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          3 R’s PEOPLESOFT REQUESTER FORM

                                                


      3R’s Form      V_2_2012


The PeopleSoft Procurement process is controlled by 4 roles:



REQUESTERS


RECEIVERS



REQUISITIONERS


APPROVERS

Your department needs to fully understand the way these roles work together, before you begin to enter Requisitions online in PeopleSoft.  If you do not carefully plan out the persons you will assign to each role, you could experience difficulty completing a Procurement transaction.

Each Requisition is assigned to one REQUESTER.  This is the person who wants the goods or services to be procured.  Your department has the option of setting everyone up as a Requester in PeopleSoft, or only setting up a limited number of people.

Each requisition is input by authorized persons called REQUISITIONERS.  Their UserID is recorded by the system whenever they perform an action on a Requisition.  You can have multiple Requisitioners.  We recommend that you have at least two people who enter and at least two people who approve, to cover vacations, illnesses, etc.

The only role an APPROVER has in the requisition process is to approve the requisition.  They cannot be listed as requesters, requisitioners or receivers.
REQUESTERS and REQUISITIONERS must be linked on PeopleSoft before you can begin entering any requisitions.  For each REQUISITIONER you designate, you have to list all REQUESTERS for which that person can enter/modify requisitions.   A REQUISITIONER can enter or modify documents where they are the REQUESTER and can also be designated as a RECEIVER, but cannot approve their own documents.  This is the vital link that permits you to begin entering Requisitions on PeopleSoft.  Please take a few minutes to map out the responsibilities for the Procurement process within your department.
Ask yourself these vital questions:

· Who will enter & modify Requisitions in PeopleSoft for our department?

· Who will approve Requisitions in PeopleSoft?

· Who will be set up as a Requester for our department?

· Who will enter Receipts in PeopleSoft for our department

       -     This is very important because PeopleSoft will prevent you from entering a receipt if you were the 
person who approved the requisition.
Once you have decided the role assignments, complete the forms attached and have your Department Head, Director or Dean sign off on the last past of the form and return to Procurement – Rm. 732 Administration Building.  The information will then be used to update security profiles in PeopleSoft to accomplish your role assignments.

PLEASE NOTE:  These worksheets cannot be used to establish a new PeopleSoft USERID.  If you have listed a staff member on the worksheets who does not already have a valid PeopleSoft USERID, you will need to submit the Access Request Form located on the Procurement website to obtain a USERID for them.
	(1)  Request Date: 

	(2) Dept #: 



	(3) Dept. Name: 



	(4) Name of person filling out Form:


	(5) Phone Ext. 



	(6) Email Address of person filling out Form:


	(7) Purpose of change (check all that apply):
____    Adding New Departmental Requesters  

____    Removing Departmental Requesters
____    Adding New Departmental Requisitioner
____    Removing Departmental Requisitioner

____    Adding Approver for Department

____    Removing Approver for Department
____    Adding New Departmental Receiver
____    Removing Departmental Receiver

____    Updating location / phone extension for Requestor

____    Other: _______________________________________
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Requester Information:  Name will appear in Requisition (please include all in sections B & C).
	Requester 

Full Name
	ALIAS

(alias@umbc.edu)
	Campus ID 
	Phone 

(if changed or new)
	Default ChartString Values       (Optional)
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	DEPT
	PGM-FIN
	PROJECT

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


** Feel free to cut-n-paste more rows for larger departments ** 

\


Requisition Entry   (Please copy this page if more than one userid will enter)
	

	
	
REQUESTERS FROM  PART           WHOSE 
REQUISITIONS  I CAN ENTER OR MODIFY:



	Name & ALIAS or Campus ID :

(of the person doing data entry)


	
	Entire list from Part A   or  individual  members:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Requisition Approval  (Please copy this page if more than one APPROVER)
	
	
	
REQUESTERS FROM PART          WHOSE 

REQUISITIONS I CAN APPROVE: 



	Name & ALIAS:

(of the approver)

	
	Entire list from Part A   or  individual  members:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



WHO WILL ENTER RECEIPTS FOR OUR DEPARTMENT?

Designate as many as you need.  Remember that you cannot enter a Receipt for a specific Purchase Order if you were the approver of the Requisition.  

	Full Name
	USERID

	
	

	
	

	
	

	
	

	
	


Signature of Dept Head, Director or Dean  ___________________________________________
SUBMIT COMPLETED AND SIGNED FORM TO FINANCIAL SERVICES, ADMN. BLDG., RM. 409 AND KEEP COPIES FOR YOUR RECORDS.[image: image1.png]
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WHO WILL ENTER AND MODIFY REQUISITIONS FOR OUR DEPARTMENT?





Will enter for
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WHO WILL APPROVE REQUISITIONS FOR OUR DEPARTMENT





Will approve for





A





D
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