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Create Requisition (No Receiving) Activity - FN

State agencies now have the ability to decide if they want their requesters to receive a
purchase order. If the agency wants their requesters to receive a purchase orders, they can
select Create Requisition. If the agency does not want their requesters to receive purchase
orders and ensure only authorized items are purchased, they can select Create Requisition (No
Receiving) on the Procurement Security tab.

The manager would log in to the appropriate PeopleSoft database to submit an addition or
change security request for an employee or contractor and navigate as follows:
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The manager would enter the information on the Security Request tab, Comments tab, and
Activity tab as normal for the employee or contractor. On the Procurement Security tab, the
manager will select Create Requisition (No Receiving) and enter the Requisition Defaults and
Chartfield Defaults. Requisition Defaults are required fields but Chartfield Defaults are optional
fields.
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For this example, the Default Origin is TRV. The Default Ship To is PO_001001. The Default
Buyer is CLDUGGER. The Chartfield Defaults did not need to be entered.

@ security Request - Windows Intemet Explorer — - N ——— -y [ =
m | £] https://saofntst state.ga.us/psp/fscmitst/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGE FieldFormula.IScript_AppHP?pt fname=0X AGNCY = &[] 42 [ x || Googte »
x Gox gle‘ + | *9 search ~ | £ Share | More 3 Signln &

7 Favorites  : i3 [S] Suggested Sites = @& Contact First Data @&| Web Slice Gallery

@ security Request ‘_ B - ~ [ d v Pagev Safetyv Tools~ (@~
FSCMTST

Home

Worklist

I gggzgri?ta:csuertl:yp a Requisition Defaults
[» Process Add Remove

ﬁ' ' Password Search 1 | Default Origin for this requester: [TRv &
— Security Request

— Manager Security Reques 2 0 Default Ship-To for this requester (Only 1 allowed): PO_001001
[» Customers .
i Products 3 0 Default Buyer for this requester (PeopleSoft user .D.): CLDUGGER €
[> Promotions
¥ 8l:§toTAer Contractf E Chartfield Defaults Customize | Fin First Kl 19 oro I
g F’ril:ienrg (?::I?gel:nraetri‘on ’7 Add Remove Parameter List Value
[» Customer Returns 1 8 Account Q
[ ltems
I> Cost Accounting 2 B Fund Q
[> Vendors
[> Procurement Contracts 30 Department Q
[> Purchasing ’7
e 4 B Fund Source Q
[> eProcurement 5 0 Program Q
[> Services Procurement
I> Sourcing 6 O Class Q
[> Engineering . .
[> Manufacturing Definitions s PC Business Unit Q
[> Production Control . ’7
[> Configuration Modeler gu RIDIEE! Q
[> Product Configurations 9 @ Activity (DOT only) Q
> Quality
[> Inventory Policy Planning
e woO_______
[> Grants
» Prooram Manaoement ~
« m b

< . 3

€ Internet | Protected Mode: Off v RINE v

Create Requisition (No Receiving) — FN Page 3 of 4




On the User Information, more information is needed.

The Default Ship To, the Default Location, and the Default Origin are required fields on this

page. For this example, the Default Ship To and Default Location are PO_001001. The Default
Origin is TRV.
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Please review the information and click the Save button.

When the security request is completed by the manager, the manager will change the Status
field from Draft to Manager Submitted. This will send an email to the Agency Security Officer
and inform them that they have a Security Request to review and approve before it is sent to
Pending Approval Status for DOAS to approve. After DOAS approves the Generic Requester ID
or any TGM activity, CSC is sent an email to create a ticket before SAO Security can process the
security request. When the security request is processed and completed, the Agency Security
Officer will receive an email that the request is complete.
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