

Account Number:

50 % [0 - [8000 |- [300

50 125 |n |- [x8000 |- faoo
Suggested Source (150 character max): .

IEramgara Ses Bob 622-3434] ¥ Attachments Being Forwarded

Percentages of total requisition
must sum to 100%

this is important to the function of the cbservatory

(BN

When Approved, Send E-Mail To: |c\ark@noao edu

*Entry Required

As the User scans the “Purchase Description” field on the list of completed requisitions, a de-
scription of “Toners” is not a useful as “Xerox 3101 Toners” when search for previously-issued
requisitions used to purchase toner cartridges for the office 3101 Copier.
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PART 1
SELECTING THE REQUISITION

The Requisition List Screen

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Requisition List

¥ Summary

7 B Select Requisitions To View:

b List
b ?EW © all O unapproved © approved 0 Cancelled
b New Purchase/Detail Description:
b By Acct
¥ Buyer
b Work Desk
S T B S D ) W e e B
b s ‘ ‘Stamp Machine prruved ‘M:Br\da Kathleen A |—
[ R101230 [Digital Scale 7/2004 [Approved [McBride, Kathleen A | [
b Change Password
[ R101376 [1BM Thinkpad LW 1/2004 [Approved [Enterline, William C | [
[ B101396 [chemtrec 4/2004 [Approved [McBride, Kathleen A | I
‘ R101985 ‘Kerux Maint 4/2004 ‘Appru\:ed ‘Kerekes, Jeanette Ml r
I R102153 [Bits & Pieces 4/2004 [Approved [Enterline, William C | [
[ R102154 [IATA Subscription , Wi 10/04/2004 [Approved [Enterling, William C | [
[ R102155 [Ship Hazmat Software Maint [Enterline, William C | 10/04/2004 [Approved [Enterline, William C | [
[ R102246 [Software [ikathy McBride [ 10/13/2004 [Approved [McBride, Kathleen A | [
[ R102336 [rEQLESS [Enterline, willam [ 10/23/2004 [Approved [McBride, Kathleen A | [
) zinzsss [Export Regs [Enterline, william | 01/03/2005 [approved [Kerekes, Jeanette M | P514644 - 01/04/2005 [
R103118 [Forklift [1. smith ["01/18/2005 [Approved [Castillo, Gloria C | P71810A - 01/19/2005 [
R103367 [REQLESS MOds [Enterline, william €[ 02/15/2005 [Approved [McBride, Kathleen A | P491778B - 02/15/2005 [
2103384 [Moniter [Enterline, willam €[ 02/17/2005 [Approved [McBride, Kathleen A [ P49179A - 02/17/2005 [
R103643 [sAa0 Computer [Enterline, william [ 03/18/2005 [Approved [kerekes, Jeanette M | p51704c - 03/21/2005 [
R104018 [stamps [Enterline, willam €[ 04/28/2005 [Approved [Castillo, Gloria C | P72106A - 05/02/2005 [
R104497 [Pallets [Enterline, william [ 08/08/2005 [Approved [Enterline, william C | PS0304A - 06/08/2005 [
2104556 [Chemtrec [Enterline, Willam €[ 06/15/2005 [Approved [Kerekes, Jeanstte M| p52087b - 07/05/2005 [
2104592 [altheuse [Enterline, William €[ 08/17/2005 [Approved [McBride, Kathleen A | P49374L - 06/29/2005 [
2104533 [Exp practioner [Enterine, willam €[ 06/17/2005 [Approved [Kerekes, Jeanstte M| p52112a - 06/20/2005 I

To begin the process of reissuing a requisition, the user must go to the REQUISITION LIST %
SCREEN. From this screen the user will select “Approved” from the “Select Requisitions to ARG
View” box.
From the list of approved requisitions that appears, the User will have to identify the one with
the “Purchase Description” that meets the current need. w
From this list the User will click on the “Requisition Number” of the requisition that they
wish to reissue. The User will then be transferred to the Requisition Reissue Screen. @
The reissue process adds two additional parts to the requisition creation process:

A. the Requisition Review part,
B. the Account Number Review part,

Once those two parts are completed, the user will finish the requisition process By complet-
ing the following parts.

C. the Requisition Review part
D. the Requisition Header part,
E. the Requisition Line Item part,

REV 06/2007 Page-43



REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

F. the Requisition Review part, and
G. the Requisition Approval part.
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PART 2

THE REQUISITION REVIEW

The Requisition Display Screen

Association of Universities for Research in Astronomy, Inc.
Aura
Logout
Requisition Display
~ Summary Requisition No.: R1013296
¥ Requisition Requested By: Enterling, William C
P List
b View
B Mew Purchase Description: Chemtrec
b By Acct Requisition Priority: Routine
¥ Buyer Requisition Origination: NOAD
B Bsie Division / Project: CAS
i ES;;:::L( For Purchases In: ARIZONA
S [Distribution] Account Number]Amount]
Account Allocations: | 100% [ nx2000300 [ $350.00
[ 1o0% | Total [ $ss0.00
Attachment Being Forwarded: No
**% Note: Click Attach Button After Selecting Attachment.
Suggested Source:
Date Wanted: 05/30/2004
Notes:
. Blo]unitfunitcost] — Descripion | |
Detail Items: ,TW‘ $550.00 ‘Chemtrec emergency response Service effective 7/1/04 through 6/30/05 @

By selecting the requisition number on the REQUISITION LIST SCREEN, the User is
taken to the REQUISITION DISPLAY SCREEN. This screen allows the User to view the
requisition to insure that the requisition displayed is the one that the User wants to reissue.

If there are any questions as to what was ordered the User can select the “View” ICON next
to the line item they want to view. They will then be taken to the DETAIL DISPLAY SCREEN
where they can view the line item in detail.

Association of Universities for Research in Astronomy, Inc.
AURA
Logout

FSummary

¥ Requisition
I List
b View
B Mew
I By Acct

¥ Buyer
P Work Desk
I Un-Cancel
b Assignments

b Change Password

Detail Display

Requisition No.: R112931
Requested By:

QTY 1
Unit EA

Description 8X456.58v.34 58V Powewr Supply
Deliver To: Clark

Estimated Unit Cost: 35,000.00
Additional Notes: Must me Mil Spec 5644 to be effective for intended use.

Detail Items: [ 502  [ux8000300 [ 100

Distribution| Account Number| Expense Code|

| s0% [nxscoosio [ 100

REV 06/2007

Page-45




REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

PART 3
THE ACCOUNT NUMBER REVIEW

The Requisition Reissue Screen

Association of Universities for Research in Astronomy, Inc.

AURA c

Requisition Reissue

LDE oLt

¥ Summary Request No.: R101395
¥ Requisition

b s Requested By: Enterline, William C
b View
b New
I By Acct Account Number:
¥ Buyer 100% N-x8000-300 = [100%, [ - [3000 - [300) | =l
b Work Desk
I Un-Cancel 2 I_DO I__I _I_I j
b Assignments 9 I_Do I_—I = I_I j
b Change Pazsword 9 I_DG I_,I _ l_ I j

Percentages of total requisition
must sum to 100%

*Entry Required

The REQUISITION REISSUE SCREEN is designed to show the User the account number(s)
used on the original requisition. Because there many be several months lapse between when the
original requisition was issued and when it is reissued, there is the possibility that the original
account number is no longer active.

This screen will allow the user to see if the original account number is still active and lets the
User decide if they want to use the original account number or assign new account numbers to
the reissued requisition.

The following subsections will discuss these two options.
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Accepting the Original Account Number(s):

Association of Universities for Research in Astronomy, Inc.

AURA °

Requisition Reissue

Logout

~ Sy Request No.: R101396

* Requisition
b s Requested By: Enterline, William C
b view

b New

I By Acct Account Number:
¥ Buyer 1009 N-x8000-300 = [100)0; [N - [x8000 |- [300) [

b werk Desk

b Un-Cancel = l_oo I__I _I_I

b Aszsignments 9 l_u" I_' I F l_ I
b Change Fassword 9 l_Oo I__ I g l_ I

Percentages of total requisition
must sum to 100%

“Entry Required

Reissue

By selecting the REISSUE Program Manipulation Button on the REQUISITION DISPLAY
SCREEN, the User will be taken to the REQUISITION REISSUE SCREEN. On this screen
the user is able to see the account numbers on the original requisition that is being reissued. The
existing account numbers are shown outside the list of account numbers to be used on the reis-
sued requisition and is highlighted in bold print.

If that account number is still active, then it will show again under the list of account numbers to @
be used on the reissued requisition.

If the account number is no longer active, the spaces next to it in the list of account numbers to be
assigned to the reissued requisition will be blank.

At this point the User can accept the original account number or assign new account numbers. If
the User decides to accept the original account number, then they must assign an expense code W

for the account and select the REISSUE button.
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Changing the Original Account Number(s):

Association of Universities for Research in Astronomy, Inc.

AURA c’

Logout

Requisition Reissue
~ ST Request No.: R101396

¥ Requisition . .
Requested By: Enterline, William C

b List
B View
b New
b By Acct Account Number:
> Buyer 100% N-x8000-300 > [50 o [ - [xa000 |- [310]| B
b Work Desk
(4 unu—rcan:el WDO W,I?\'BUUU 7WI d
I Assignments l—nﬂ I_'I 'I_I j
I Change Password 9 l—Uo I__I _I_I d

Percentages of total requisition
must sum to 100%

*Entry Required

Reissue

If the User decides to assign new account numbers, they can indicate the new account numbers in

the list of account numbers to be used on the reissued requisition. Up to four account numbers

can be assigned to the requisition. The total distribution percentage of those account numbers @
must equal 100%. Even if the original account number was valid, the User can replace it with

another account number or add addition account numbers to the original.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Requisition Reissue

[7 SHRIIET) Request Ne.: R101395
¥ Requisition
Requested By: Entzrling, William C
P List
b View
b New
b By Acct Account Number:
7 HIEE 100% N-X8000-300 =* [50 o II_ I\EGCICI E IWUG Supplies & Materials
P Work Desk
N >[50 o t,||_ RECEE M ERTl[700 - Supplies & Materials |
n-Cance
b A P e [ I J
b Changs Password = I_ I I d

Percentages of total requisition
must sum to 100%

“Entry Required

Reissue

The User must then select an expense code for each of the account numbers they have added.
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PART 4
SELECTING THE REISSUED REQUISITION

The Requisition List Screen

Once the User selected the REISSUE program manipulation button, they will be taken to the
REQUISITION LIST SCREEN where the reissued requisition has been assigned a new requi- w

sition number and is shown as an unfinished requisition.

Association of Universities for Research in Astronomy, Inc.

AURA
Lo go ut

Requisition List

* Summary

¥ Requisition Select Requisitions To View:

b List

b View Al @ Unapproved € Approved € Cancelled

P Mew . c o e =

= Purchase/Detail Description:

b By Acct
¥ Buyer

P Work Desk

b un-Cancel [Requisition Number|Purchase Description] _ peliver To__Jnate Created| status suyer Name[purchase Order Number _Creation Date] ]

b Assignments || R112874 ‘Stamp Machine ‘Entarlma, William C‘ 04/17/2007 ‘Unfmlshed| |7
Ir Change Password

Selecting the requisition number will take the User to the REQUISITION DISPLAY SCREEN
where the User can modify the heading, the existing line item and add additional line items if

necessary:
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PART 5
REVIEWING THE REISSUED REQUISITION

The Requisition Display Screen

Once the reissued requisition number is selected the User will be taken to the REQUISI-
TION DISPLAY SCREEN where the reissued requisition can be reviewed one final time before
submitting it for approval.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout]

™ Summary
¥ Requisition

b Change Password

Requisition No.:

Requested By:

Account Allocations:

Attachment Being Forwarded:

File Attachment:

Suggested Source:
Date Wanted:

MNotes:

Detail Items:

Requisition Display

R112874

Enterlineg, William C

b List
b view
B = Purchase Description: Stamp Machine
b By Acct . o N
Requisition Priority: Routine
¥ Buyer
isiti igination: NOAO
R Requisition Origination
b Un-Cancel Division / Project: CAS
I Assignments For Purchases In: ARIZONA

Distribution| Account Number|

100% | NX7000400 | $354.00
I Total [ $364.00

Browse...

*%% Note: Click Attach Button After Selecting Attachment.

4-MEGA Vending, 601-749-8424
05/07/2007

Jorvfunifunitcost]  Desciption [ ||
1 [EA | $340.00 |55991? Stamp Vending machine. 1st Column set for $0.50 and 2nd Column set for $1.50. @F

[1 ot [ $24.00[t000 folders Bx

Add Detail Item

Because there is the distinct possibility that a reissued requisition will need some slight modi-

fication, the User is given the option of either accepting the reissued requisition or making
changes to various parts of the requisition.
The following parts of this section discuss the two options available to the User.

REV 06/2007

Page-50



REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

Accepting the Reissued Requisition WITHOUT Changes:

The REQUISITION DISPLAY SCREEN permits the user to review the entries on the reis-
sued requisition. At this point the User can either accept the requisition as is or edit, add to or
delete from the requisitions line items. This screen also allows the user to print a copy of the

reissued requisition.

Association of Universities for Research in Astronomy, Inc.

Logout|
Requisition Display
= Requisition Mo.: R112874
 Requisition -
2 Requested By: Enterline, William C
I List
P View
b New Purchase Description: Stamp Machine
P Byfes Requisition Priority: Routine
¥ Buyer P P .
b Work Desk Requisition Origination: NOAQ
B Un-Cancel Division / Project: CAS
b Assignments For Purchases In: ARIZONA
b G s [Distribution] Account Number] Amount]
Account Allocations: | 100% [ nx7000400  [§384.00
[ 100% ] Total [$364.00
Attachment Being Forwarded: Mo
File Attachment: Browse | m

##% Note: Click Attach Button After Selecting Artachment.

Suggested Source: 4-MEGA Vending, 601-749-8424
Date Wanted: 05/07/2007

Notes:

forvunitfunitCost]  bescripion | ]|
Detail Items: | 1 |EA $340.00 (559917 Stamp Vending machine. ist Column set for $0.50 and 2nd Column set for $1.50. @F
1 ot [ s24.00 (1000 folders [ [

Add Detail ltem

&2y,

In addition the User can attach one or more files to the requisition by using the "BROWSE"

Program Manipulation Button to select the file and then selecting the "ATTACH" Program Ma-
nipulation Button to send the attachment to REQLESS@NOAQO.EDU.
The user can attach as many files as he/she wants as long as he/she selects a file and then se-

lects "ATTACH?" for each file they want attached to the requisition.

If the requisition is acceptable, the user can select the SEND FOR APPROVAL Program
Manipulation Button and send the requisition off for approval.
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Changing the Reissued Requisition’s Header:

If the User wishes to modify the reissued requisition’s header, they should select the EDIT
program Manipulation Button. They will then be taken to the REQUISITION EDIT SCREEN K
where they will be able to modify the header as detailed in PART 2 of CHAPTER 2.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout]

Requisition Display
" Summary Requisition No.: R112874

* Requisition ;
Requested By: Enterine, william C

b Assignments

I Change Password

b List
b View
b bz Purchase Description: Stamp Machine
D e Requisition Priority: Routine
¥ Buyer
b Work Desk Requisition Origination: NOAOQ
b Un-Cancel Division / Project: CAS

For Purchases In: ARIZONA

Distribution| Account Number|

Account Allocations: || 100% | nx7000400  [§384.00
[ 100 | Total [$364.00

Attachment Being Forwarded: No

File Attachment: I Browse | m

*** Note: Click Attach Button After Selecting Attachment.,

Suggested Source: 4-MEGA Vending, 601-749-8424
Date Wanted: 05/07/2007

lorvjunitlunitcost]  Descrigton | | |

1 |EA | $340.00 |55991T Stamp Vending machine. 1st Column set for $0.50 and 2nd Column set for $1.50. EW

,T’E| $24.00 |1EIUU folders @l?

Add Detail Item

Notes:

Detail Items:

Send For Approval

Once the changes have been made to the Header, selecting the CONTINUE Program Ma-
nipulation Button will return the User to the REQUISITION DISPLAY SCREEN.
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Changing the Reissued Requisition’s Line ltems:

Icon. B% For the line item they wish to modify. They will then be taken to the DETAIL EDIT
SCREEN for that specific line item where they will be able to modify the line item information
as detailed in PART 3 of CHAPTER 2.

If the User wishes to modify the reissued requisition’s line item(s), they should select the edit r

Association of Universities for Research in Astronomy, Inc.

AURA

Logout]

Requisition Display

7 R Requisition No.: R112374
* Requisition ;
. Requested By: Enterine, william C m
B List
b Wiew
boNew Purchase Description: Stamp Machine
b By Acct e s .
Requisition Priority: Routine
¥ Buyer
isiti igination: NOAO
N Requisition Origination
b Un-Cancel Division / Project: CAS
b Assignments For Purchases In: ARIZONA
b @=rpe Femed Distribution| Account Numher
Account Allocations: | 100% | mx7000200 [ $384.00
T Total ['$364.00

Attachment Being Forwarded: No

File Attachment: I Browse... | m

**% Note: Click Attach Button After Selecting Attachment.

Suggested Source: 4-MEGA Vending, 601-749-8424
Date Wanted: 05/07/2007
Notes:

lorvJunitfunitcos] — bescipton [ | ]

Detail Items: 'T’?| $340.00 |5599L? Stamp Vending machine. 1st Column set for $0.50 and 2nd Column set for $1.50. @V
[1 [tot [ s24.00[t000 folders E1ES

Add Detail Item

Send For Approval

Once the changes have been made to the Header, the user will be returned to the REQUISI-
TION DISPLAY SCREEN.
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Deleting a Line Iltem from the Reissued Requisition:

If the User wishes to delete a line item from the reissued requisition they will select the “De- W

lete” ICON. "X next to the line item on the REQUISITION DISPLAY SCREEN.

The REQUISITION DISPLAY SCREEN will be refreshed and the deleted line will no

longer be visible.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout]

[* Summar Y
~ Requisition
b List
b View
b New
P By Acct
~ Buyer
b Work Desk
b Un-Cancel
b Assignments

b Change Password

Requisition Display

Requisition No.: R112874

Requested By: Enterline, William C

Purchase Description: Stamp Machine
Requisition Priority: Routine
Requisition Origination: NOAQ
Division / Project: CAS
For Purchases In: ARIZONA

[pistributionfaccount Number]Amount]
Account Allocations: 100% NX7000400 $364.00

[ 100% ] Total [s362.00|

Attachment Being Forwarded: No

File Attachment: Browse

##* Note: Click Atrach Butron After Selecting Attachment.

Suggested Source: 4-MEGA Vending, 501-749-8424
Date Wanted: 05/07/2007

Notes:

lavjunitfunitcost] — Descripon T 1]

Detail Items: || * [A | $340.00[559517 Stamp vending machine. 1st Column set for $0.50 and 2nd Column set for $1.50. [ [X

| 1 |LDT‘ EZJ.DD‘[DDDFDMEI’S

et [><

Add Detail Item

Unlike when the User deletes a Requisition from the REQUISITION LIST SCREEN, when the
Users selects the “Delete” ICON _#_ Next to a line item, the User will not be taken to a screen
where they will be able to verify that they actually did want to delete the requisition. If the selec-
tion was a mistake, the User will have to reenter the line item all over again.
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Adding a Line Item to the Reissued Requisition:

should select the “Add Detail Item” Action Selection. They will then be taken to a blank DE-
TAIL EDIT SCREEN for where they will be able to enter the line item information as detailed
in PART 2 of CHAPTER 2.

If the User wishes to add another line item to the reissued requisition’s line item(s), they F

Association of Universities for Research in Astronomy, Inc.

AURA

Logout]

[* Summary
* Requisition

b Un-Cancel
I Assignments

P Change Password

Requisition Display

Requisition No.: R112374

Requested By: Enterine, william C

B List
b Wiew
b New Purchase Description: Stamp Machine
b Gyt Requisition Priority: Routine
¥ Buyer
N — Requisition Origination: NOAO

Division / Project: CAS
For Purchases In: ARIZONA

Account Allocations: | 100% | mx7000200 [ $384.00
T Total ['$364.00

Attachment Being Forwarded: No

File Attachment: I Browse... |

**% Note: Click Attach Button After Selecting Attachment.

Suggested Source: 4-MEGA Vending, 601-749-8424
Date Wanted: 05/07/2007

Notes:

lorvJunitfunitcos] — bescipton [ | ]

Detail Items: 'T’?| $340.00 |5599L? Stamp Vending machine. 1st Column set for $0.50 and 2nd Column set for $1.50. @V
[1 [tot [ s24.00[t000 folders E1ES

Add Detail Item

Send For Approval
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PART 6
SUBMITTING A REQUISITION FOR APPROVAL

The Request Route Screen
By selecting the SEND FOR APPROVAL.: Program Manipulation Button on the REQ-

UISITION DISPLAY SCREEN the User will be taken to the REQUET ROUTE SCREEN
That allows the User to select who will approve the requisition they have just completed.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Request Route

¥ Summary
~ Requisition
> L'_Et Y our request must be approved before completing.
b view Please route your request to the appropriate person(s).
B Mew
b By Acct
* Buyer
P Work Desk
orie bes Account Number Account Total * Approve / Transfer
I Un-Cancel
b oA NX8000400 $200.00 Send To: |Tracy. James D -
Assignments
- Change Password
Send For Approval

As discussion of the process for sending a requisition off for approval is discussed in PART 5
of CHAPTER 2 and is the same for a reissued requisition.
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PART 7
E-MAIL MESSAGES

The discussion of the E-Mails associated with the issuance of a requisition is discussed on
PART 5 of CHAPTER 2 and is the same for a reissued requisition.

REV 06/2007 Page-57



REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

PART 8

ACTION SELECTIONS, MANIPULATION BUTTONS AND ICONS

ACTION SELECTIONS:
2) THE REQUISITION DISPLAY SCREEN

A) Add Detail Item: Clicking this button allows the user to add another line item to the
reissued requisition.

PROGRAM MANIPULATION BUTTONS:

1) THE REQUISITION DISPLAY SCREEN

A) PRINT PREVIEW: Clicking on this button brings up the REQUISITION PRE-
VIEW WEB-POP-UP SCREEN discussed in PART 4 of CHAPTER 2.
B) REISSUE: Clicking on this button signifies to the system that the User wishes to re-

issue the selected requisition and takes the User the REQUISITION REVIEW
SCREEN.

2) THE REQUISITION REISSUE SCREEN

A) REISSUE: Clicking on this button signifies to the system that the User wishes to re-
issue the selected requisition and takes the User the REQUISITION LIST SCREEN.

3) THE REQUISITION DISPLAY SCREEN

A) EDIT: Clicking this button allows the user to edit the information on REQUISI-
TION EDIT SCREEN. It does not allow the User to edit the line item, The ICONS
must be used for that purpose.

B) ATTACH: Clicking this button allows the user send the selected attachment file to
the REQLESS@NOAO.EDU mailbox as discussed on PART 4 of CHAPTER 2.

C) PRINT PREVIEW: Clicking on this button brings up the REQUISITION PRE-
VIEW WEB-POP-UP SCREEN discussed in PART 4 of CHAPTER 2.

D) SEND FOR APPROVAL.: Clicking on this button will signify to the system that
the requisition has been completed and is ready to be sent for approval. The user will

be directed to the Requisition Approval Screen as discussed in PART 5 of
CHAPTER 2.

4) THE REQUEST ROUTE SCREEN

A) SEND FOR APPROVAL.: By clicking on this button, the system is notified that
the Approval Authority(ies) have been selected. At that point, an email message is
sent to the Approval Authority advising them that a requisition is awaiting their ap-
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proval. The User will then be sent to the APPROVAL SUBMISSION SCREEN.
The requisition will then appear on the REQUISITION LIST SCREEN with a status
of “Pending Approval”.

ICONS:

1) THE REQUISITION DISPLAY SCREEN

@, View: Selecting the “View” ICON next to any line item will take the user to the
DETAIL DISPLAY SCREEN where they can view the lines item.

2) THE REQUISITION DISPLAY SCREEN

IE' View: Selecting the “View” icon will take the user to the "List" screen for the
— | type of request corresponding to the "View" icon.

% Delete: All requisitions that have not been sent for approval can be cancelled by

| selecting the “Delete” icon. The icon does not indicate that the requisition has
been cancelled; it only means that the User can cancel the requisition if they select
the icon.
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CHAPTER 4

APPROVING A REQUISITION

Once a requisition has been created and before the Procurement Office can process it, the in-
dividual designated by the requester to approve the requisition must indicate their approval to
commit the funds. Once that has been accomplished the requisition will be forwarded to Pro-
curement for processing ultimately result in a contractual commitment between AURA and the
vendor selected by the Buyer.

The individual designated to approve the requisition will be notified by E-mail that there is a
requisition pending their approval.

This Chapter will discuss what that approving individual must do to actually approve the reg-
uisition.
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PART 1
IDENTIFYING THE REQUISITION TO BE APPROVED

The Requisition List Screen

To begin the process of creating a new requisition, the Approver must click on the “LIST” se-
lection in the Program Manipulation Menu. This will transfer the Approver to the REQUISI-
TION EDIT SCREEN.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Requisition List

¥ Summary

ERsTEation Select Requisitions To View:
I List
B U Al @ Unapproved C Approved © Cancelled
B MNew 5 c o e
e Purchase/Detail Description: m
b By Acct
¥ Buyer
b werk Desk

Requisition Number|Purchase Description Date Created Purchase Order Number - Creation Date| -

B Un-Cancel
NP [ R112874 [stamp Machine [Enterline, william C|[ 04/17/2007  [unfinished [ |Y
b Change Password | R112912 |te£t ‘Gewge Jones | 04/19/2007 |REtumed For Editing | ‘ |Y
[ Riizss: [test [Clark [ 04/20/2007 [Needs Your Approval | I [ ]

Once in the REQUISITION EDIT SCREEN, the Approver must look for a requisition
listed that has a Status of “Needs Your Approval”. w

Selecting the requisition number will take the Approver to the REQUISITION DISPLAY
SCREEN where they can review the submitted requisition. @

As discussed in previous Chapters the REQUISITION DISPLAY SCREEN displays an
overview of the submitted requisition. The page allows the Approver to see an overview of what

is being ordered.
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Requisition Display Screen

By selecting the “View” ICON the Approver can view each line item via the DETAIL

DISPLAY SCREEN.

b

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

¥ Summary
* Requisition
b List
b view
B Hew
b By Acct
¥ Buyer
b Work Desk
b Un-Cancel
P Assignments

b Change Password

Requisition Display

Requisition No.: R112931
Requested By: McBride, Kathleen &

Purchase Description: test
Requisition Priority: Routine
Requisition Origination: NOAO
Division / Project: CAS
For Purchases In: ARIZONA

Distribution|Account Number| m
50

[ wxsooosoo  [$2,500.00

Account Allocations: |
IS NX8000310  [$2,500.00

[ 1002 | Total [¢5,000.00

Attachment Being Forwarded: No

*** Note: Click Attach Button After Selecting Attachment.

Suggested Source: McMaster Carr
Date Wanted: 05/04/2007

Notes:

lorv]unitfunit cost] — pescription ] ]
,T’?‘ss,oou.uo ‘ex:ss‘se-.,.a: 58V Powewr Supply @

Detail Items:

Selecting the PRINT PREVIEW Program Manipulation Button will brings up the REQ-

UISITION PREVIEW WEB-POP-UP SCREEN as previously discussed in PART 4 of

CHAPTER 2.

Selecting the APPROVE Program Manipulation Button Clicking indicates that the requisi-

tion is being approved and takes the Approver to the Requisition Approval Screen.

Selecting the CANCEL Program Manipulation Button indicates that the requisition is not
approved and takes the Approving Authority to the Requisition Cancellation Screen which

offers two options in canceling the requisition.

REV 06/2007

NOTE: Selecting the CANCEL Program Manipulation Button does
NOT cancel the requisition but only take the Approver to a different
screen where the cancellation action will occur.
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***MPORTANT***

It must be noted that the system will not show any attachments. If the
Approver requires such attachments prior to his/her approval, they will
have to wait until the attachments are manually or electronically delivered
to them by the requester.
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The Detail Display Screen

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

FSummary
* Requisition
b List
b wview
B New
b By Acct
* Buyer
b Work Desk
B Un-Cancel
P Assignments

I Change Password

Detail Display

Requisition No.: R112931
Requested By:

QTY 1
Unit EA

Description §X456.58v.34 58V Powewr Supply

Deliver To: Clark

Estimated Unit Cost: $5,000.00
Additional Motes: Must me Mil Spec 5544 to be effective for intended use.

Distribution] Account Number|Expense Code]

Detail Items: | 50% [nxs000300 [ 100
[ s0% [nxs0o0310 [ 100

By selecting the “View” ICON next to a selected line item on the REQUISITION DIS-
PLAY SCREEN, the Approver can view each line item via the DETAIL DISPLAY SCREEN
for that line item. Although the line item can be viewed, no action can be taken. Clicking on the
Web Browser’s Back Arrow will return the Approver to the REQUISITON DETAIL

SCREEN.
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PART 2
RETURNING A REQUISITION FOR MODIFICATIONS

The Requisition Cancel Screen

By selecting CANCEL on the REQUISITION DISPLAY SCREEN, the Approver is
taken to the REQUISITION CANCEL SCREEN where the actual cancellation takes place.
Here the Approver is required to decide how the requisition is to be cancelled. The Approver is
given the option of either returning the requisition for additional modifications (i.e, change in
quantity, description, etc.) or cancelling the requisition completely.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Requisition Cancel

A Cancellation E-mail will be sent to the requestor.
Please provide feedback.
(100 characters max)

Return For Changes Cancel Requisition

By selecting the RETURN FOR CHANGES Program Managerment Button, the

Approver is allowing the Requester to make changes to the requisition before approving it. This
is the simplest way to change a requisition.

NOTE: If a User has submitted a requistion for approval but found an
error in the requistiion, they shojld notify the Approver to selec the
RETURN FOR CHANGES Program Managerment Button so that the
proper changes can be made without completely redoing the requistiion.

This screen also allows the Approver to add text to a message that is automatically sent to
the requester telling them why the requisiton was cancelled or what changes need to be made to
it before it will be approved.

ENTRY FIELDS:

1) Unlabeled: This field allows the Approver to enter a message of up to 100 characters to
the requester advising them why the requisition was cancelled or returned for changes. If
no message is entered in this field, an email message will still be sent but there will be no
information in the message body as to the reason for the cancellation.

REV 06/2007 Page-65




REV 06/2007

REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

IMPORTANT:
If a requisition is cancelled by clicking on the CANCEL

REQUISITION button, the requisition is essentially dead and must be
completely reentered by the User even if only a small change was
necessary.
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The Message Screen

When the Approver selected the RETURN FOR CHANGES Program Manipulation
Button on the REQUISITION CANCEL SCREEN they will be taken to the MESSAGE
SCREEN. Selecting the CONTINUE Program Manipualtion Button will send a message to
the User advising them that the requisition’s program status has been reset to Preapproved and
will .be displayed on the User’s REQUISITION LIST SCREEN with a “Status” of “Returned

for Editing”.

Association of Universities for Research in Astronomy, Inc.

AURA °

Message

Logout

¥ Summary
¥ Requisition The Requisition Was Reset To Pre-Approval.

b List
b Wiew =
b Mew
b By Acct
¥ Buyer
b work Desk
b Un-Cancel
b Assignments
I» Change Password

After selecting the CONTINUE Program Manipualtion Button, the Approver will be sent
to the REQUISITION LIST SCREEN

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Requisition List

¥ Summary
~ =T Select Requisitions To View:
b List
b oview Al ® Unapproved © Approved 0 Cancelled
B New 5 E =
b Purchase/Detail Description:
P
b By Acct
¥ Buyer
b Work Desk
N ——mI
P — [ R112931 [test [Clark [ 04/20/2007 [Pending Approval | [
b @i Fmrard [ R11254 [test [crark [ 042372007 |Rﬂeturned For Editing | | |7

REV 06/2007 Page-67



REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

rE-MAIL MESSAGES

This screen reflects the message notifying the Requester that the requisition referenced in the
“Subject” field has been returned by the Approving Authority for modifications. The body of the
message is that made by the Approving Authority advising the requester why the requisition was
returned and what changes need to be made.

Ly %
g
53 centerline@noan. edu You Successfully Submitted Requisition R100115 For ... 5/16/2003 3:35 PM
[ clarki@noso. edu Requisition R100115 Reset To Pre-Approval By Enterl... 5/16/2 3 PM =
he From: clark@nozo.edy Tor centerline@noan.edu
P Subject: Requisition R100115 Reset To Pre-approval By Enterling, William C
J p
v . i
Please Order & ttems
Fent
REV 06/2007
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PART 2
CANCELLING A REQUISITION

The Requisition Cancel Screen

By selecting CANCEL on the REQUISITION DISPLAY SCREEN, the Approver is
taken to the REQUISITION CANCEL SCREEN where the actual cancellation takes place.
Here the Approver is required to decide how the requisition is to be cancelled. The Approver is
given the option of either returning the requisition for additional modifications (i.e, change in
quantity, description, etc.) or cancelling the requisition completely.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Requisition Cancel

A Cancellation E-mail will be sent to the requestor.
Please provide feedback.
b New (100 characters max)

Le L

Return For Changes Cancel Requisition

By selecting the CANCEL REQUISITION Program Managerment Button, the Approver
is saying that the requistiion will not be approved even if modified.

This screen also allows the Approver to add text to a message that is automatically sent to
the requester telling them why the requisiton was cancelled or what changes need to be made to
it before it will be approved.

ENTRY FIELDS:

1) Unlabeled: This field allows the Approver to enter a message of up to 100 characters to
the requester advising them why the requisition was cancelled or returned for changes. If
no message is entered in this field, an email message will still be sent but there will be no
information in the message body as to the reason for the cancellation.

IMPORTANT:

If an Approver selects the CANCEL REQUISITION Program
Manipulation Button, the requisition is essentially dead and must be
completely reentered by the User.
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The Message Screen

When the Approver selected the CANCEL REQUISITION Program Manipulation
Button on the REQUISITION CANCEL SCREEN they will be taken to the MESSAGE
SCREEN. Selecting the CONTINUE Program Manipualtion Button will send a message to
the User advising them that the requisition was cancelled. The Requisition will have a status of
“Cancelled” and will not appear on the REQUISITION LIST SCREEN unless the User .

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Message

* Requisition The Requisition Was Cancelled.

After selecting the CONTINUE Program Manipualtion Button, the Approver will be sent
to the REQUISITION LIST SCREEN where the User will not see the requisition unless they
select “Cancelled” in the SELECT REQUISITIONS TO VIEW SUB-BOX.

REV 06/2007 Page-70




REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

REQUESTER’S CANCELLATION NOTIFICATION E-MAIL MESSAGE

This screen reflects the message notification to the Requester that advises them that the requi-
sition has been disapproved and cancelled by the Approving Authority. The body of the message
reflects any comments written by the Approving Authority.

£ clark@noan. edu Requisition R100116 Cancelled By Enterling, William C 5/19/2003 &:14 AM j
From: clark@noao.edu To: centerline@noao.edu
Subject: Reguisition R100116 Cancelled By Enterline, William C
R e
= )
& Mo funds avalable
ved
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PART 4
APPROVING A REQUISITION

The Requisition Approval Screen

By selecting APPROVE on the REQUISITION DISPLAY SCREEN, the Approver is
taken to the REQUISITION APPROVE SCREEN where the Approving Authority can
approve the requisition as submitted.

Association of Universities for Research in Astronomy, Inc.

AURA °

Requisition Approve

Summary
¥ Requisition

b List An approval E-mail will be sent to the requestor.

b view Please provide feedback.

b Mew (100 characters max)

b By Acct
¥ Buyer =

b Work Desk =l

b Un-Cancel

I Assignments
¥ Check

b List

b view

b New
¥ Travel

b List

b View

B Hew

P Change Password

This screen also allows the Approver to add text to a message that is automatically sent to
the requester letting them know of the approval.

ENTRY FIELDS:
1) Unlabeled: This field allows the Approving Authority to enter a message of up to 100
characters to the requester advising them that the requisition was approved and to make

comments concerning the order. If no message is entered in this field, an email message
will still be sent but there will be no information in the message body.
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The Requisition Was Approved Screen

Once the Approver selects the APPROVE Ptogram Manipulation Button on the
REQUISITION APPROVE SCREEN, the Approver is taken to the REQUISITION WAS
APPROVED SCREEN. This screen advises the Approver that, as selected, the requisition has
been approved. The requisition’s status reset to “Approved” on the requester’s REQUISITION
LIST SCREEN.

Selecting CONTINUE on the REQUISITION WAS APPROVED SCREEN sends the
approval notification E-Mail to the User informing then that the requistiion was approved.

The requisition now appears in Procurement REQUISITION ASSIGN SCREEN where the
appropriate purchasing personnel can distribute the requistiion to the Buyer.

MNational Optical Asironomy Observalories
Requisition Status

The recuisition was approved.

- Continue
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E-MAIL MESSAGES

The following screen reflects the message notification to the Requester that advises them that

the requi

sition has been approved. The body of the message reflects any comments written by

the Approving Authority.

;.; 5 centerline@noan, edu ¥ou Successfully Submitted Requisition R100115 For ... 5f16/2003 3:39 F
(=i clarkimnoaa, edu Requisition R100115 Approved By Enterling, wWilliam C 511620 ]
o e From:: dark@noao.edu To: centerline@noan. edu
2l Subject: Reguisition R100115 Approved By Enterling, ‘William C
ceived .
Mice Job
hts
Fr Fent
Flus
as
REV 06/2007
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PART 5
DUAL APPROVAL OF REQUISITIONS

The REQLESS system has designed with the idea that Project Managers and Department
Heads would not want requisitions issued on their account to be submitted directly to the Asso-
ciate Directors without their knowledge.

Likewise, the Associate Director, who ultimately approves the requisition, will want to be
assured that the Project Manager or Department Head has reviewed the expenditure and ap-
proves the purchase before the purchase is ultimately approved.

Technically all requisitions below the Project Manager’s or Department Head’s maximum
approval levels will be viewed and approved by those managers or by someone they have dele-
gated authority to. Requisitions for purchases that exceed their maximum approval level will be
forwarded to either the Project Manager or Department Head for review and approval. This
process is called the Dual Approval Process because it required a requisition to be approved
twice.

The forwarding of a requisition to the Project Manager or Department Head is, in REQLESS
terminology, called a transfer of ownership. In essence, the requisition’s ownership is trans-
ferred from the requester to the Project Manager or Department Head. Those upper level man-
agers must approve the requisitions before it is transferred to the Associate Director for ultimate
approval.

The Project Manager or Department Head performs the same approval processes as noted in
Chapter 4 — either approve, outright cancel or return for modifications.

The primary difference that the requester will see is that, on the REQUEST ROUTE
SCREEN there is no choice as to whom the requisition is to be forwarded to. The Department
Manager is the only possible selection.
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PART 6

ACTION SELECTIONS, MANIPULATION BUTTONS AND ICONS

ACTION SELECTIONS:

1) NONE

PROGRAM MANIPULATION BUTTONS:

1) THE REQUISITION DISPLAY SCREEN

A) PRINT PREVIEW: Clicking on this button brings up the REQUISITION PRE-
VIEW WEB-POP-UP SCREEN discussed in PART 4 of CHAPTER 2.

B) APPROVE: Clicking on this button indicates that the requisition is being approved
and takes the Approver to the Requisition Approval Screen.

C) CANCEL: Clicking on this button indicates that the requisition is not approved and

takes the Approving Authority to the Requisition Cancellation Screen which of-
fers two options in canceling the requisition.

2) THE REQUISITION CANCEL SCREEN

A) RETURN FOR CHANGES: Clicking on this button takes the Approver to the
MESSAGE SCREEN informing the Approver that the status of the requsition was
reset to the Preapproved Status.

B) CANCEL REQUISITION: Clicking on this button advises the User that the
requsition has been cancelled. The Approving Authority is sent to a Cancellation
Notification Screen.

3) THE MESSAGE SCREEN

A) CONTINUE: Clicking on this button sends the appropriate messages to the User

and Approver and takes the Approver to the REQUISITION LIST SCREEN wherfe
the requistiion no longer appears.

4) THE REQUISITION APPROVE SCREEN

A) APPROVE: Clicking on this button takes the Approving Authority to an Approval
Notification Screen that advises him/her that the requisition was approved. The
status of the requisition on the User’s Entry Screen is changed to Approved.

5) THE REQUISITION WAS APPROVED SCREEN
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A) CONTINUE: Clicking on this button returns the Approver to the REQUISITION
LIST SCREEN and send the E-mail message to the User advising them that the
requistiion was approved..
ICONS:
1) THE REQUISITION DISPLAY SCREEN

=] View: Selecting the “View” icon will take the user to the “List” screen for the
@' type of request corresponding to the “View” icon.
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CHAPTER 5

RESERVED
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CHAPTER 6

RESERVED
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CHAPTER 7

DISTRIBUTING REQUISITIONS

Once a requisition is approved it immediately becomes available to the procurement offices
at the various sites for processing. The following parts discuss the processes involved in turning
an approved requisition into a purchase order.

It must be noted that each purchasing department processed requisition in a slightly different
manner. Some have paperless systems; others continue to utilize paper purchasing and support-
ing documents. This part will not discuss individual processing procedures but will only discuss
how to get a requisition into the Buyer’s hands, and how they import the completed requisition
into the USL accounting system.
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With a successful Login, the User is granted access to the REQLESS system and will be

PART 1

THE SUMMARY SCREEN

taken to the SUMMARY SCREEN. This screen will display a box that lists of all Requisitions,

Check Requests and Travel Requests that are either still “In Process” or that are “Pending” ap-

proval.

The screen shown below is what a normal User will see. Remember, Check and Travel Re-
quest Program Manipulation Menu selections are not available at this time.

Association of Universities for Research in Astronomy, Inc.

Aura °

Logout

¥ Summary
¥ Requisition
b List
b View
b New
b By fcct
I Change Password

Summary

|_Tvpe__Junfinished|pending] |

‘ Requisition ‘ 0 | 1 @
‘Check Reuuest‘ 0 | 0 @
‘Tra'-.el Request‘ 0 | 0 @

Buyers and System Administrators, on the other hand see the following screen. The difference is
that the Buyer section of the Program Manipulation Menu is only visible to the Buyers and Sys-

tem Administrators.

b

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

¥ Summary

~ Requisition

b List

b Un-Cancel

b Assignments

b Change Password

The coming parts will discuss the various Options and how they are used.

REV 06/2007

Summary

[_tvpe Junfinished|pending] |
Mreausiion | 1 | 2 &
‘Check Requast‘ 1] | 0 @
‘Tr’a‘-,el Requast‘ 0 | 0 @
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PART 2

ASSIGNING REQUISITIONS TO THE BUYERS

The Requisition Assign Screen

When the Site Administrator selects “ASSIGNMENTS” from the Program Manipulation
Menu they will be taken to the REQUISITION ASSIGN SCREEN where the assignment proc-

ess begins.

Association of Universities for Research in Astronomy, Inc.

AURA °

Logout
Requisition Assign
e S“mmar"f . Select Requisitions To View:
~ Requisition
b L & selected O All
B = [Requisition Number] — priority ] OrderedBy | Buverd ____[Purchase In|Date Distributed|Edit] Print] cancell
b New \ R101015 [scheduled Project | Hayes, Susan P [ Mcaride, kathleen & [ arizona | o4/18/2004 [ [&@ | X
P Gy e \ R101016 [Scheduled Project | Hayes, Susan P [ McBride, kathleen & [ arizona | o4/16/2004 [ [&@ | X
e \ R101018 [Routine [ Piano, Priscilla [ castilo,Gloriac [ arizona | o4/16/2000 [ [& | X
b Work Desk
I \ R101019 [Routine [ Hudson, Joanne P [ Mcaride, kathleen & [ ARizoma [ o4/19/2000 [ [& [ X
b Assiqnments ‘ R101014 ‘Rout\ne | Hudson, Joanne P | Castillo, Gloria C | ARIZONA | 04/19/2004 W'@’T
Y \ R101017 [scheduled Project | Hayes, Susan P [ mcoride, Kathleen & | arizona | o4/19/2004 | [& [ K
[ riowom0 [Routine [ Jensen, Brenda J [ castilo, Gloriac [ arizona | o4/19/2004 [ [&@ | X
\ R101022 [Routine [ Piano, Priscilla [ castilo,Gloriac [ arizona | o4/19/2004 [ [&@ | X
\ R101020 [Routine [ Hudson, Joanne P [ Mcaride, kathleen & [ arizoma | o4/20/200¢ [ [&@ | X
\ R101023 [Routine [ Hudson, Joanne P [ castilo, Gloriac [ ARizona [ o4/20/2000 [ [&@ [ X
‘ R101024 ‘Rout\ne | Piana, Priscilla | Castillo, Gloria C | ARIZONA | 04/20/2004 W@IT
\ R101028 [Routine [ Hudson, Joanne P [ mceride, kathleen & | arzona | o4/21/2004 | [& [ K
\ R101026 [Routine [ Coil, Kathleen F [ Mceride, kathleena [ arizoma | o4/21/2004 [ [&@ | X
\ R101027 [Routine [ Hudson, Joanne P [ Meeride, Kathleen & [ arizoma | o4/21/2004 [ [&@ | X
\ R101032 [Routine [ Jensen, Brenda J [ Mcaride, kathleen A [ ARIzona | o4/21/2004 |# [& [ X
R101030 Emergency Ditsler, Jennifer L Castillo, Gloria C ARIZONA 04/21/2004 @@]T
R101031 Routine Ditsler, Jennifer L Castillo, Gloria C ARIZONA | 04212004 | [& [ X
R101025 Routine wilson, Robert T Castillo, Gloria C ARIZONA 04/21/2004 WIEIT
\ R101041 [Routine [ Hudson, Joanne P [ Castilo,Gloriac [ arizona | o4/2z/2004 [ [&@ | X
\ R101036 [Routine [ Petrosing, Nick [ Mcaride, kathleen a [ Arizomwa | o4/23/2000 [ [&@ | X
| u HI A H| popiee [ [ [

The requisitions that have not been assigned to a Buyer are listed first with the “BuyerID”
column left blank.
Up to 20 requisitions are displayed on this screen. If no requisitions are unassigned, the req-
uisitions will be sorted from oldest to the most recent.
The requisitions can be sorted in any order by clicking the column heading.
The requisitions that initially appear on this screen are only those requisitions that have their
“For Purchase In” selection on the REQUISITION LIST SCREEN made to the same location
as the Site Administrators doing the assignments. For example, requisitions that have “New
Mexico” selected will only be visible to the Site Administrator at the Sacramento Peak, NM ob-

servatory.

Site Administrators are advised to select the “All” selection under “Select Requisitions to
View” selection. This is because some Users mistakenly select “Other” or “Chile” as the “For
Purchase In” selection on the REQUISITION LIST SCREEN when they really want the requi-
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sition processed in “Arizona”. This is important point to remember since failing to view “All”
the “Purchase In” options may result in the processing of some requisitions being delayed.

As seen in the above screen shot, there are no requisitions visible other than those with the
selection of “Arizona”. However, by selecting the “All” option, a requisition for “New Mexico”
appears, as shown below.

Association of Universities for Research in Astronomy, Inc.

AURA
Logout
Requisition Assign
h Summa'ﬂ’: . Select Requisitions To View:
~ Requisition

. C Selected & 4ll
B =D @Eﬂmm
b New | R112993 \Routme \ Jones, W endle w [ [new mExiCO [ o01/01/1980 (B [&@ | X
B Gy et [ R101015 |scheduled Project | Hayes, Susan P [ Mceride, kathleen s | aRizona | o4/15/2004 [ [ & | X
T Bu‘f:r | R101016 ‘Scheduled Project ‘ Hayes, Susan P | McBride, Kathlesn A | ARIZONA | 04/16/2004 ‘@ | =1 ’T
g U:r;:::r [ R101018 [Routine \ Piano, Priscilla [ castillo, loria [ arzoma [ oajiszo0s (& [& [ K
P — [ R101019 [Routine \ Hudson, Joanne P [ Mceride, kathleen s | arizoma | 04132004 [ (& | X
b Changs Fassword [ Rt Routine \ Hudson, Joanne P [ castilo,Gloriac [ amizona | owi9z004 | [& [ X
| R101017 ‘Scheduled Project ‘ Hayes, Susan P | McBride, Kathleen A | ARIZONA | 04/18/2004 ‘@ | & ’T
[ R101022 [Routine \ Piana, Priscilla [ castillo, Gloria C [ arizona | o#/19/2004 [ (& [ X
[ R101010 [Routine \ Jensen, Brenda [ castillo, Gloria c [ arizona | oa/19/2004 [ (& | X
| R101024 ‘Ruutme ‘ Pianao, Priscilla | Castillo, Gloria C | ARIZONA | 04/20/2004 ‘@ | & ’T
[ R101020 [Routine \ Hudson, Joanne P [ mMceride, kathleen s | arizona | o4/202004 @ [& [ K
[ R101023 [Routine \ Hudson, Joanne P [ castillo, loria c [ arizona | o4/20/2004 [ (& | X
[ R101026 [Routine \ Coil, Kathleen F [ mMcpride, Kathieen A | aARizona | o#/21/2004 | [& [ X
[ R101027 [Routine \ Hudson, Joanne P [ mcoride, kathleen & | amizona | oe21/2004 @ [& [ XK
[ R101032 [Routine \ Jensen, Brenda 1 [ Mceride, kathleen s | arizoma | 04212004 [ (& | X
[ R101025 [Routine \ wilson, Robert T [ castillo, sloria c [arizona [ oaj21/2000 [ [& [ X
[ rowzs Routine \ Hudson, Joanne P [ mcbride, kathleen & | amizons | o4/21/2004 | [& [ X
[ 101030 [Emergency \ Ditsler, Jennifer L [ castillo, loria [ amizona | os/21/2004 (B [&@ [ X
[ R101031 [Routine \ Ditsler, Jennifer L [ castillo, Gloria c [ arizona | oa/21/2004 [ (& | X
R101041 Routine Hudson, Joanna P Castillo, Gloria C ARIZONA | o04/222004 | [& [ X
I d I J J Apply Filters ’—

2345678910.

VIEWING OPTIONS:

1) Selected: This is the default selection for viewing and only allows the Site Administrator to
view those requisitions that have the same “For Purchase In” selection on the REQUISI-
TION LIST SCREEN as the Site Administrator’s site designation in REQLESS.

2) All: This allows the Site Administrator to view those all requisitions regardless of the “For
Purchase In” selection on the REQUISITION LIST SCREEN.

FILTER ENTRY FIELDS:

1) Priority — This field allows the Administrator to select a priority from the drop-down box
selections. Once entered, the Administrator will select the Apply Filters Action Selection
and the program will display only those requisitions with the same Priority as that entered in
this field.

2) Ordered By — This field allows the Administrator to select a User from the drop-down box
selections. Once entered, the Administrator will select the Apply Filters Action Selection
and the program will display only those requisitions issued by the selected User.

REV 06/2007 Page-83



REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

3) Buyer ID - This field allows the Administrator to select a Buyer from the drop-down box
selections. Once entered, the Administrator will select the Apply Filters Action Selection
and the program will display only those requisitions issued to the selected Buyer.

REV 06/2007

NOTE: The Site Administrator can use this filtering system to located
specific requisition for which the requisition number is unknown.

NOTE: The filtering system can have all one, two or three fields occu-
pied and will filter on those selections.
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ASSIGNING THE REQUISITION

When the Administrator selects the “Edit” ICON on the REQUISITION ASSIGN W
SCREEN, the screen is modified by adding the “Save and Print” ICON; the “Accept” ICON and

drop-down boxes under the “BuyerID” column and the “Purchase In” column. .

Association of Universities for Research in Astronomy, Inc.
AURA
Logout
Requisition Assign
[ Sy Select Requisitions To View:
¥ Requisition
b Liet C Selected @ all
B itz [Requisition Number] — Priority | OrderedBy |  Buverio | Purchasein [pate Distributed| edit [Printcancel]
b New R112931 Routine McBride, Kathleen A [ Unassigned - =l [arizona 7] | o1/01/1980 |V X ’g,?
- :uf:f“t R101015 Scheduled Project Hayes, Susan P Bride, Kathleen A ARI;ﬂNA 04/16/2004 m’ 'T
b Work Desk ‘ R101016 |Schedu|ed Project ‘ Hayes, Susa YIcBride, Kathleen A ARI A ‘ 04/16/2004 | m’
T \ R101018 [Routine \ Piano, Priscil Castillo, Gloria C (e )R~ | 04152000 [ [ &
b Assianments \ R101019 [Routine \ Hudson, Joan McBride, kathleen A Sy 22R I~ 0#/19/2004 |F [ &
b Change Password ‘ R101014 |Ruutme ‘ Hudsaon, Joan Castillo, Glaria A 04/19/2004 ’W =1
‘ R101017 |Schedu|ed Project ‘ Hayes, Susa McBride, Kathles MNA 04/19/2004 'W =] 3
\ R101022 [Routine \ Piana, Priscilla [ castillo, Gloria C [ amizona | oanojzons [ (& [ K
\ 101010 [Routine \ Jensen, Brenda 1 [ castilo,Gloriac | aRizomna | o#/19/2004 | (& [ X
\ R101024 [Routine \ Piano, Priscilla [ castillo, Gloria C [ amizona | oazojze0e (@ (& | X
‘ R101023 |Routme ‘ Hudson, Joanne P ‘ Castillo, Gloria C | ARIZONA ‘ 04/20/2004 | £} @IT
\ R101020 [Routine \ Hudson, Joanne P [ Mceride, kathleen & | aRizona | o4/20/2004 | (& [ X
[ ruowes [Routine \ Coll, Kathlean F [ Mcbride, Kathleen A | ARIZONA | o4/21/2004 | & (& [ X
\ R101027 [Routine \ Hudson, Joanne P [ Mceride, kathleen & | aRizona | o4/21/2004 | (& [ K
[ ruowszz [Routine \ Jensen, Brenda J [ Mcbride, Kathleen A | ARIZONA | o4/21/2004 | & (& [ X
\ R101025 [Routine \ wilson, Robert T [ castillo, Gloria C [ amizona | oszyzens (@ [& [ X
\ 101028 [Routine \ Hudson, Joanne P [ Mcbride, Kathleen A | ARIZONA | o4/21/2004 | & (& [ X
‘ R101030 |Emergenc»I ‘ Ditsler, Jennifer L ‘ Castillo, Gloria C | ARIZONA ‘ 04/21/2004 | £} @IT
\ 101031 [Routine \ Ditsler, Jennifer L | castilo,Gloriac | arizoma | ow21/2004 [ (& [ X
\ R101041 [Routine \ Hudson, Joanne P [ castillo, Gloria C [ amizona | oazzjz00: (@ (& | X
| I H| e H| poaepte [ [ [

The “BuyerID” column is where the Administrator selects the Buyer’s name to process the
requisition. The names listed in the drop-down box are not specific to the Administrators site but @
may be buyers or contract administrators at other sites.

The “Purchase In” column is where the Administrator can send the requisition to an Adminis- /
trator at a different “Purchase In” site for processing. It is possible that a User may select the ﬂ
incorrect “Purchase In” option on the REQUISITION EDIT SCREEN and the Administrators
at each site, when discovering the error, can send the requisition to the correct site.

Not selecting the “Accept” ICON but simply selecting the Buyer and then using the “Accept”

ICON will not assign the Buyer to the requisition but will only have the system revert back to the
previously selected Buyer which may be “Unassigned”.

Selecting the “Save and Print” ICON will put the Buyers name in the appropriate field on the
requisition form and set the assign date as the actual date of the assignment.
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Page 161
Furchase Requisition Form
HATHINAL OFTICAL 5

| MATIONAL SOLAR OBSERVATORY
st by o Basesmabon of e

B
[ arizona

Prarchane Leation

o
ORDERING DIVFROL: A5

BUGGESTED VENDCR Mcklaste Care
—

.....

[ 1 EXPORT INFO NEEDED OM ITEMS.

[ 1 MEDE NEEDED O TEMS.

N . {ilhvv: HI:;I,.\.I'\.HP ‘
N J/
e —

USER SUGGESTION

It is suggested that, when
there are multiple Buyers to as-
sign requisitions to, the Adminis-
trator initially use the “Print”
ICON to view the requisition to
determine which of the Buyers
should be assigned the requisi-
tion to process.

It must be noted that this reg-
uisition has not been assigned a
user date.

From the drop-down boxes on the regenerated REQUISITION ASSIGN SCREEN, the
Administrator can assign the requisition to a Buyer or assign the requisition to a different site.

Once assigned, the Administrator must select the “Save and
accepted by the system.

Print” ICON for the changes to be

At that point, the Administrator will be sent to an Adobe Acrobat program for the viewing
and printing of the assigned requisition on a Crystal Reports-generated requisition form. The

following screen will appear.

From this screen the Ad-

File Downloa

Do you want to open or save this file?

Mame: reglezs_print pdf
Type: Adobe Acrobat 7.0 Document, 53.6k.B

From:  weww cas noao. edu

Save

| Cancel I

Open

ministrator can select one of
the options — “Print”, “Save”
or “Cancel”. These are stan-
dard Acrobat selections but it
is important that the Adminis-
trator select one.

The “Print” option will
produce a copy of the requisi-
tion data on a Crystal Report
requisition form. However,

YWhile files from the Intermet can be uzeful, zome files can potentially
harm pour computer, If you do not trust the gource, do not open or
zave thiz file. 'Whal's the nzk?

@

unlike the preview of the reg-
uisition discussed on the User
Suggestion, above, the form

will be populated with the as-

sign date and Buyer name as
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Page 161
Purchase Requisition Ferm
HATIONAL OPTICAL ASTRONONY OOSCRVATORY
NATIONAL SOUAR CBSERVATORY

s o L o Augmaramy e

- PURCHASE DESC it
cas
U0
Lire

Mpos Wcklaster Com

B U Betust Ackual
Wited  Dabiry et pancaa  Tetl
oene] ]
385058 Aoprived By n WS

320000 Appeved By, Evtaciom. Wimarn &

Actusl Tetal:

|1 EXPORT MFQ NEEDED ON TEMS:

| ] MS0S NECDOD O ITENS

RN ICOSTPRGE VAL Y53 WIRKSHEET
Ry drinabon, B o sk of e
o prct

Do stached _ g
2 PUL: TR Qe 05 5 b 00K Il
£ » S b

e
IR Epnmay Evept por P o St L Pt 2
O s Sty oo o o b S , Pt 1

ATTH
AT L i
W
b PPN
VALUE
LOAES: =
[[oRDER DATE
BUYER NAME | Enterfine, William C
ORTALT HAME: N =

By selecting “Save”, the Administra-
tor can save the file and email it to ven-
dors, Buyer, or other interested individu-
als if that is how the site procedures dic-
tate.

Even selecting “Cancel” will save the
assigned data

Once the form appears on the screen,
the Administrator can print it using the
Adobe Acrobat “Print” ICON.

Returning to the modified REQUI-
SITION ASSIGN SCREEN, the Ad-
ministrator will see the Buyers name lo-
cated in the “BuyerID” column next to
the requisition.

To indicate to the REQLESS system that the assignments have been accepted, the Adminis-
trator must select the “Accept” ICON. The system will return to an unmodified REQUISITION w
ASSIGN SCREEN where the Administrator will be able to assign additional requisitions.

If the Administrator changes their mind on the assignments, they can repeat the assignment
process by reselecting the “Save and Print” ICON and repeat the process.

i

Association of Universities for Research in Astronomy, Inc.

AURA
Logout
Requisition Assign
7 SRR Select Requisitions To View:
* Requisition
b I @ selected Al
= [Requisition Number] — Priority | OrderedBy |  Buyerin | Purchasein [pate bistributed| edit [Print]cancel]
b New | R113007 |Routine | Saa, O | -| [[ARIZONA ~ | 01/01/1980 |\I X & | x
. :u E:r"m [ russoot [scheduled Project | Alvaraz, R [ arizona | oyoiieso | B X
b :,-mk Desk | R112978 [Routine [ [ [ apzona [ otoi10s0 [ BF
TR [ R112924 [Routine [ [ [ arzona [ oyovieso [ [ &
b Assianments [ R113006 [Routine [ [ [ arzona [ oyovies0 [F (&
b Change Password | R101016 [scheduled Project [ [ McBride, kathleen A | aRIZONA | 04/16/2004 |[[F | &
[ rioo01e [Rautine [ | castilo,Gloriac | armzoma | od4/16/2004 [ [ & [ X
| R101014 [Routine [ [ castilo,Gloriac | aARizona | o04/19/2004 [ (& [ X
| R101019 [Rautine [ Hudson, Joanne P | mcBride, Kathleen A | aRizONA | o04/19/2004 [ (& [ X
R101010 Routine Jensen, Brenda ] Castillo, Gloria C ARIZOMNA 04/19/2004 @ =1 P
| | | | \ | | |
R101017 Scheduled Project Hayes, Susan P McBride, Kathleen A ARIZOMA 04/19/2004 @ = x
| | | | \ | | |
R101022 Routine Piano, Priscilla Castillo, Gloria € ARIZOMA 04/19/2004 e
| | | , | , \ [ 0219 [ [& |
R101020 Routine Hudson, Joanne P McBride, Kathleen A ARIZOMA 04/20/2004 X
| | | » | : \ [ 04720/ (& (& |
R101023 Routine Hudson, Joanne P Castillo, Gloria € ARIZONA 04/20/2004 ERR=] X
| | | | | | | |
R101024 Routine Piano, Priscilla Castillo, Gloria C ARIZONA 04/20/2004 @’ =] x
| | | | ! | | |
R101028 Routine Hudson, Joanne P McBride, Kathleen & ARIZONA 04/21/2004 @’ =] X
| | | | \ | | |
| R101026 [Rautine [ Coil, Kathleen F [ mcBride, Kathleen A | aRiZONA | o04/21/2004 [ (& [ X
[ R101027 [Routine [ Hudson, Joanne P [ McBride, kathleena | arizowa [ 04212004 (B [& [ X
[ R101032 [Routine [ Jensen, Brenda 1 [ McBride, Kathleen & | arizowa [ 04212004 (B [ & [ X
[ R101030 [Emergency [ Ditsler, Jennifer L [ castilo,Gloriac | arizowa [ o0s212004 (B [& [ X
| I Bl Bl H| bt | | |
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When the Administrator has assigned all the requisition they want to assign, they can select any
option from the Program Manipulation Menu to move to a different screen or select “Logout” if
they wish to leave REQLESS altogether.

The assigned requisitions will appear in the Buyer’s Work Desk as soon as they are assigned or
on the other Site Administrators REQUISITION ASSIGN SCREEN if the “Purchase In” was
updated.
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PART 3

ACTION SELECTIONS, MANIPULATION BUTTONS AND ICONS

ACTION SELECTIONS:
1) THE REQUISITION ASSIGN SCREEN
A) Apply Filters: Clicking this button allows the user to add another line item to the re-
issued requisition.
PROGRAM MANIPULATION BUTTONS:

1) NONE

ICONS:

2) THE REQUISITION ASSIGN SCREEN

@. Edit: Selecting the “Edit” ICON will allow the Administrator to assign a requisi-
tion to a Buyer and will bring up the following two ICONS:

J Save and Print: Selecting the “Save and Print” ICON will iden-
tify to the system that the selected Buyer has been accepted and
that the requisition can be called up and printed.

Accept: Selecting the “Accept” ICON will advise the system that
| the saved Buyer is to be used and has the system revert back to the
REQUISITION ASSIGN SCREEN.

Print: Selecting the “Print” ICON will print the requisition using whatever in-
| & | formation has been saved. Selecting this ICON before the “Edit” ICON will print
the requisition but with no Buyer name or assign date.

X Cancel: Selecting the “Cancel” ICON will cancel the requisition.
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CHAPTER 8

PROCESSING REQUISITIONS

The actual processing of any requisition is dependent on several factors.

e The first factor is the procedures formulated by the specific purchasing department
that are to be used by the Buyers within that organization.

e The second factor is the procedures that the Buyer is familiar with and comfortable in
using when contacting the vendors and assigning prices to the individual line items.

e The finally factor is the contractual requirements under which the funding is issues on
the order that is being processed.

The steps the Buyers uses in processing an order will not be discussed here. However this
Manual will start the discussion at the point that a vendor has been selected and the pricing,
quantity and description have been determined. It is at that point that the Buyer is ready to pro-
duce the actual Purchase Order.

The REQLESS system is not an on-line requisition processing system but an on-line requisi-
tion submission system that is designed to transfer the requisition into the USL Accounting sys-
tem where the changes as required by the processed requisition will be made.

So, for our discussion here, the assumption is made that the requisition is processed and the
data is to be transferred into the USL Accounting System.
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PART 1

CREATING THE PURCHASE ORDER

The Buyer Work Desk Screen

All requisitions that have been assigned to a Buyer appear on that Buyer’s Work Desk. This
screen, the BUYER WORK DESK SCREEN is where the Buyer creates the Purchase Order and
“releases” the requisition into the USL Accounting System’s Purchase Order Module.

Under the heading “Send For Approval Requisitions™ are listed all the requisitions that have
been assigned to the Buyer and that have not either been turned into a purchase order, used to
amend an existing order or cancelled.

The requisitions listed are sorted in ascending order with the oldest requisition listed first.

Association of Universities for Research in Astronomy, Inc.

AURA °

Logout

Buyer Work Desk
* Summary N ..
o Send For Approval Requisitions Unfinished Purchase Orders
* Requisition
b List
P Wiew
b New

There Are No Purchase Orders To Display

Requisition Number|Date Wanted [Amend]cancel

112931 [ 05/04/2007 [McBride, Kathleen A| G | X

b By Acct

Add New

1) PURCHASE ORDER ADD SCREEN Entry Fields

A) Purchase Order Number — This field allows the Buyer to enter the Purchase Order
number they intend to use for the purchase. The REQLESS system checks this num-
ber for the correct format and to insure that the number does not already exist in either
the REQLESS or USL system.

B) Type — This field allows the Buyer select from the drop-down bois the type of order
the Purchase order will be. The selections available are “Contract” and “Service” and
are required fields in the USL system. Each phrase means something specific in USL.:

a) Contract — means that the order is a standard purchase order or contract in
which a certain quantity of product is ordered at a specific price. Contract or-
ders can only be invoiced for as many times as the number of line items or-
dered.

b) Service — means that the order is does not have a certain quantity of product at
a specific price but is more attuned to a service in which the quantity is, techni-
cally, “one Job” and the price is variable. Service orders may be invoiced sev-
eral times and the unit price on the actual purchase order is one and the quan-
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tity is the dollar amount of the order. That way accounting can pay as many
invoices as can be issued so long as the total dollar value of the order is not ex-
ceeded.
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The Purchase Order Add Screen

Selecting the Add New Action Selection on the BUYER WORK DESK SCREEN takes
the Buyer to the PURCHASE ORDER ADD SCREEN where the purchase order is actually
created.

Association of Universities for Research in Astronomy, Inc.

AURA
Logout
Purchase Order Add
¥ Summary
¥ Requisition
b List
b view
B New
b By Acct Purchase Order Number: |P100011
¥ Buyer
b Work Desk Type: m
b Un-Cancel
b Assignments
b Change Password

By entering a unique purchase order number in the right format into the Purchase Order
Number Entry Field, selecting a specific purchase order Type and selecting the SAVE Program

Manipulation Button the Buyer is taken to a modified BUYER WORK DESK that has displayed
the purchase order entered.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Buyer Work Desk

¥ Summary

. Send For Approval Requisitions Unfinished Purchase Orders
* Requisition

b List

[Requisition Number]Date Wanted]| Requestor Jamend|cancel|lill[number] Type Jcreation bate]cancel

boview | R112831 [(05/04/2007 |McBride, Kathleen & B | X ELOCOIN [Contract | 04/30/2007 | X

b Mew

b By Acct
Add New

P Un-Cancel

b Assignments

b Change Fassword

On this modified BUYER WORK DESK SCREEN, there Buyer can see the purchase order
they have just created along with all the purchase orders that have been assigned to them and that
have not yet been processed.

On the right side of the screen there now appears a table named “Unfinished Purchase Or-
ders” that has a list of the purchase orders that have been created by the Buyer and that have not
been “Released” into the USL Accounting System. A Buyer can create any number of purchase
orders before assigning requisition line items to specific orders.

From the “Unfinished Purchase Orders” table, the Buyer can cancel the purchase order by se-
lecting the “Unfinished Purchase Orders” table’s “Cancel” ICON.
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NOTE: The “Cancel” ICON on each table only cancels the selected item
on that table and has no effect on any items on the other table.
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PART 2

ASSIGNING LINE ITEMS TO THE PURCHASE ORDER

The Purchase Order Lines Screen

By selecting the Purchase Order number from the “Unfinished Purchase Orders” table, the @
Buyer is taken to the PURCHASE ORDER LINES SCREEN. This screen will either show the

line items that have already been attached to this purchase order or, if no requisitions lines have

been attached, the right side of the screen will show no line items.

Association of Universities for Research in Astronomy, Inc.

Logout
Purchase Order Lines
¥ Summary

 Requisition Requisition Detail Lines Purchase Order P10001N Detail Lines
boList There Are No Purchase Order Lines To Display
b View
b New [_[Requestin|Requisition]quantity]uon]pescription] |
b By Acct F‘ 12535 | 112031 | 0 ‘ H—

¥ Buyer
b Work Desk
P Un-Cancel
b Assignments

I Change Password

The left side of the screen has added a Plus Sign (+) next to each requisition. By selecting

that Plus Sign the line items on that requisition will appear. w
Association of Universities for Research in Astronomy, Inc.
AURA
Logout
Purchase Order Lines
* Summary
* Requisition Requisition Detail Lines Purchase Order P10001N Detail Lines
I List

There Are No Purchase Order Lines Ta Display
b view

|_|Requestip|Requisition|Quantity|uon| Description | | |

|:| 12536 | R112931 | o ,7| rr

[ [ 1235 [ mizzesr [ 1 [E~ [sx¢55.58v.34 58V Powewr Supply [X [
/

’
(= @’
[

b MNew

b By Acct

* Buyer
b Work Desk
B Un-Cancel

b Assignments

Ir Change Password

Note that each line item will have two ICONS associated with it. There is the standard “Can-
cel” ICON for use if the Buyer wished to cancel that specific line item rather than the whole reg-
uisition. The second is the “Right Arrow” ICON that allows the Buyer to drag that specific line
item over to the purchase order. p
By selecting the “Right Arrow: ICON, the Buyer moves the selected line item over to the y
purchase order. The Buyer will need to do this for each line item they want added to the pur-
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chase order. The Buyer can select line items from different requisitions to add to the purchase
order.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Purchase Order Lines

¥ Summary
¥ Requisition Requisition Detail Lines Purchase Order P10001N Detail Lines
bl There Are No Requisition Lines To Display
b View
b Hew [_IRequisition]  Description_____[quantity|uom]petiver To] o.c. | |
[r112031  [3x456.58v.34 58V Powewr Supply [t Ea [Clark [100 @
‘ | | ‘RE‘EEEE ,_

I By Acct

¥ Buyer
P Work Desk
I Un-Cancel

I Assignments

I Change Password

In the example being used there was only one requisition in the Buyer’s Work Desk. For that
reason no other requisition line items appear. Had there been multiple requisitions assigned to
the Buyer, the remaining requisitions will continue to be shown.

Under the purchase order and on the same line as the added line item, the Buyer has two §
ICON that they can use. The first is the “Left Arrow” ICON. This ICON will allow the Buyerto g%
return a line item to its requisitions. If this line item were used the screen would appear as it did
prior to moving the line item to the purchase order.

The second ICON is the “Edit” ICON that allows the Buyer to edit specific parts of the requi- w
sition that cannot be changed after it has been imported into USL. Selecting this icon moves the
Buyer to the edit portion of the PURCHASE ORDER LINES SCREEN.
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PART 3

EDITING THE LINE ITEMS

The Purchase Order Lines Screen, Modified

By selecting the Amend ICON on the PURCHASE ORDER LINES SCREEN the Buyer is
taken to a modified PURCHASE ORDER LINES SCREEN that shows the detail of the line
items and those fields that can be edited.

Association of Universities for Research in Astronomy, Inc.

Logout
Purchase Order Lines
¥ Summar Y
¥ Requisition Requisition Detail Lines Purchase Order P10001N Detail Lines
b List There Are No Requisition Lines
Bowiew To Display
= [ Jrequisition] — Description __ JouantityJuom] Deliver To [ oc T |
b By Aoct r‘ ‘BXdSE 58v.34 58V Powewr |
’ R112931 S8V 1 ea |[Clark [100 - Supplies & Materials -] | vX
¥ Buyer < Supply I I P =
I Work Desk ,_‘ ‘ |Re|ease
P Un-Cancel
P Azzignments
I Change Passwor d

The Buyer can now modify the data that is found in the Deliver To and O C Entry Fields.
These fields cannot be changed once the purchase order data is imported into the USL Account-
ing system.
The Deliver To reflects the requesters name unless the requester entered something into the @

Deliver To field on the DETAIL LIST SCREEN. Once imported into USL, this field cannot be
modified so it is important that whatever is in this field be clear enough to allow Shipping and
Receiving personnel to know who or where to deliver the received item(s). Phrases such as
“Mountain” or “XX Telescope” should be avoided and, if used by the requester, should be
changed by the Buyer.

The O C field reflects the account Expense Code entered by the requester. In some cases, the
requester uses an Expense Code that is not allowed for the specific account number. If that oc-
curs, the Buyer will get an error message when the purchase order data is imported into USL.
This field allows the Buyer to change the Expense Code before the error occurs.

1) PURCHASE ORDER LINES SCREEN, Modified, Entry Fields

A) Deliver To — This field reflects the requesters name unless the requester entered some-
thing into the Deliver To field on the DETAIL LIST SCREEN.

B) O C - This field reflects the account Expense Code entered by the requester. In some
cases, the requester uses an Expense Code that is not allowed for the specific account
number. If that occurs, the Buyer will get an error message when the purchase order
data is imported into USL. This option give the Buyer a chance to change the Expense
Code before the error occurs.
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PART 4

RELEASING THE REQUISITION TO USL

The Purchase Order Lines Screen

Once the changes are made to the selected fields, the Buyer selects the “Accept” ICON to ac-
cept the changes made to the fields. If the Buyer does not want to accept the changes, they
should select the “Reject” ICON. In either case, when the ICONS are selected the Buyer will be
returned to the PURCHASE ORDER LINES SCREEN where the changes or original data will

be shown.
Association of Universities for Research in Astronomy, Inc.
Aura
Logout
Purchase Order Lines

i S'un:lr:::‘isitinn Requisition Detail Lines Purchase Order P10001N Detail Lines

I; L‘St ‘ There Are No Requisition Lines To Display

b New |_|Requisition] ____ Description _____|quantityluom|peliver o] o.c. | |

(y— F‘RLIEBBL ‘EBLEE.EE',. 8V Powewr Supply |1 ’?|Clark ‘100 E

~ Buyer [ [ [ [ Jaelease|

I Work Desk

b Un-Cancel

b Assignments

I Change Password

At that point and once the purchase is ready to be sent to the USL Accounting System, the
Buyer will select the Release Action Selection item. Once selected, the Buyer will be taken to
the BUYER WORK DESK SCREEN where imported purchase order and the expended requisi-
tion no longer appear. However, if there are other unreleased purchase orders or unprocessed
requisitions, those will still be visible.

Association of Universities for Research in Astronomy, Inc.
AURA °
Logout

¥ Summary

* Requisition
b List
b View
b New
I By Acct

* Buyer
b Work Desk
P Un-Cancel
[ Aszignments

I Change Password

Buyer Work Desk

Send For Approval Requisitions

There Are No Requisitions To Display

Unfinished Purchase Orders

There Are No Purchase Orders To Display

Add New
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PART 5

AMENDING A REQUISITION

The Buyer Work Desk Screen

If a requisition has been submitted that is intended or can be used to amend an existing
purchase order, the Buyer cannot recreate the existing purchase order but must select the
“Amend” ICON on the BUYER WORK DESK SCREEN.

Association of Universities for Research in Astronomy, Inc.
AURA
Logout
Buyer Work Desk

™ S_m;r:::g“n“ Send For Approval Requisitions Unfinished Purchase Orders

b List There Are No Purchase Orders To Display

b view Requestor _|Amend]cancel

b Mew [ R113057 [ 0s/05/2007 [Entertine, wiliam [ G [ ¥

by e [ R113058 ["0s/22/2007 [Enterline, willam c[ B | X

* Buyer

b Work Desk

P Un-Cancel Add New

Ir Assignments

I Change Password

Selecting the “Amend” ICON will take the Buyer to the REQUISITION AMEND
SCREEN where the Buyer completes the purchase order number that the requistiion will
amend. Once that is completed, the Buyer selects the CONTINUE Program Manipulation
Button.

Association of Universities for Research in Astronomy, Inc.
AURA "
Logout

Requisition Amend

¥ Summary Amend Requisition R113057
¥ Requisition

b L= Released Purchase Order Number: IW
P View
b By Acct
¥ Buyer
I Werlk Desk

P Un-Cancel

P Assignments

P Change Password

By selecting the CONTINUE Program Manipulation Button, the REQLESS system checks
the USL Accounting System’s database to insure that that purchase order actually exists. At this
point the requisition will disappear from the BUYER WORK DESK SCREEN.

1) REQUISITION AMEND SCREEN, Entry Fields
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A) Released Purchase Order Number — This field is where the Buyer enters the Pur-

chase Order number that the requisition will amend. This Purchase Order must be in
the USL Accounting System’s database. It, for whatever reason, it is not in that data-
base, an error message will appear advising the Buyer that that purchase order number
is not valid.

On the Requester’s REQUISITION LIST SCREEN for approved requisitions the comment
under the “Purchase order Number — Creation Date” column will reflect the Purchase Order
number of the Purchase Order to which the requistion was used to amend and the date the

CONTINUE Program Manipulation Button was selected.

i

Association of Universities for Research in Astronomy, Inc.

AURA °

Logout

[¥ Summary
~ Requisition
b List
b view
b New
b By Acct
¥ Buyer
b wWork Desk
P Un-Cancel
P Azsignments

I Change Password

Requisition List

Select Requisitions To View:

Call € unapproved @ approved © Cancelled

Purchase/Detail Description: m

Requisition Number| Purchase Description Date Created @ Purchase Order Number - Creation Date I

R113058 [test [Enterline, wiliam C[ 05/02/2007 [approved [Enterline, william C |

R113057 [test [Enterline, william C [ 05/02/2007 [Approved [Enterline, William < | Amend - PT1058N - 05/02/2007
R112681 [tncrease Blankst PO [Enterline, william C| 03/30/2007 |Approved [Kerekes, Jeanette M [Dony as Amendment to P49663B - 03/30/2007
R119639 [Pallets [Enterline, william €[ 03/28/2007  [Approved [Enterline, William < Purchase on BOMPA - 03/28/2007
R112549 |stamps [Enterline, wiliam ¢ | 03/22/2007 [approved [McB PE0726A - 03/22/2007

R111548 |echedule B [Enterline, william C[ 12/27/2006 |Approved [Ker PS4428A - 12/27/2006

P54366A - 12/12/2006
P542924A - 11/21/2006
PB0226A - 10/09/2006
POOOOZN - 10/05/2006
test - 10/05/2006

R111404 [will-Call Mail Serv [Enterline, wiliam €[ 12/12/2006 [Approved [Ker
R111037 [Business cards [Enterline, william C[ 11/13/2006 [Approved [Ker
R110482 [Bite & Pieces [Enterline, wiliam C[ 10/08/2006 [approved [McB
R110433 [Monitar [Enterline, William €[ 10/05/2006 |Approved [Ent:
R110432 [chemtrec [Enterline, wiliam C| 10/05/2006 |Approved [Ent

R110431 [chemtrec [Enterline, william €[ 10/05/2006 [Approved [Enterling, William < | PO0DO1A - 10/05/2006
R110430 [Manitar [Enterline, wiliam c| 10/05/2006 [approved [Enterline, william C | test - 10/05/2006

R110429 [Meniter [Enterline, william €[ 10/05/2006 [Approved [Enterling, william | PO0001C - 10/05/2006
R110344 [customs Bond [Enterline, wiliam €[ 09/28/2006 [Approved [McBride, Kathleen A | PE0191A - 09/28/2006
R110319 [Pallets [Enterline, william C [ 09/26/2006 [Approved [Enterline, William | PS0379A - 09/27/2006
R110192 |=hiupHazmat [Enterline, wiliam C[ 03/20/2006 [approved McBride, Kathleen A | PE01S1A - 09/21/2006
B109814 [xeroX Copier [cas [ 082372006  [Approved [McBride, Kathleen A [ PE0099A - 09/08/2006
R109261 [Export pract. [Enterline, wiliam ¢ | 07/10/2006 [approved [McBride, Kathleen A | P49937A - 07/11/2006

p53537b - 06/22/2006

5 | | o | o | o

R108057 [Postage meter [Enterline, William €[ 06/22/2006 [Approved [Kerekes, Jeanstte M|

I
lw

REV 06/2007

NOTE: If the Buyer, for whatever reason, gets an error message when
selecting the CONTINUE Program Manipulation Button that claims that
the Purchase Order does not exist, the Buyer should select the “Cancel”
ICON and, when querried for a reason, state “Used to Amend PO
XXXXX™.
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PART 6

CANCELLING A REQUISITION

The Buyer Work Desk Screen

If a requisition has been submitted that needs to be cancelled for any reason, the Buyer must Ké

select the “Cancel” ICON on the BUYER WORK DESK SCREEN.
Association of Universities for Research in Astronomy, Inc.
AURA
Logout
Buyer Work Desk

™ S_m;r:::g“n“ Send For Approval Requisitions Unfinished Purchase Orders

b List There Are No Purchase Orders To Display

b view [Requisition Number|Date Wanted] Requestor JAmend|cancel]

b Hew [ R113057 [ 0s/05/2007 [Entertine, wiliam [ G [ ¥

by e [ R113058 ["0s/22/2007 [Enterline, willam c[ B | X

* Buyer

b Work Desk

k' Un-Cancel Add New

Ir Assignments

I Change Password
The Buyer will be taken to the DETAIL CANCEL SCREEN where they will be asked for a
reason that the requistion was cancelled. Once the reason is entered, the Buyer will select the
SUMBIT Program Manipulation Button at which time they will be returned to the BUYER
WORK DESK SCREEN where the cancelled requistiion will no longer appear.
Association of Universities for Research in Astronomy, Inc.
AurA °
LOEOLIt

Detail Cancel
[ e Reason For This Cancellation:
¥ Requisition

B List (30 characters max)

b View

B New

b By Acct

¥ Buyer

Item Purchased with BCOMPA Sa:dl J

I Work Desk |
I Un-Cancel
I Assignments

b Change Password
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PART 7

UN-CANCELLING A REQUISITION

The Requisition Uncancel Entry Screen

A requisition can be Un-cancelled from any screen by selecting the UN-CANCEL Program
Manipulation Menu item.

Any Buyer can Un-cancel any requisition at any time. However, when the requisition has
been Un-cancelled, that requisition will only appear on the BUYER WORK DESK SCREEN of
the buyer to whom the requisition was originally assigned.

When selecting the UN-CANCEL Program Manipulation Menu selection, the buyer will be
taken to the REQUISITION UNCANCEL ENTRY SCREEN where the Buyer will be asked

for the number of the requisition that they want to Un-cancel. Selecting the CONTINUE
Program Manipulation Button will take the Buyer to the DETAIL UNCANCEL SCREEN.

Association of Universities for Research in Astronomy, Inc.

AURA

Logout

Requisition Uncancel Entry

¥ Summary

¥ Requisition
I List
b View
B New

Requisition Number:
> By Acct

¥ Buyer Il
I Work Desk
I Un-Cancel

I Assignments

I Change Password

The DETAIL UNCANCEL SCREEN is where the Buyer can select to either Un-cancel ei-
ther a single line item on that requisition or Un-cancel the whole requisition.

1) REQUISITION UNCANCEL ENTRY SCREEN, Entry Fields

A) Requisition Number — This field is where the Buyer enters the Purchase Order num-
ber that they want to Un-cancel.
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The Detail Uncancel Screen

Using the “Un-cancel Line Item” ICON will cancel only the lines items selected and return
the Buyer to the DETAIL UNCANCEL SCREEN where the Un-cancelled line item is no
longer visible. If that is all the action the Buyer wants to take, they must use the Program Ma-
nipulation Menu to move to another screen.

b

Association of Universities for Research in Astronomy, Inc.

AURA Q

Logout

Detail Uncancel

Requisition: r113058
01| unit|unit cost|Description| |
1 [ea 500 [Test tem |/

¥ Summary

* Requisition

I List
b View |—
P Mew
> By Acct Un-Cancell All
¥ Buyer
I Work Desk

I Un-Cancel

- Assignments

I Change Password

Using the Un-Cancel All Action Selection will Un-cancel all the cancelled items on the reg-
uisition and return the Buyer to the BUYER WORK DESK SCREEN where the Un-cancelled
requisition will appear.
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PART 8

ACTION SELECTIONS, MANIPULATION BUTTONS AND ICONS

ACTION SELECTIONS:
1) THE BUYER WORK DESK SCREEN

A) Add New: Selecting Add New Action Selection allows the Buyer to create a new
purchase order (Action Item on the BUYER WORK DESK SCREEN).

2) THE PURCHASE ORDER LINES SCREEN
A) Release: Selecting Release Action Selection allows transfers the requisition data,
either in it’s modified or original state, to the USL Accounting System (Action Item on
the PURCHASE ORDER LINES SCREEN).
3) THE DETAIL UNCANCEL SCREEN
A) Un-Cancel All: Selecting Un-Cancel All Action Selection will Un-cancel all of

the line items on the previously cancelled requisition and allows the Buyer to do this
without selecting each individual line item..

PROGRAM MANIPULATION BUTTONS:

1) THE PURCHASE ORDER ADD SCREEN
A) SAVE: Clicking on this button checks the purchase order entered against existing or-
ders and, if unique, creates the order and takes the Buyer back to the BUYER WORK
DESK SCREEN that has been modified to add the purchase order issued.
2) THE REQUISITION AMEND SCREEN
A) CONTINUE: Clicking on this button checks the purchase order entered against ex-
isting orders and, if it does exist, the Buyer will be taken back to the BUYER WORK
DESK SCREEN where the amended requisition no longer appears.

3) THE DETAIL CANCEL SCREEN

A) SUBMIT: Clicking on this button checks accepts the Buyers reason for canceling
the requisition or line item and returns them to the BUYER WORK DESK SCREEN.

4)  THE REQUISITION UNCANCEL ENTRY SCREEN
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A) CONTINUE: Clicking on this button accepts the requisition number the Buyer
wished to Un-cancel and takes the Buyer to the DETAIL UNCANCEL SCREEN.

ICONS:

1) THE BUYER WORK DESK SCREEN

#
X

Amend: The “Amend” ICON is used when the Buyer wishes to use the requisition
as authorization to amend an existing purchase Order.

Cancel: The “Cancel” ICON is used when the Buyer wished to cancel either all of
a requisition.

2) THE PURCHASE ORDER LINES SCREEN

9

Right Arrow: The “Right Arrow” ICON is used when the Buyer wishes to drag a
requisition line item onto the purchase order.

Left Arrow: The “Left Arrow” ICON is used when the Buyer wishes to drag a
requisition line from the purchase order and back to the requisition.

Edit: The “Edit” ICON is used when the Buyer wishes to use edit a specific line

item that has been dragged to the purchase order.

<
L
X

Cancel: The “Cancel” ICON is used when the Buyer wished to cancel either all

of a requisition (ICON shown on the BUYER WORK DESK SCREEN) or an
individual line item on a requisition (ICON shown on the PURCHASE ORDER
LINES SCREEN).

3) THE PURCHASE ORDER LINES SCREEN, Modified

v

X

Accept: The “Accept” ICON is used when the Buyer wishes to accept the
changes they have made to either or both of the Deliver To or O C Entry Fields.
Once selected the Buyer will be returned to the PURCHASE ORDER LINE
SCREEN that reflects the changes made and accepted.

Reject: The “Reject” ICON is used when the Buyer wishes to reject the changes
they have made to either or both of the Deliver To or O C Entry Fields. Once se-
lected the Buyer will be returned to the PURCHASE ORDER LINE SCREEN
that will reflects the original data in those fields.

4) THE DETAIL UNCANCEL SCREEN

REV 06/2007

Un-Cancel Line Item: The “Un-cancel Line Item” ICON is used when the Buyer
wishes to Un-cancel only certain line items on a cancelled requisition. Once se-
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lected the Buyer will be returned to the DETAIL UNCANCEL SCREEN that no
longer shows the cancelled line items.
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CHAPTER 9

MANAGING USER DATA

In order to keep the REQLESS system functioning properly, the System Administrators must
be able to add, delete, update and reactivate Users. The following parts will discuss each of these
activities.
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PART 1

GETTING TO THE MANAGE USERS SCREEN

=1=1=

j 1| X IGngIE P
File Print FedEx Kinko's E

O Settingsv

’f\-D vmvl-_‘ePage--SToolsv >

Association of Universities for Research in Astronomy, Inc.

Aura
Lagout
Summary
~ Summary |__Tyoe Junfinished|Pending] |
¥ Requisition ‘ Requisition | 1 | 2 @
B List ‘Check Raquest| 0 | 0 @
b View ‘Tra‘-;a\ Requast| 0 | 0 @
b Mew
I By Acct
¥ Buyer
I Work Deck
P Un-Cancel

[ Assignments

- Change Password

Once logged into the REQLESS System, the System Administrator must enter the following P
web address into the web address field: g '

http://www.cas.noao.edu/regless/Root/Summary.aspx

http://www.cas.noao.edu/reqless/manage/manageusers.aspx

Once entered, the system will take the Administrator to the MANAGE USER SCREEN.
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It is from the MANAGE USER SCREEN that the Administrator is able to manage all the users
from adding new employees to updating data for existing employees to reactivating Users that
have been locked out.

REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

The Manage User Screen

Association of Universities for Research in Astronomy, Inc.

AURA Q’

Logout

¥ Summary

¥ Requisition
b List
P View
P New
I By Acct

¥ Buyer
b Work Desk
b Un-Cancel
b Assignments

I Change Password

lusername]  Name  |iast Activity]in Usersa|in Membershipz| | |

Manage Users

Name:
Site ID:

E-Mail:

This screen displays all the REQLESS users. However the Administrator must scroll through
many screens in order to find the User that the Administrator is interested in modifying. To

[ 522¢  [olsen, wlia [oyoyaesa [ o 0 @

[ 001 [abareshi, Behzad [oo/26/2006 [ 1+ | 1 [FiE3

| ooz [abbey, SandraL [oo/26/2006 [ 1+ | 1 [FiE3

| 003 [abbott, Timathy [0a09/2007 [ 1| 1 [E1ES

| 0020 [sbdel-Gawad, Mahmoud k [09/15/2006 | 1 | 1 e [ User Name:

[ ooso  [abraham, Antony A [oa/z5/2007 [ 1 | 1 B

[ oos:  [sbraham, Daniel [og/05/2007 [ 1+ 1 [E1ES BossHo

| oose  [abraham, MarianneD.  [09/15/2006 [ 1| 1 [FiE3

| o030 [aceituno, Jessy [oo/1sjzo0s [+ | 1 €] partment: [ [
| 0105 [adams, Sarah [oajza/z007 [ 1| 1 E1

| 01 [sggarwal, Sonia R [o9/15/2008 [ 1| 1 ] Is Active: ™
| choo4z |Agui|ar, Jorge |09;"15;"2006 | 1 | 1 @ Locked Out: [C
| CT0163 |,-Lgui|era. C |09.-"15.-"2006 | 1 | 1 @ dministrator: [
| CHO280 |Aguirre, E |09,f'15,f'2006 | b | 1 \@IX Director: [C
[ cTozze [aquirre, victor [0a/24/2007 [ 1 | 1 #[X|  site Administrator: I
| 012t [ahmadia, Aron ] [oo/is/z008 [ 1| 1 [#[*|  self approve Travel: ™
| 0157 [atorre, Jose ). [oo/15/2008 [ 1| 1 =1ES Buyer: [
[ oi7s  [alden, Michael R. [oo/15/2008 [ 1+ | 1 Bx TCR Accountant: [~
| o1z3  [aldrich, Clifford [oaf10/2007 [ 1 1

[ ozos  [allen, andrea m [og/15/2006 [ 1 | 1 [E1E3 m
| || | [

make this process easier, the system has allowed the use of Filters.

The columns can be sorted in either ascending or descending manner but clicking on the

heading.

By entering the name or a part of the name of the User in the filter fields and selecting “Ap-
ply Filters” Action Selection Item, the system will display all users meeting those criteria.

The fields on the right hand side of the MANAGE USERS SCREEN are the Employee Data
Fields and detail the information of the individual whose User Name the Administrator selects.

The data in the “User Name” column is the employee’s Employee Number. The “Name”
column is the name of the employee. The “Last Activity” column is the date the employee’s
REQLESS data was modified. The “In Users” and “In Membership” columns signify if an em-
ployee is active (signified by 1) or inactive (signified by 0) within the REQLESS system.

REV 06/2007
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As an example, in the MANAGE USERS SCREEN the Administrator has selected the “User y
Name” for Mr. Abdel-Gawad. The information for that employee is then shown in the fields on
the right hand side of the screen. S

Association of Universities for Research in Astronomy, Inc.

AURA c’

Logout

Manage Users

- @_@@II
¥ Requisition
b e | 003 [abdel-Gawad, Mahmoud K [01/01/1980[ o | [ (%
B e [ ks |[olsen, 1ulia [o1jo1/1e80 [ o | 0 £
B Mo [sbareshi, Behzad [ og/26/2006 [ 1 | 1 [ [<
b By Acct [abbey, Sandra L [oo/2s/2006 [ 1 | 1 B[
~ Buyer [abbott, Timothy [04/09/2007 [+ | 1 [ (< User Name: |1020
b Work Desk |Abraham, Antony & | 04/25/2007 | 1 | 1 EW Name: [Abdel-Gawad, Mahmoud k
[; 'j”'_ca”ce' [abraham, Daniel [oa05/2007 [ 1t | 1 [E1E3 Password: === not available ===
fesanments [abraham, mariznne b, [o9/1s/2008 [ 1| 1 =[x S |
Ir Change Password
[aceituno, Jessy [og/15/2006 [ 1 | 1 &> Department: [NOAD <]
\ |adams, sarah [ 0a/za/2007 | 1+ | 1 [t [ E-Mail:
\ [2ggarwal, sonia R [oo/15/2008 [ 1+ 1 [E1E3 Is Active: [
‘ chooaz |Agu|lar,]orge | 09/15/2006 | 1 | 1 @’? Locked Out: [©
‘ CT0163 |,-lgL|i|era. C | 09/15/2006 | 1 | 1 @’? Administrator: [
[ crozs0 [aguirre, E [ 091572008 | 1+ | 1 [ [< Director: [
| crozz:  [aguirre, victor [04/24/2007 [ 1 | 1 & Site Administrator: 7
[ 0121 [ahmadia, Aron 3 [oo/15/2008 [ 1+ | 1 [#[X|  seif approve Travel: [
[ sz [mlatorre, Jose 1. [og/15/2006 [ 1 | 1 =[x Buyer: [
[ o7z [alden, Michael R. [oo/15/2008 [ 1+ | 1 =1E3 TCR Accountant: [
| o183 [aldrich, Clifford [04/10/2007 [ 1 | 1 [ [
| p205  [allen, Andrea M [os/15/2008 [ ¢ | 1 £33 m
‘ I || |£'q;|;|'v Filters | | rr

FILTER ENTRY FIELDS:

4)  User Name — This field allows the Administrator to enter all or part of the User’s Personal
Identification Number as assigned by HR when the employee is hired. Once entered, the
Administrator will select the Apply Filters Action Selection and the program will display
only those employees with the same Personal Identification Number as that entered in this
field. The filtering process will work even if not all the characters are filled.

5) Name - This field allows the Administrator to enter all or part of the User’s name. Once
entered, the Administrator will select the Apply Filters Action Selection and the program
will display only those employees with the same Name as that entered in this field. The fil-
tering process will work even if not all the characters are filled.
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The Employee Data Fields Sub-Screen

The EMPLOYEE DATA FIELDS SUB-SCREEN on the MANAGE USERS SCREEN de-
tail the REQLESS-related data for the employee. The fields in this area have the following

meanings:
EMPLOYEE DATA FIELD
User Name:lﬁﬁii DESCRIPTIONS
Name: |!-'3~.h|:|el-Gav-xad Mahmoud F 1. User Name: This is the em-
Password: = not available === ployee’s personal Employee
Site ID: [4 Number as related to accounting.
2. Name: This is, obviously, the
Department: I[-JD;‘%D 'I employee’s name.
E-Mail: | 3. Password: This is the password
ive: assigned to the employee. The
Is Active: Administrators cannot change that
Locked Out: ™ password but can only view it.
Administrator: This is helpful for those times
Director: [ when the employee forgets his/her
_ - password.
Site Administrator: [~ 4. Site ID: this site identifies where
Self Approve Travel: [~ the employee is based. This is
i important for REQLESS to differ-
B : :
s entiate between NOAO and Gem-
TCR Accountant: [ ini employees and between
NOAO and Chile employees.
m 5. E-Mail: is the email address used
by REQLESS to send the activity-
related messages.

8.

9.

10.

11.

12.

REV 06/2007

6. Is Active: A check in this field
identifies that the employee is active within REQLESS. A blank space indicated that the
employee is no longer active and prevents them from using REQLESS.

Locked Out: A check mark in this field identifies that the employee has been locked out
of the system. This normally occurs when the employee unsuccessfully try to enter
his/her password more than three times.

Administrator: This field identifies the employee as a REQLESS Administrator thereby
affording him/her special user privileges within the REQLESS system.

Director: This field identifies the employee as a Director thereby affording him/her spe-
cial user privileges within the REQLESS system.

Site Administrator: This field identifies the employee as a REQLESS Site Administrator
thereby affording him/her special user privileges within the system.

Self Approve Travel: This field identifies the employee as an individual who can approve
his own Travel Requests. Most Manager and Directors do not have this privilege.

Buyer: This field identifies the employee as a Buyer thereby affording him/her special
user privileges within the REQLESS system such as viewing the Buyer Program Manipu-
lations Menu items only viewable to Buyers.
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13. TCR Accountant: This field identifies the employee as a TCR Accountant thereby af-
fording him/her special user privileges within the REQLESS system such as being able to
process Check Requests.
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PART 2

ADDING NEW EMPLOYEES

warded to the REQLESS Site Administrator.

When a new employee checks in the following message will be automatically generated and for-

File Edit ‘“iew Tools Message Help é‘
ﬂd y L}ﬂ L - x @ O ey
Reply Reply Al Farward Print [E|ete Previous I et Addrezzes
From: tracy@noan. edu
Date: Tuesday, April 24, 2007 7:36 P

To: tracy@noan edu; pavroll@noan edu; clark @noan. edu
Subject:  Mew'WT5S Employes

5224 Olsen, Juha LLY400000 Mgr, PAEdctnl Outreach, Check ABEA TDC Code £ LESTC Code Applies

This indicates to the Site Administrator that they will need to enter the REQLESS System and go
to the MANAGE USERS SCREEN. There the individual at the top of the list will be the new
employee detailed in the message.

Logout

Association of Universities for Research in Astronomy, Inc.
AURA
Manage Users
™ S:'r;:zczﬂﬁu“ In Membership?] | ]
b L ]—]m u1/n1/1gau EE
b view olsen, 1ulia 01/01/1980 0 0 B [X
b New [Abareshi, Behzad 09/26/2006 1 1 G [%
b By Acct labbey, Sandra L 09/26/2006 1 1 Eid
~ Buyer [abbott, Timothy 04/09/2007 1 1 Fid UISex Name: | 0020
b Work Desk Freiienn A 04/25/2007 n 1 & < Name: |Abdel-Gawad. Mahmoud F
b Up-Eenes] abraham, Daniel 04/05/2007 1 1 P Password: ** not available ===
, :h;j;g:;:::;d \Abraham, Marianne D. 09/15/2006 1 1 3 Z Site ID: |4
Aceituno, Jessy 09/15/2006 1 1 &[x Department: |NOAQ =
[adams, Sarah 04/24/2007 1 1 ELs E-Mail:
0114 \sggarwal, Sonia R 09/15/2006 1 1 @’ 7 Is Active: [~
chovzz  |aguilar, Jorge 09/15/2006 1 1 Els Locked Out: [
CT0163  |Aguilera, C 09/15/20086 1 1 B [x Administrator: ™
CHO0220  |Aguirre, E 09/15/2006 1 1 Fi Director: [~
CcTo274  [Aguirre, Victor 04/24/2007 1 1 ElLs Site Administrator: [~
0121 \shmadia, Aron J 09/15/2006 1 1 £ [x Self Approve Travel: [~
0157 [alatorre, Jose J. 09/15/2006 1 1 G [x Buyer: [
0175 [alden, Michael R. 09/15/2006 1 1 Fitd TCR Accountant: [~
0183 [Aldrich, Clifford 04/10/2007 ' 1 ElLS
0206 |allen, Andrea M 09/15/2006 1 1 B [ m
1] Zpply Filiers []
=
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The Site Administrator will then select the Update Membership ICON, to add the new em-
ployee into the system.. When that happens the new employee’s name will disappear form the

head of the list on the MANAGE USERS SCREEN and go their alphabetical place in the order
on the list.

Association of Universities for Research in Astronomy, Inc.
AURA .
Manage Users
~ summary
> MemEmn e e e L]
> o 0020 |Abdel-Gawad, Mahmoud K | 01/01/198 [} 0 B [
B e 0011 Abareshi, Behzad 09/26/2006 1 1 B’ X
b New 0012 |Abbey, Sandra L 00/26/2006 1 1 B [
b By Acct 0013 [Abbott, Timothy 04/09/2007 1 1 B [><
™ Buyer 0080 [Abraham, Antony A 04/25/2007 | 1 1 B [x Uz [
D CrisE=s oos<  [abraham, Daniel 04/05/2007 1 1 Ef Name:[ ]
D UnEenes 0088 [abraham, Marianne D. 09/15/2006 1 1 [ < Password:
N :h::;;g:g::id 0030  |Aceituno, Jessy 09/15/2006 1 1 G % Site ID:
0108 Adams, Sarah 04/24/2007 1 1 G [x Department: |- M
o11e  |Aggarwal, Sonia R 09/15/2006 1 L Ef E—Mail:l—
cho04z  [aguilar, Jorge 09/15/2006 1 1 &< Is Active: [T
Crois3  |aguilera, © 09/15/2006 1 1 Eqh Locked Out: [
| cozse [aguirre, [og/1s/2006 [ 1] ] EfES Administrator: [
| crozrs [aguirre, victor [oajza/2007 [ 1] 1 EfE Director: [
0121 |Ahmadia, Aron 09/15/2006 1 1 ElR site Administrator: [~
D157 |Alatorre, Jose J. 09/15/2006 1 1 [ [ Self Approve Travel: [T
0178 |Alden, Michael R. 09/15/2006 1 1 B [>< Buyer: [
0183 |Aldrich, Clifford 04/10/2007 1 L & X TCR Accountant: [
0206 |allen, Andrea M 09/15/2006 1 1 B [
0210 |Allsman, Roberta A 09/15/2006 1 1 B [ m
[ spply Filters
]

To verify that the individual has been added to the REQLESS membership, the user can locate
the employee by using the Apply Filters Action Selection and the employees information will
appear in the Employee Data Field.

Association of Universities for Research in Astronomy, Inc.
Aura
Logout
Manage Users
¥ Summary
- Kequ.isitiull I T T T !
b st 2020 |abdel-Gawad, Mahmoud K| 01/01/1980 0 0 B [
b view 0011 |Abareshi, Behzad 09/26/2006 1 1 5 [
b New 2012 |Abbey, Sandra L 09/26/2006 1 1 o[>
b By Acct 2013 |Abbott, Timothy 04/09/2007 1 1 [ =
™ Buyer 0060 [abraham, Antony A 04/25/2007 1 1 i (e (e
b TerisEess o0s¢  [abraham, Daniel 04/05/2007 1 L Ef Name: [Olsen Jula |
D UnEenes 0085 [abraham, Marianne D. 00/15/2006 1 1 5 < Password
N :h;;zg;;:;id 0030  [Aceitunc, Jessy 09/15/2006 1 1 G < site ID: |4
0105 |adams, Sarah 04/24/2007 1 1 5 [ Department: [CAS =
011¢  [aggarwal, Sonia R 09/15/2006 1 1 B [ E-Mail: olssn@noao sdu |
chd042  |Aguilar, Jorgs 08/15/2006 1 L & [x Is Active: [
CT0163  |Aguilera, C 09/15/2006 1 1 E1E Locked Out: ™
CHO220  |Aquirre, E 08/15/2006 1 1 B | Administrator: [~
CT0274  [Aguirre, Victor 04/24/2007 1 1 &< Director: [
0121 |Ahmadia, Aron ] 09/15/2006 1 1 | Site Administrator: [
2157 [alatorre, Jose J. 09/15/2006 1 1 B¥[><| self Approve Travel: I
0175 |Alden, Michael R. 09/15/2006 1 1 =[x Buyer: [
2183 |Aldrich, Clifford 04/10/2007 1 1 B [ TCR Accountant: [0
0208 [Allen, Andrea M 09/15/2006 1 1 B [
0210 |Allsman, Roberta A 09/15/2006 1 1 I [ m
Apply Filters
=
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PART 3

UNLOCKING LOCKED OUT EMPLOYEES

Occasionally employees enter their password incorrectly several times. The REQLESS
system automatically locks those employees out assuming that someone is attempting to
“Hack” into the system.

The Most common reason for this is that the employee has their “Caps Lock” key on their
keyboard activated. Because the password is case sensitive, it reads the attempted login as an
error. The employee, unable to access the system will send a message to regless@noao.edu
asking for assistance.

The Site Administrator will receive the message and go into the MANAGE USER
SCREEN. Using the Apply Filters Action Selection, the Site Administrator will identify the
locked out User. Selecting the User’s “User Name” the Site Administrator will pull up the
employee’s REQLESS information in the Employee Data Field.

By selecting the “Locked Out” field
the Site Administrator will remove the
User Name: | lockout check mark. The Site Adminis- mm
. trator must then select the SAVE Pro- ‘
MName: |r'v'1|::EIr||:|e Kathleen A . )
: gram Manipulation Button to save the
Password: ™"~ not available == change to the employee’s data.
Site ID: |1
The Site Administrator will then
D rt t: IC;&.S 'I
epartmen have to send a message to the employee
E-Mail: [kmchride@noao edu that they are no longer locked out.
Is Active: ¥
Locked Out: W e
Administrator: ¥ 5
Director: [
Site Administrator: v
self Approve Travel: [T
Buyer:
TCR Accountant: [
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PART 4

ACTION SELECTIONS, MANIPULATION BUTTONS AND ICONS

ACTION SELECTIONS:
THE MANAGE USERS SCREEN
A) Apply Filters: Clicking this button allows the Administrator to view only those Us-
ers meeting those criteria selected in the entry boxes - USER NAME or NAME.
PROGRAM MANIPULATION BUTTONS:

THE MANAGE USERS SCREEN

A) ADD: Clicking on this Program Manipulation Button will allow the Administrator to
manually enter user information into the entry area on the right side of the screen.

B) SAVE: Clicking on this Program Manipulation Button signifies to the system that the
changes to the User’s profile is approved.

THE EMPLOYEE DATA FIELDS SUB-SCREEN

A) SAVE: Clicking on this Program Manipulation Button signifies to the system that the
changes to the User’s profile is approved.

ICONS:

THE MANAGE USERS SCREEN

IE, Update Membership: Selecting the “Update Membership” ICON will update the
=1 membership of the individual whose ICON is selected. This will be discussed
when detailing how to add new Users.

> Delete From Membership: Selecting this ICON removes an individual from

—I REQLESS membership and that person is no longer able to use the system. This
ICON should not be activated unless the individual is to be removed. Once re-
moved from membership, the employee cannot reactivated unless the REQLESS
system’s software is updated.
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CHAPTER 10
SUPPLEMENTAL INFORMATION

PART 1:
GETTING HELP

1) Please send questions, suggestions or recommendations to regless@noao.edu . This email
address send your message to all the site administrators, one of which will respond

2) If you encounter any problems with the system either send an email to regless@noao.edu
or contact the Manager, NOAO Procurement at (520) 318-8277 or centerline@noao.edu .
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PART 2:
REQUISITIONS EXCEEDING $250,000

Requisitions exceeding $250,000 are not allowed on the REQLESS system because of the Dual-
Approval Process procedure. User's will be allowed to enter Requisition exceeding that amount
but will not be able to send them off for approval. .

If a requester has a requisition exceeding $250,000 it is suggested that they enter requisition but
instead of sending it off for approval, they do a PRINT PREVIEW, print the requisition, have
that document signed by the approving authority and then submit the signed print preview to
Procurement or Contracts for processing.

When received by Procurement or Contracts, the requisition will be forwarded to the Site Ad-
ministrator who will go into the REQLESS database and force approval by the approving au-
thority that signed the paper copy. They will then distribute the requisition to the appropriate
Buyer.
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PART 3:

ERROR MESSAGES and USER TIPS

REQLESS- The Electronic, Web-Based Requisition Entry & Processing System

1. After entering an account number on the header of a requisition you received the following

error message:
“Account Number X is Invalid”
Association of Universities for Research in Astronomy, Inc.
AURA
Logout
Requisition Edit

¥ Requisition
b List
b Wiew
b MNew
b By Acct
¥ Check
b List
b Wiew
b MNew
* Travel
b List
b oview
b New
I Change Password

Requisition No.: R102508
Requested By: Enterline, William C

Account Number 2 Is Invalid

Purchase Description
(30 chars max): Requisition Priority:
test1 |F{mnme j

Requisition Origination:
& NOAD
NSO
€ CTIO
" A0s5
' SOAR
" Other

Division / Project:
CAS s

= Account Number:

EgEEEEEESR 5iiagl"5ﬂﬂilﬁnnn.

For Purchases In:
¥ ARIZONA
© NEW MEXICO
C CHILE
€ Other

] T " Smggested Source (150 character max):
n 50 % F* <8100 - W B neward W Attachments Being Forwarded
.llllllllr—.ﬂll’—llr-—-—l—l’—I—Illl 4
o b B
[l [T 1[]
nted (mm/dd ): Hotes:

*Date Wai

gasgagabsrgeqv

“Entry Required

1 1]

CAUSE: This error message (“Account Number X is Invalid”) results from the User us-
ing an incorrect account number in the Account Number field.

In many cases this is because the account number is actually incorrect.

In others, it is because the user attempts to enter the Account Number Object cost as the
last three digits of the account. The Object Code is added to the account number when
the line item is entered.

CORRECTION: Simply enter the correct account number. If the user consistently gets
this error message, on a new account number, it may mean that the account number has
not been entered into the system or that the account number data base table has not been
updated. Contact Clark Enterline to insure that the account is added.
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2. After changing an existing account number on the header of a requisition you received the
following error message:
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“You cannot Delete Account #0 Because It Has Detail Item(s) Assigned To It”

Association of Universities for Research in Astronomy, Inc.

Regquisition Edit
! -
[/ SR Requisition No.: R102508
¥ Requisition
> I i G e e
is
b wiew
b New You Cannot Delete Account # 0 Because It Has Detail Item(s) Assigned To It
b By Acct Purchase Description
* Check 3 ¥~
b List test1 |R0utine j
b view
b Mew Requisition Origination:
* Travel & NOAD For Purchases In:
b List € NSO & ARIZONA
iew Division / Project: C cTio " NEW MEXICO
b New CAS v 5
o CHILE
b Change Password AOSS
€ S0AR  Other

© Other

* Account Number:

[100/05 [u - [xso00 - [300
’_”o |—- ’—- ’_ Sulig‘:trjd SoltceiEtS0lcharctermax) W Attachments Being Forwarded
[ oo [ -[]
[ Jee [ L[ [ ]

Notes:
gasgagabsrgeqgv =

m/dd 18

*Date Wanted (m

*Entry Required

CAUSE: This error message (“You cannot Delete Account #0 Because It Has Detail
Item(s) Assigned To It”) results from the User trying to change an account number after
a line item has been added to the requisition and charged against the original account
number.

This usually occurs when the Users has submitted a requisition for approval and the Ap-
prover requests that the items be charged against a different account number.

This also happened when a User attempts to REISSUE a requisition and then tries to
change the account number to something other than what was listed.

CORRECTION: Simply reenter the original account number. The User then adds the
correct account number and corrects the distribution so that the percentage for all the ac-
count numbers used, including the incorrect one, equals 100%.

*** USER NOTE***

The distribution is not relevant at this point. The user can enter any
percentage distribution that he/she wants. It is IMPORTANT, however,
that the original account number assigned a distribution percentage greater
than 0%. The system will not accept a 0% for an existing account number.
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The user then goes to each line item and makes the following changes:

1. Changes the original percentage for the original account number to 0%.

2. Changes the object code for the original account number to a blank by selected the
drop-down box arrow and going to the very top of the list and selecting the blank.

3. Changes the percentage for the correct account number to whatever percentage was
originally used by the incorrect account. Generally this is 100% but if two or more ac-
counts were used, the percentage may be something other than 100%.

4. Selects the correct object code for the correct account.

Repeat these steps for all line items that are to be charged to the new account number.
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