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Overview

iProcurement is a process in Parnassus to create Requisitions for Purchase Orders for College
related purchases or to pay for goods or services in accordance with the Ithaca College Purchasing
Department policies and procedures.

Objective

The Department Coordinator or designated departmental employee who is responsible for creating
requisitions for purchase orders will be able to complete a requisition, receive the goods or services,
review requisitions and purchase orders, and review payment information through the iProcurement
process in Parnassus.

Resources

x Purchasing Department Website
http://www.ithaca.edu/purchasing/index.htm

A iProcurement FAQs

i http://www.ithaca.edu/purchasing/fag.htm

A Sole Source Justification Form
http://www.ithaca.edu/purchasing/solenew.pdf

x New Supplier Request Form
http://www.ithaca.edu/financial _services/forms/new _supplier form.htm

x Technology Renewal Program (Purchasing Computer Hardware/Printers)
https://www.ithaca.edu/computing/getit/technology renewal/

x iProcurement Vacation Rules
https://www.ithaca.edu/financial_services/docs/VacaRule.pdf
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Purchasing Dollar Limit

The following Purchasing Policy Dollar Limit rules apply when ordering goods or services.

x  $1-$2000 (For non travel-related & non-capital items)

T Use Ithaca College Purchasing/Procurement Credit Card

1 If supplier does not accept credit card, use EZ Pay up to $500

_or_

i Create Requisition for Purchase Order (PO) through iProcurement process in Parnassus

i For Small Equipment-Computer purchases including Laser Printers (subcode 8130) you MUST create Requisition

for PO in iProcurement (see Computer Hardware Purchases-Appendix 1)

x  $2001-$10,000 (For non travel-related)
1 Create Requisition for PO through iProcurement process in Parnassus

I MUST include 2-3 competitive quotes or sole source justification before purchasing or paying invoice
Sole Source Justification Form

x $10,000 and Over
i Formal Bid Required (contact Purchasing Department)

I Submit Requisition for PO through iProcurement process in Parnassus
Purchase Order Process

Before starting the requisition process, users should:

A Be sure you have access to the accounts and subcodes being used
A Check Available Funds
A Check supplier and correct address are in supplier list
V To add new supplier or update incorrect address go to Accounts Payable forms
http://www.ithaca.edu/financial_services/forms/new_supplier_form.htm

@ x Purchase Order Process (Figure 1)
1 Create and submit requisition through iProcurement process in
P.0.Process Parnassus.
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Figure 1: Purchase Order Process
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Accessing iProcurement & Setting Up Preferences

x Accessing iProcurement
A Log into Parnassus
A Choose iProcurement responsibility

PARNASSUS jProcurement

Stores | Categories | Shopping Lists MNon-Catalog Request
Search | All lthaca College Iterns o Go ) Advanced Search

Shopping Cart

My Requisitions ‘
Your cart is empty.

Full List )
Total Express
Requisition Description (USD) Status Copy Change Receive

Purchasing News

119075 Cherry Credenza and Bookcase 300.00 Approved | &)
for Conf. Rm

Figure 2: iProcurement Homepage

x Set up Preferences
A Choose Preferences tab on iProcurement homepage (Figure 2)
A Select iProcurement Preferences
A Update Delivery Section
Next to Requester enter your last name (Rosato)
Click Flashlight>Select>OK or Quick Select
Next to Deliver-To Location enter ZZ with your department name (ZZ Financial)
Click Flashlight
Quick Select correct department name
Apply Changes

<K<K <K<LKKL

Part 1: Creating a Requisition for Purchase Order in iProcurement
A. Non-catalog Request

x Be sure you are on iProcurement homepage and Shop tab (Figure 2)
A Before continuing, see Computer Hardware Purchases Appendix 1(page 12) for detailed
instructions relating to computer hardware, software, printer purchases under Technology
Renewal Program and special orders.

x Select Non-Catalog Request tab on iProcurement homepage.
x Complete Non-Catalog Request screen by filling in all fields (Figure 3)
A Item Type
i o Never change this field. Even though you have choices it MUST remain as Goods billed by quantity
A Item Description (enter each item separately. This description displays under account
information)
o Indicate per quote (for Purchasing to place order), or Invoice (to pay an invoice). Purchasing enters this
description on the Purchase Order (PO). This is the detail for each item.
i 0 As you are typing do NOT use Enter key, just keep typing (it will auto wrap text)
A Category
o Defines the item (whether purchasing or paying for services)
V  Click on flashlight
V Enter a category name in search by field (i.e. furniture)
V Click Go (for a complete listing do not enter anything in search by field and click go
V Select>OK or Quick Select closest description
Note: for a printable report listing all Categories, go to Argus>Financials>Financials
Reports>Department Purchasing Reports>iProcurement Categories
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Shopping Cart Home Logout Preferences Help
Shop

PARNASSUS jProcurement

Requisitions | Receiving

Stores | Categories | Shopping Lists | Non-Catalog Request

Non-Catalog Request
= |ndicates required field

Shopping Cart

Bt ) Your cart is empty.

(ClearAll ) Add to Favorites )

ltem Type igqggs billed by quantity v Supplier Name \ (
Do NOT change the item type. IC supports only Site | | & F Complete all
Goods by Oty. c N ! L fields before
 ltern Description | i ontact Name selecting "Add
{ Phone to Cart"
= Category | | @
* Quantity | |
* Unit of Measure | | 7
* Unit Price | \
= Currency |USD |

(ClearAll ) (AddtoCart ) (Addto Favorites )

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

Figure 3: Non-Catalog Request Screen

A Quantity
o Enter the number of items...1, 2, etc.

A Unit of Measure
o Forthe item (s) you are purchasing or paying for

V  Click on flashlight
V Enter a name in search by field (usually Each)
V  Click Go (for a complete listing do not enter anything in search by field and click go
V Select>OK or Quick Select unit of measure
A Unit Price

o Enter total dollar amount in field (do not need to enter dollar sign)

A Currency
o IsUSD

A Supplier Name

o Find the supplier name and correct address (you may want to check this first)
Enter a name or partial name of supplier
Click on flashlight (you must use Flashlight & select vendor name)
Click Go
Select>0K or Quick Select supplier name with Mail site if a choice
Supplier name and site will automatically be filled in

< <K<K

A Click Add to Cart

If you have more items to add (same order/supplier) just update the information on screen and
Add to Cart.

Reguisitions

Receiving

Shopping Cart

Choose View Cart & Checkout (Figure 4) R | Your can contains 2 lines.
to continue with the process. e f P
S-shelf Book... 1 each

| Wiew Cart and Checkout |

Figure 4: View Cart & Checkout
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B. Shopping Cart Screen

Shop | Begquistions | Becewing | Shepping Cant | Home | Logout

PARNASSUS iProcurement erocat tme Looed Distererces e Descsatcl
Shop Requisiions Receving
Shopping Cart
gave Checkout
Ouanti
Line Item Description Unit g Piice Amount (USD) Delete
1 5-shelf Bookcase for conference room per Quote #1234 dated 2507 each 1 22500USD 22500 '
] 35" Round table for conference room per Quote #1234 dated 2507 each 1 12500 UsD 12500 | |
Total 350.00
Betun to Shopping Gave Checkoul

Figure 5: Shopping Cart Screen

You will find the following options on the Shopping Cart screen (Figure 5):
A Quantity
o This is the only field you can change on this page
A Delete

o If you delete an item and need to add another item choose Shop> Non-catalog Request

A Save

o If you need to exit iProcurement you can choose to save your information in the Shopping Cart

A Click Checkout to continue with the process

C. Checkout: Requisition Information Screen

Shop Requisitions Receving
O
Requisition Information Approvers Review & Submit
Checkout: Requisition Information
» Indicates required field Cancel ) ave Submit Edit Lines Step 1 of 3 [Next
= Requisition Description | Conference Rm Bookcase & Round Table|
Enter meaningful infermation for easier future reference
Delivery Billing
= Delivery Date [04-Jul-2008 00:00:00 &) « Taxable |No v
A sical delivery of goods/senvices (not SlDate 04-Jun-2008 =
invoice 7 Do NOT use Ll
" Rosat g =
Requester |Rosato Y Submit button,
= Deliver-To Location |ZZ Financial Senvice 4 GO TO STEP 1
of 3 NEXT
o Edit Lines Step 1 of 3  Next

Figure 6: Checkout: Requisition Information Screen

Update information on the Checkout: Requisition Information screen, if needed (Figure 6).

Requisition Description
o Enter meaningful description as this will display on Requisition Page for the overall order

A Delivery Date
0 ONLY change date when delivery will be OVER 30 days
A Requester
o Information in this field is pre-filled
A Deliver To
o Information in this field is pre-filled from your Preferences set up
A Taxable
0 Leave as No (IC is tax exempt)
A GL date is automatically enteredwi t h t odayés dat e

x  Click NEXT Step 1 of 3 to continue with iProcurement process
A DO NOT use submit button as there are more pages to complete!

ParnassuEinancials
iProcurementUser Guide
June 2008

Pageb of 16



D. Requisition Information: Edit Lines Screen (Figure 7)

Requisition Information

& Error
1. Row 1 Charge Account - Charge account is invalid. (Program error: An error has occurred while looking up a flexdield segment combination. Please inform your support representative that The FND_FLEX_SERVER validation
function has encountered a null or negative combination ID () while trying to look up the segment values for this combination. This may indicate an invalid entry in the unique D column of the combinations table )
2. Row 2 Charge Account - Charge account is invalid. (Program error. An error has occurred while looking up a flexfield segment combination. Please inform your support representative that: The FND_FLEX_SERVER validation
function has encountered a null or negative combination ID () while trying to look up the segment values for this combination, This may indicate an invalid entry in the unique D column of the combinations table )

Requisition Information: Edit Lines

tes required field CheckFunds ) | Retun

Delive

Billing Accounts Attachments

Select Line}: (Update ) Copy ) _Delete

Select All | Select None

SelectLine Description Charge Account GL Date Split
3Bl 5-shelf Bookcase for conference room per Quote #1234 Enter arge Accoynt 04-Jun-2008 E E
o 2 36" Round Table for conference room per Quote #1234 Enter Charae A it 04-Jun-2008 i] &

@ TIP Click on a Spliticon to allocate costs to multiple accounts -

Delivery Eiling | Accounts Aftachments

Check Funds Retumn

Figure 7: Requisition Information: Edit Lines

A Error Message
o Disregard this error message (see Important Message on iProcurement homepage for explanation)
Update or Delete Items

0 Select the line to update Requisition Information or delete then choose Update or Delete button
0 Use back button to return to Edit Lines screen

A Click Enter Charge Account link for first item (Figure 7) then continue with next screen to
complete account information for all items (Figure 8)

E. Requisition Information: Split Cost Allocation Screen (Figure 8)

A Enter Account # in Accounting Flexfield (Figure 8)
0 To split cost and add another account line click Add another Row
A Touse same account # for all ltems in Cart, check Apply Cost Allocation to all lines
A Click Return
0 This adds the account # to the Requisition Info: Edit Lines page
x Continue to select line for next item and enter account # for any item (Figure 7)
A Click Check Funds
0 Check Funds Completed Successfully message will display (Figure 7)
A Click Return again
o This will take you back to the Checkout: Requisition Information page, Step 1 of 3 (Figure 6)
x  Click Next Step 1 of 3 to continue with process
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