é%#

STATE OF RHODE ISLAND
DEPARTMENT OF ADMINISTRATION
DIVISION - OF PURCHASES
RIFANS

INSTRUCTION MANUALS



TABLE OF CONTENTS

GENERAL INFORMATION. ...ttt e e et e e o bt e e e s e b bt e e e e kb e e e e s eab b e e e e s e abbe e e e s e nr e e e e s sanneeeeaas 3
DIFFERENCE BETWEEN BLANKET PURCHASE AGREEMENTS AND CONTRACT PURCHASE AGREEMENTS......... 4-10
ATTACHMENT INSTRUCTIONS ... ot e e et e et e ettt eh et et e e e e ra e sa e eaas 11-12
BLANKET RELEASE INSTRUCTIONS ... ..ot e e e e e e e e e et e e e e e e e e s s 13-40
CONTRACT RELEASE INSTRUGCTIONS ... ...ttt ittt e i e e et e e e et e ettt e e et e e e e sea e ee e 41-58
TRAVEL REQUISITION INSTRUGCTIONS . .. .ttt e et et et e et e e e et e e et et et e et e e e e eaere e e e eaanes 59-83
STANDARD PURCHASE ORDER INSTRUGCTIONS . .. .ttt e e e e e e e e et e e eee e 84-101
ZERO DOLLAR PURCHASE AGREEMENT INSTRUCTIONS ... ..ottt e et e e e e e e ee e 102-122
CHANGE ORDER INSTRUCTIONS: ELECTRONIC, PAPER FORM, AND REQUISITION .....coiiiiiiiiie e 123-148
RECEIVING INSTRUCTIONS ... ottt ittt e e et e e et e e et et e et e e et et e et st et e e et et et et e e eeeaenas 149-163
REQUISITION AND PURCHASE ORDER INQUIRY INSTRUCTIONS . .. ..ot e e e e 164-185
INVOICE INSTRUCT ION S . . ittt et et et e et et e e e et et e ettt et e e ettt e e e e eae te s en e e eteren et eeeneees 186-194

Printing Tip: To print a specific section of the manual print the slide
numbers desired. Slide numbers are the same as page numbers.

4/20/2016



GENERAL INFORMATION

PURCHASING WEBSITE: WWW.PURCHASING.RI.GOV

* MASTER PRICE AGREEMENTS (MPA’'S) ARE LOCATED ON THE PURCHASING WEBSITE
CLICK ON: MASTER PRICE AGREEMENTS

* PURCHASING BUSINESS PROCESSES ARE LOCATED IN THE AGENCY INFORMATION CENTER
TO LOG IN TO THE AGENCY INFORMATION CENTER THE USER NAME IS YOUR AGENCY NUMBER

AND THE PASSWORD IS YOUR NUMBER PLUS THREE ZEROS

EXAMPLE:
USER NAME: 68
PASSWORD: 68000

CLICK ON: AGENCY INFORMATION CENTER

CLICK ON: NAVIGATION
BUSINESS PROCESSES IS LOCATED UNDER COMMUNICATIONS

* PAPER PURCHASE ORDER CHANGE FORM
THIS IS IN THE AGENCY INFORMATION CENTER UNDER DOCUMENT AND FORMS

RIFANS PO CHANGE


http://www.purchasing.ri.gov/

STATE OF RHODE ISLAND
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Difference Between Blanket Purchase Agreements and Contract
Purchase Agreements

4/20/2016 4



Blanket Purchase Agreements:

This is an agreement that is set up with line items with pre-determine
prices on each line. This agreement is entered into the Store. To do a
release against a Blanket Purchase Agreement you would do a search in
the store and choose the line needed. The price is already set up in the
store and just the quantity needs to be entered and then add the line to
the cart. Your Blanket Purchase Order Release number will be the
Purchase order number with a dash and then the release number.
(Example: 3046419-123)



Contract Purchase Agreements:

This is an agreement that is set up without any lines on it. To do a
release against a Contract Purchase Agreement you will be creating a
“Non Catalog” request. You would enter the contract purchase order
number into the “Contract Number” field and then “tab”. The supplier
should automatically populate in the field. You will then fill out the line
Information and add to the cart. The Contract Purchase Order Number
will be a different number than the Contract PO number but the Contract
PO number will be referenced on the requisition.



The Blanket Purchase Agreements and Contract Agreements will have an
amount agreed. This is the amount of money that can be released
against the contract. This amount is not encumbered on the contract.
The money will be encumbered when you do the release. Always do
your receiving and make payments against the release that you create
and not the contract itself. The contract will also have term dates that
determine when the contract begins and ends.



Before creating a release against a Blanket Purchase Agreement or a
Contract Purchase Agreement you should always check to see if the
contract end date has not expired and that there is enough money left in
the amount agreed to cover the amount of your release.



If a release is created and the date has expired or there is not enough
money in the amount agreed the system will put your requisition into
“Incomplete” status.

If you need to request that the amount agreed be increased or the date
be extended you will need to fill out a Purchase Order Change Form and
submit it to Purchasing by faxing it to our fax number: 574-8387. This
can only be done if the contract allows for an extension or increase in the
amount agreed otherwise you will need to request that a new contract be
set up.



To make a request for a new contract to be set up you will need to submit
a zero dollar requisition. (See Instructions)

End
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WHEN ADDING ATTACHMENTS TO A REQUISITION YOU WILL NEED TO CONSIDER THE FOLLOWING:

1. DO YOU WANT THE SUPPLIER TO SEE THE ATTACHMENT (TEXT OR DOCUMENT)
*IF YES: SELECT “TO SUPPLIER” WHEN DOING THE ATTACHMENT
*IF NO: SELECT “INTERNAL TO REQUISITION” WHEN DOING THE ATTACHMENT

2. DOES THE ATTACHMENT NEED TO BE SENT TO SUPPLIER WITH THE PURCHASE ORDER
*IF YES: SELECT “TO SUPPLIER” WHEN DOING THE ATTACHMENT
*IF NO: SELECT “INTERNAL TO REQUISITION” WHEN DOING THE ATTACHMENT

3. IF THERE ARE MULTIPLE ATTACHMENTS AND SOME NEED TO BE INTERNAL AND OTHERS NEED TO VIEWED BY SUPPLIER:
*DO NOT SCAN ALL ATTACHMENTS TOGETHER AND DO ONE ATTACHMENT.
*SPLIT THEM UP SO THAT THE “INTERNAL TO REQUISITION" ATTACHMENTS ARE SCANNED TOGETHER AND
ATTACHED. (EXAMPLE: CRITICAL EXPENSE FORMS, SOLE SOURCE JUSTIFICATION FORMS)
*SCAN TOGETHER ATTACHMENTS THAT WILL BE “TO SUPPLIER” AND DO AS ONE ATTACHMENT (EXAMPLE:
SPECIFICATIONS, SOLE SOURCE QUOTE)

END
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o -

I *Usar Name |
| (exampie: michasl.ames.smith) !
1 *Password :
: Login : Cancel
Forgot vour password? State Employees must contact the service desk at 574-9709. Do not use this link. Suppliers must amail
doa.stateportalhelp@doa.ri.gov
Accessibility None -

Select a Language:
English

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

LOGIN
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B Favorites » Logout Preferences Help

Enterprise Search | All E | Go Search Results Display Preferance I Standard :

Logged In As
Oracle Applications Home Page

Main Menu I-—__________________________________________________l
I 1

Personalize : Full List

— I._EI- —— ———— -
0680-Requisitioner | 1 %) Previous I 1-25 : Next 35 e)!
m GD RI FinancErIngui ¥ !lme Type |Subject |Sentv |D”‘5=
RI General Ledger Reports Yo'bonnel, RI Requisition Purchase Requisition 1437377 has been approved 09-Mar-2016 g
| RI Purchasing Reports Thomas I

il PUTCNESING neports
0'Donnel, RI Requisition Purchase Requisition 1437376 has been approved 09-Mar-2016 |
Thomas i
I RI Requisition Purchase Requisition 1437379 faled correctness check 09-Mar-2016 |
I RI Requisition Purchase Requisition 1437378 failed correctness check 09-Mar-2016 ]
IOrgeI, Daniel RI Requisition Purchase Requisition 1437375 has been approved 09-Mar-2016 1
RI Requisition Purchase Requisition 1437374 failed correctness check 09-Mar-2016 1
|

| Schiappa, Marco  Requester Change Order Response to Requisition 1437373 (10,000.00 USD} Change Request for Raposa 09-Mar-2016 |
Approval Sandra 1
Reynolds, Kimberly RI Requisition Purchase Reguisition 1437373 has been approved Q-Mar-2016 |
YOS TR i e USEON o e o s o —— [ i i i —

HOME PAGE: THIS IS WHERE TO FIND NOTIFICATIONS
CLICK ON A SUBJECT LINE TO VIEW A NOTIFICATION

CLICK ON: REQUISITIONER
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m Mavigator g Favorite Shopping Cart Home Logout Preferenc

Shop | Requisitions | Receiving | Contractors
Stores Shopping Lists Mon-Catalog Request Contractor Request

_— -
Search !Mam Store : ||MP.-'-\ 8888| Go [JAdvanced Search
________ ——

Shopping Cart
Main Store WB Mason TEMPORARY SERVICES-ADIL Your cart is empty.
Main Store WB Mason Temporary Personnel Services
My Requisitions Purchasing News
Full List
Total This is where the customer puts their cwmn
Requisition Description (USD) Status  Copy Change Receive El”u’:l’n‘f"g neis s (this i an HTML
1437379  |TEST - DECEMBER SCEMNARIO 45 CHANGE PARENT BLAMKET END DATE DO RELEASE 800.00 Incomplete| [y
1437378  |APA-14422 FY19 RENTAL FOR PARKING SPACES AT RICC 800.00 Incomplete| [y
1437377  |TEST - DECEMBER 2015 SCEMARIO 42 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:939.21 FIXED ASSET OVER 8,000.00 Approved Bl B
$5000 =
1437376 | TEST - DECEMBER 2015 SCEMARIO 41 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:939.21 FIXED ASSET UNDER 4,000.00 Approved Bl B
£5000 =
1437375 | TEST DECEMBER 2015 SCEMARIO 39 EXCEED WORK ORDER LIMIT ON BLANKET 000,000.00 Approved | [ | [B3

Shop Requisitions Receiving Contrac Shopping Cat Home Logout Preferences

Copyright (c) 2008, Oracle. All rights reserved.

Privacy Statement

BLANKET RELEASES CAN ONLY BE CREATED FROM THE MAIN STORE

ENTER TEXT IN THE SEARCH BOX TO SEARCH FOR ITEM NEEDED IN THE STORE.
EXAMPLE LINE: MPA-8888

CLICK ON: GO
SCROLL DOWN TO VIEW ALL THE LINES ON THAT PAGE

IF THERE ARE MULTIPLE PAGES,
CLICK ON: NEXT TO SEE MORE LINES

4/20/2016 16



n MNavigator v  [Bp Favorites Shopping Cart Home Logout Preferenc

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | Mon-Catalog Reguest | Contractor Request

Search |Main Store E |MPA-8888 Go | Advanced Search
Shop: Stores = Shop Main Store =
Search Results from Main Store: MPA-8888 Bhopping cart H
o —
Select Ttem]_Add to Cart_l Add to Favorites | Add to Compare | | I Your cart contains 3 lines. I
1 Recently Added Lines
Select Al | Select None I mpasse8 FY181... 1  Bamel
i Internal i I MPA-B888FY17L.. 1  Barel
Shopping Supplier |Supplier Ttem Price|Un Hazard | _ o o o 1 I MPA-8888 FY16 1.. 1_ Barel 4
Iselact ription |Category Category |Supplier Site Ttem Number Source Price| (USD)Number [Class || unt IAdd L e e e e e e L I
I IMPA-8888 FY16/APA:DOA - 800.08F8 NARRAGANSETT 01 Agreement |1 USD 1 I FView cart and Checkout g
1 IEM#1 Boots, Leather ELECTRIC C/O 3441864 1 Barrel = -
I I NATIONAL GRID I i Compare Items
I [MPA-8888 FY17 APA:DOA -  |800.08F8 NARRAGANSETT 01 Agreement |1 USD 1 i No items selected.
i [IEM#2 Boots, Leather ELECTRIC C/O 3441864 1 Baell %8 | polated Links
i I NATIONAL GRID I 1 it
i [IPA-8888 FY18 APA:DOA -  800.08F8 NARRAGANSETT 01 Agreement |1 USD 1 i @ APA:DOA - Boots, Leat...
| JIEM#3 Boots, Leather ELECTRIC C/O 3441864 I 1 garrell jii-d
B NATIOMAL GRID |._____| More...
2 . . . -
TIP Can't ﬁnld it? Try the foll.oi..ﬂng options: . N eaalirs
Look for any of the words, similar words, or speling variations Click here to see al related shoopin
Click here to see all related shopping
Create a Non-Catalog Request lists

Shop Requisitions Receiving Conftractors Shopping Cart Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.

CHECK THE SELECT BOX AND ENTER THE AMOUNT FOR EACH LINE NEEDED

WHEN ALL ITEMS NEEDED ARE SELECTED,
CLICK ON: ADD TO CART

IF MULTIPLE PAGES,
CLICK ON: NEXT AND REPEAT PROCESS

*THE LINES WILL SHOW UP ON THE SHOPPING CART AS THEY ARE ADDED

WHEN ALL LINES HAVE BEEN ADDED TO THE CART,
CLICK ON: VIEW CART AND CHECKOUT

4/20/2016 17



M Mavigator v  Bp Favorites Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

Shopping Cart
F N
Save | Checkout !
: - : : - : ——
Line Item Description Special Info Unit I Quantity | Price Amount (USD) Delete 1
1 MPA-8888 FY16 ITEM#1 Barrel || 50 : 1UsD 50.00 1 'Eﬁ[ 1
2 MPA-B8BBE FY17 ITEM#2 Barrel :I 50 1 1UsSD s0.00 1 'Eﬁﬂ :
|

3 MPA-8BBE FY18 ITEM#3 Barrel 1 I 50 : 1UsD 50.00 1 'Eﬁﬂ 1
I - Total 150,00 = === o
Return to Shapping Save | Checkout |

Shop Reguisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement

REVIEW THE LINES SELECTED

Copyright [c) 2008, Oracle. All rights reserved.

MAKE SURE THE QUANTITY IS CORRECT FOR EACH LINE
TO DELETE A LINE: CLICK ON THE TRASH CAN UNDER DELETE

CLICK ON: CHECKOUT

4/20/2016 18



m Navigator v @B Favorites ¥ Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

# { O
Requisition Information Approvals Review And Submit
Checkout: Requisition Information
* i i - —
Indicates required field Cancel | | save | [ Submit | § Edit Lines § Step 1 of3 | Next
Elznkst R
| ZTpeoLReguistion? | OTHER Q
Standand
Prior PO#? I
Change Order? |N Q,
Mo
PO to be Changed I
Change wil make PO owver 5k? |N Q
Mo
Delivery Billing
* Need-By Date |15-Mar-2016 00:00:00 GL Date |10-Mar-2016
{example: 24-Feb-2016 19:45:00)
* Requester Q,
* Deliver-To Location |06800-025 Q,

Additional Line Information

¥ TIP Reminder: All Additional Line Information fields must be completed
when reguesting Contractor Services.

P ——
I= Bil To [oction 106800025 3 Q

REQUISITION DESCRIPTION PULLS THE TEXT FROM YOUR FIRST LINE SELECTED.
THE DESCRIPTION CAN BE CHANGED TO REFLECT THE TITLE OF YOUR REQUISITION.

SELECT:

DOCUMENT TO CREATE: BLANKET RELEASE

TYPE OF REQUISITION: CLICK ON THE FLASHLIGHT 4 FOR OPTIONS
ENTER: BILL TO LOCATION

CLICK ON: EDIT LINES

4/20/2016 19




m Navigator v @B Favori Shopping Cart Home Logout Preferenc

Shop | Requisitions | Receiving | Contractors
@
Requisition Information Approvals
Requisition Information: Edit Lines
* Indicates required field

Review And Submit

Apply

[rpep——
Delivery  Billing ] Accounts lattachments
- .

Select Lines: | Update | Copy | Delete

Select Al | Select None

Select Line Description Need-By Date Requester Deliver-To Location *Bill To Location Employee Name (Initial contract) Position Title
1 |MPA-8888 |15-Mar-2t|15| G, |06800-025 G, |06800-025 Q| |
=l FY16 DOK CENTRAL SERVICES
ITEM#1
2 MPA-8888 |15-Mar-2uls| G, |neB00-0235 @, |06800-025 Q| |
O FY17 DOK CENTRAL SERVICES
ITEM#2
3 MPA-8888 |15-Mar-2ﬂlﬁl @, |06800-025 G, |06800-025 a | |
o Fris DOA CENTRAL SERVICES
ITEM#3

Apply

Shop quisitions Receiving Contract Shopping Cart Home Logout Preferences
Priy Statement

CLICK ON: ACCOUNTS

acle. All rights reserved.
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m MNavigator * ] i Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

@
Requisition Information Approvals And Submit
@ Error
1

. Row 1 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 ID column of the combinations table.).

. Row 3 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 unigue ID column of the combinations table.).

3. 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 unigue ID colurmn of the combinations table.).

Requisition Information: Edit Lines
* Indicates required field

ra

Check Funds | Apply |

Delivery | Billing Accounts Attachments

Selact Lines:| Update || Copy || Delete

Select Al | Select None

Selact Line Description _Chirg_e ioogu lt— - GL Date Split
o1 MPA-BB88 FY16 ITEM#1 I Enter Charge Account] IlD—Mar—EDlS E3
LR N N N
0 |2 MPA-BB88 FY17 ITEM#2 Enter Charge Account IlD—Mar—EDlS Ecj
m |3 MPA-8888 FY18 ITEM#3 Enter Charge Account IlD—Mar—EDlS 2

¥ TIP Click on a Split icon to allocate costs to multiple accounts.

Check Funds | Apply |

Shop Reguisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Statement

CLICK ON: ENTER CHARGE ACCOUNT

Copyright 008, Oracle. All rights reserved.
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mn Mavigater v B Favo

Shop | Requisitions | Receiving | Contractors

@
Requisition Information
Requisition Information: Split Cost Allocation
* Indicates required field

Approvals Rev

ind Submit

Apply

Selected Line
Line Description Unit Quantity Price Amount (USD)
1 MPA-8888 FY16 [TEM#1 Barrel 50 1USD 50.00
Projects  Charge Accounts
Line TRI Accounting Flexfield | GL Date Percent Quantity Amount (USD) Cost Center Delete
| - _
1 |L__________ HE=Y [10-mar-2016 100 [ 50 | 50.00 Q, T
FY.FUND. AGENCY LINE SEQ.SOURCE. NATURAL. PROJIECT

Add Another Row Total

100 50 50.00

“TIP Total allocation must equal 100% of the selected line values.
i Apply this Cost Allocation information to all applicable requisition lines

Apply

Shop Requisitions Receiving Confractors Shopping Cat Home Logout Preferences

Privacy Statement

Copyright (c) 2008, Oracle. All rights reserved.

IF YOU KNOW THE FULL ACCOUNT STRING IT CAN JUST BE ENTERED IN THE RI ACCOUNTING FLEXFIELD BOX

TO SEARCH FOR THE ACCOUNT NUMBER, CLICK ON THE ICON =2 NEXT TO THE FLEXFIELD BOX.

4/20/2016 22



Search and Select: Rl Accounting Flexfield

: * FY |-:| Q
I~ Funp N
I =acency [ | &
I+ | 1NE SEQ

u

A N

1
1
1= NATURAL
1
1 * PROJECT

Mo search conduckted.

FILL IN THE EIELDS THAT ARE KNOWN

CLICK ON FLASHLIGHT ICON “4 TO SEARCH FOR INFORMATION

4/20/2016

Cancel || Select

Cancel || Select




Search and Select: Rl Accounting Flexfield

r
e &
:*FUNDG..l

I~ acency loss | A
aQ,
Q,

* LINE SEQ

b

* SOURCE

“NATURAL |
[

* PROJECT

Q

| Search |

Sealect Code Combination

Mo search conducted.

WHEN KNOWN FIELDS ARE FILLED IN

CLICK ON: SEARCH

4/20/2016
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Results

Create =) Previous I 1-10 : |N;:=a: l-IZI-LJ
ISeIecIl Code Combination
F) |16 10.068.1000101.01.611000.00000
F) :16.10.068.1["]DlDl.Dl.EHlDD.DDDDD
) 116.10.068.1000101.01.616200.00000
- :16.1D.D68.1DDDlDl.Dl.ElQDDD.DDDDD
) 116.10.068.1000101.01.620100.00000
) 116.10.068.1000101.01.620110.00000
| :lﬁ.lEl.IIIE-B.lDEIEIlEIl.Dl.E-ElllIII.EIEIEII:IEI
 116.10.068.1000101.01.624110.00000
:16.1D.D68.1DDD1D1.D1.62412D.DDDDD
- ==116.10.068.1000101.01.624130.00000

Create <) Previous I 1-10 : Mext 10 (=

Cancel || Select ’

CLICK ON: RADIO BUTTON NEXT TO CORRECT ACCOUNT STRING

IF THE ACCOUNT DOES NOT APPEAR ON THIS SCREEN,
CLICK ON: NEXT TO SEE MORE PAGES OF ACCOUNTS

CLICK ON: SELECT (EITHER THE TOP OR BOTTOM OF THE PAGE)

4/20/2016 25



mn MNavigatorv B Favo Shopping Cat Home Logout Preferenc

Shop | Requisitions | Receiving | Contractors

@
Reguisition Information Approvals And Submit
Requisition Information: Split Cost Allocation
. - -
Indicates required fisld Apply

Selected Line
Line Description Unit Quantity Price Amount (USD)
1 MPA-BB88 FY16 ITEM#1 Barrel 50 1UsSD 50.00

Projects Charge Accounts
Line RI Accounting Flexfield GL Date Percent Quantity Amount (USD) Cost Center Delete

il Ilﬁ.lD.DﬁS.lDDDlDl.Dl.ﬁllDDD.DD[ =o) IlD—Mar—2Dlﬁ 100 I 30 I 50.00 Q
F¥.FUND.AGEMCY.LINE SEQ SOURCE.MATURAL PROJECT

Add Another Row Total 100 50

50.00

“TIP Total allocation must equal 1009 of the selected line values.

Apply this Cost Allocation information to all applicable requisition lines 1

Shop Requisiions Receiving Contractors Shopping Cart Home Logout Preferences

acy Statement

IF THE ACCOUNT NUMBER WILL BE THE SAME ON ALL LINES

Copyrigh 08, Oracle. All rights reserved.

CHECK THE BOX NEXT TO: APPLY THE COST ALLOCATION INFORMATION TO ALL APPLICABLE REQUISTION LINES

CLICK ON: APPLY
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n Mavigator v g Favorites Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

@
Requisition Information

Approvals Review And Submit
Requisition Information: Edit Lines
" - -
Indicates required field Check Funds | Apply |
Delivery | Billing | Accounts = Attachments
Select Lines: | Update || copy | Delete
Select Al | Select None
N _ . [ & N _§ N R _§N N N _§N_ N N §} I 1
Select Line Description Charge Account I GL Date Split
0 n MPA-8B88 FY16 ITEM#1 : 16.1'].']68.1']']']1']1.Ell.EIIEIEIIII.IJIJEIEIIJ| IlD—Mar—EDlG ECj
B 2 MPA-8B88 FY17 ITEM#2 1 16.1'].']68.1']']']1']1.Ell.EIIEIEIIII.IJIJEIEIIJ: IlD—Mar—EDlG Eij
3 MPA-8B88 FY18 ITEM#3 | 16.10.068.1000101.01.611000.00000 10-Mar-2016  [& el
[ 5]
s e -

“TIP Click on a Split icon to allocate costs to multiple accounts.

Check Funds rAva

Shop Requisitions Receiving Confractors Shopping Cart Home Logout Preferences Help

Privacy Statement

Copyright (c) 2008, Oracle. All rights reserved.

SAME ACCOUNT NUMBER WILL APPEAR ON EACH LINE

IF YOU DID NOT SELECT TO USE THE SAME ACCOUNT NUMBER FOR EACH LINE, THEN THE NEXT LINES WILL NOT SHOW AN
ACCOUNT NUMBER.

CLICK ON THE ENTER CHARGE ACCOUNT LINE Enter Charge Account  TO ADD AN ACCOUNT NUMBER FOR EACH LINE.

IF COMPLETE:

CLICK ON: APPLY

IF ANY CHANGES NEED TO BE MADE TO THE LINES, FOLLOW THE NEXT INSTRUCTIONS

4/20/2016 27



m Navigator ™ B Favorites Shopping Cart Home Logout Preferences Help
Shop | Requisitions | Receiving | Contractors

@
Requisition Information

Approvals And Submit
Requisition Information: Edit Lines
F— -
Indicates required fizld Check Funds | Apply |
Delivery | Billing | Accounts = Attachments
Select Lines: I Update i Copy || Delete
Select All | Select None
ine ription arge un e pl
Belect]i Descriptio Charge Account 6L Dat Split
: 1 MPA-B8888 FY16 ITEM#1 16.10.068.1000101.01.611000.00000 IlD—Mar—EDlG Eij
1 O % MPA-8888 FY17 ITEM#2 16.10.068.1000101.01.611000.00000 IlD—Mar—EDlG Eij
: 0 .:3 MPA-8888 FY18 ITEM#3 16.10.068.1000101.01.611000.00000 IlD—Mar—EDlS Eﬂj
TIP Cick on a Split icon to allocate costs to multiple accounts.

Check Funds | Apply |

Shop Reguisiions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement

CLICK ON THE BOX UNDER SELECT NEXT TO THE LINE THAT NEEDS TO BE CHANGED

Copyright (c) 2008, Oracle. All rights reserved.

(ONLY CHECK ONE BOX AT A TIME. WHEN SELECTING ANOTHER LINE, UNCHECK THE FIRST LINE THEN CHECK THE NEXT
LINE)

CLICK ON: UPDATE

4/20/2016 28



m MNavigator* B Favorites ™ Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

@
Requisition Information Approvals And Submit
Requisition Information: Update Selected Line
* Indicates required field e
a I-Applv 1
Item Supplier
Description MPA-8888 FY16 ITEM#1 Supplier MARRAGANSETT ELECTRIC C/O NATIOMAL GRID
Sfte 01
Gragoy 8000878 _ _ __ s
|-== Quantity 60 I Phone
e - Fax
Unit of Measure Barrel Emd
Unit Price 1 Supplier Ttem
Amount 60.00 Manufacturer
Currency USD Manufacturer Part Number
Special Information
Delivery Billing
* Meed-By Date |15-Mar-2016 00:00:00 Charge Account 16.10.068.1000101.01.611000.00000
(example: 24-Feb-2016 15:45:00) GL Date 10-Mar-2016
* Requester Q,
* Deliver-To Location |06800-025 Q,

Enter one-time address

MAKE ANY NECESSARY CHANGES TO THIS LINE.
(AS AN EXAMPLE, THE QUANTITY ON THIS LINE IS BEING CHANGED TO 60)
WHEN THE CHANGE TO THIS LINE IS COMPLETED

CLICK ON: APPLY
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m Navigator v B Favo Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

@
Requisition Information Approvals
Requisition Information: Edit Lines

F— -
Indicates required fizld Apply
eapp——
Delivery | Billing = Accounts :-Atta.chments 1

W And Submit

Select Lines: | Update | Copy | Delete |

Select All | Select None

Select Line Description Need-By Date Requester Deliver-To Location *Bill To Location Employee Name (Initial contract) Position Title
1 |MpA-8888 |15-Mar-2ﬂlﬁl 3, |osB00-025 @, |06800-025 Q| |
] FY16 DOA CENTRAL SERVICES
ITEM#1
2 MPA-8888 |15-Mar-201s| Q, |06800-025 Q, |06800-025 Q| |
] FY17 DOA CENTRAL SERVICES
ITEM#2
3 MPA-8888 |15-Mar-2016| 3, |oe800-025 @, |06800-025 Q| |
] Fyig DOA CENTRAL SERVICES
ITEM#3

Apply

_»hup Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Statement

TO CHANGE ANY OTHER LINES REPEAT THE SAME PROCESS

Copyright () 2008, Oracle. All rights reserved.

TO ADD AN ATTACHMENT,
CLICK ON: ATTACHMENT TAB
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n Mavigator™ B Favorites ™ Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
@
Requisition Information Approvals Review And Submit
Requisition Information: Edit Lines

* Indicates required field
Apply

Delivery | Billing = Accounts = Attachments

Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog

Mo results found.

Requisition Line Attachments

Line Item Description Unit Quantity Price Amount (USD) Attachments
1 MPA-BBBE FY16 ITEM#1 Barrel 60 1 UsSD 60.00 &5
2 MPA-BBEE FY17 ITEM#2 Barrel 50 1 UsD 50.00 45
3 MPA-BBBB FY18 ITEM#3 Barrel 50 1 UsD 50.00 345

“TIP Click on an Attachment icon to add or update attachments for a particular line.

Apply

Shop Requisitions Receiving Confractors Shopping Cart Home Logout Preferences Help

Privacy Statement Copyright () 2008, Oradle. All rights reserved.

TO ADD A HEADER ATTACHMENT

*NOTE: FILE ATTACHMENTS THAT WILL BE “TO SUPPLIER” AND “INTERNAL TO REQUISTION"” FOR SAME REQUISITION
SHOULD NOT BE SCANNED AND ATTACHED TOGETHER AS ONE ATTACHMENT. SCAN AS TWO SEPARATE GROUPS AND
ATTACH AS TWO SEPARATE ATTACHMENTS.

CLICK ON: ADD ATTACHMENT

(A HEADER ATTACHMENT WILL PRINT OUT BEFORE THE LINES ON A REQUISITION IF YOU SELECT “TO SUPPLIER”)
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[Shap | Reausitions | Receving | contractors |

Adid Attachment

[ __ BN ] 1
Canoed Balel Aot A
ancey ; el Another | I-E.rlll
Auld |r:-.--.:-u<:;= Ficf Toxt)/ IR f-—_
Artachment Summany Information
— e ——— 1
ITE ln |TEXT HEADER ATTACHMENT
Desanprion

Dhelirms Al tachiment
[ S S S S S S S S R i
I Typa e Deowyze Mo lile selected, I
| LIRL | 1
I & Taxt |THIS 15 & TEAT HEADER ATTACHMENT TO SUPFLIER 1
1 WHICH WIELL PRINT OUT OH THE REQUTSITION BEFORE THE 1
| LINES | I
————————————————————————

ENTER: TITLE

CATEGORY: SELECT FROM DROPDOWN
SELECT “INTERNAL TO REQUISITION” IF ATTACHMENT SHOULD NOT BE SEEN BY THE SUPPLIER
SELECT “TO SUPPLIER” IF ATTACHMENT SHOULD BE SEEN BY SUPPLIER

TEXT ATTACHMENT:

THIS EXAMPLE IS A TEXT ATTACHMENT TO BE VIEWED BY THE SUPPLIER SO “TO SUPPLIER” SHOULD BE SELECTED.
SELECT TYPE: TEXT

ENTER TEXT IN THE “TEXT” BOX

FILE ATTACHMENT:

SELECT TYPE: FILE

CLICK ON: BROWSE TO SEARCH FOR DOCUMENT TO ATTACH
CLICK ON: DOCUMENT TO ATTACH

CLICK ON: OPEN (DOCUMENT WILL POPULATE)

CLICK ON: APPLY
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m Navigator v @ Favorites v Shopping Cat Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

@
Requisition Information Approvals

v And Submit

£l Confirmation
Attachment TEXT HEADER ATTACHMENT has been added successfully but not committed; it would be committed when you commit the rest of the current transaction.

Requisition Information: Edit Lines
* Indicates required field

Apply

Delivery | Billing = Accounts = Attachments
Requisition Attachments

Add Attachment...

Mt [Type [Description Category |Last updated By |Last Updated [usage | update Delete Publish to Catalog
:FEXT HEADER ATTACHMENT Short Text To Supplier 10-Mar-2016 One-Time 7 Eﬁﬂ Q
Requisition Line Attachments

Line Ttem Description Unit Quantity Price Amount (USD) Attachments
1 MPA-B888 FY16 ITEM#1 Barrel 60 1 UsD 60.00 ra;,g'
2 MPA-BB88 FY17 ITEM#2 Barrel 50 1 UsD 50.00 : “ﬂ’@:
3 MPA-B888 FY18 ITEM#3 Barrel 50 1 UsSD 50.00 | -:‘,}l

| SN
“TIP Click on an Attachment icon to add or update attachments for a particular line.

Apply

Shop Requisitions Receiving Confractors Shopping Cart Home Logout Preferences Help

Statement

VIEW THE HEADER ATTACHMENT THAT WAS ADDED

Copyright (c) 2008, Oracle. All rights reserved.

TO ADD A LINE ATTACHMENT (IF “TO SUPPLIER” IS SELECTED FOR A TEXT ATTACHMENT IT WILL PRINT UNDER THE LINE
SELECTED)

CLICK ON THE PLUS = ICON TO THE RIGHT THE LINE YOU WANT TO ADD THE ATTACHMENT TO
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M MNavigator v e Favo Shoppin i Home Logout Preferen

Shop | Requisitions | Receiving | Contractors

Add Attachment

Cancel Add Another | Apply |
Add | Desktop File/ Text/ URL [~

Attachment Summary Information

lT'rtIe ITEXT LINE ATTACHMENT 1
| -
Description

o .-

| Category | To Supplier El

Define Attachment

Type © File Browse... | No file selected.

--._.—.—.—.—.—.—.—.—.—.—.—.—.—.—.—.—.—.—.I
THIS IS A TEXT LINE ATTACHMENT WHICH WAS ADDED

TO THE LAST LINE. IT WILL PRINT OUT ON THE
REQUISITION UNDER THE LAST LINE.

Cancel Add Another | JJEDEI

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help
Privacy Statement

Copyright (c) 2008, Oracle. All rights reserved.

FOLLOW THE SAME INSTRUCTIONS AS THE HEADER ATTACHMENT.

WHEN COMPLETED

CLICK ON: APPLY
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m Navigator v B Favorites Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

@
Requisition Information Approvals Review And Submit

D Confirmation
Attachment TEXT LINE ATTACHMENT has been added successfully but not committed; it would be committed when you commit the rest of the current transaction.

Requisition Information: Edit Lines

* Indicates required field Apply

Delivery | Billing Accounts = Attachments
Requisition Attachments

Add Attachment...

Title Type [Description [category [Last updated By [Last updated [usage | update Delete Publish to Catalog
TEXT HEADER ATTACHMENT Short Text To Supplier 10-Mar-2016 One-Time y i) =Y

Requisition Line Attachments

Line Item Description Unit Quantity Price Amount (USD) ] Attachments |
1 MPA-B888 FY16 ITEM#1 Barrel 60 1 USD 60.00 | “j‘ 45 :
2 MPA-B8888 FY17 ITEM#2 Barrel 50 1 UsD 50.00 : 45 1
3 MPA-BBBE FY18 ITEM#3 Barrel 50 1 UsD 50,00 | 45 :

'- L N N N ]

¥ TIP Click on an Attachment icon to add or update attachments for a particular line.

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help
Privacy Statement Copyright () 20086, Oracle. All rights reserved.

YOU WILL SEE AN ICON Ui 4 NEXT TO THE ATTACHMENT PLUS SIGN THAT SHOWS YOU THERE IS AN ATTACHMENT ON
THIS LINE

CLICK ON: APPLY
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Shop | Requisitions

n Mavigator v

Shopping Cart Home Logout Preferenc

Receiving | Contractors

Requisition Information
Checkout: Requisition Information

Approvals

O
Review And Submit

* Indicates required field
* Requisition Description
* Document to Create
* Type of Requistion?

Prior PO#?
Change Order?

PO to be Changed

Change wil make PO over S5k?

* Need-By Date |15-Mar-2016 00:00:00
{example: 24-Feb-2016 19:45:00)
* Regquester aQ,

* Deliver-To Location |06800-025 Q,

Additional Line Information

“TIP Reminder: All Additional Line Information fields must be completed
when requesting Contractor Services.

* Bill To Location

REVIEW YOUR INFORMATION

CLICK ON: SUBMIT

4/20/2016

MPA-B8888 FY16 FY17 FY18 ITEMS
Blanket Release Q,

Blanket Relezse
*OTHER Q

Standard

Q

06800-025 Q

GL Date

I-I Submit I Edit Lines Step 1 of 3 | Next

10-Mar-2016
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n Navigator ¥ B Favorites ¥ Shopping Cart Home Logout Preferences

Shopygl Requisitions | Receiving | Contractors

D Confirmation

I_rRequisition 143?33{!has been submitted to for approval.

To check on this requistion's status, click on the Requisitions tab or look in My Requisitions on the Shop page.

Continue Shopping

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences

Privacy Statement

Copyright () 2008, Oracle. All rights reserved.

YOU WILL RECEIVE A CONFIRMATION PAGE WITH THE REQUISITION NUMBER. YOU WILL ALSO SEE WHO THE REQUISITION
WILL GO TO FOR APPROVAL.

*+% IMPORTANT***

ALWAYS GO BACK TO YOUR SHOP TAB TO MAKE SURE THE STATUS OF YOUR REQUISITION IS “IN PROCESS".
A CONFIRMATION SCREEN DOES NOT NECESSARILY MEAN THAT THE REQUISITION HAS MOVED FORWARD.

IF YOU CHECK THE STATUS ON YOUR SHOP TAB AND IT IS “INCOMPLETE” ,GO TO YOUR HOME PAGE NOTIFICATIONS AND
YOU WILL SEE A NOTIFICATION FOR THIS REQUISITION NUMBER. OPEN THE NOTIFICATION TO FIND OUT WHY THE
REQUISITION IS IN “INCOMPLETE” STATUS.

CLICK ON: SHOP
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m Navigator v  Be Favo Shopping Cat Home Logout Preferent

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | Mon-Catalog Request | Contractor Request

Search | Main Store E | Go | Advanced Search
Stores Shopping Cart
Main Store WB Mason TEMPORARY SERVICES-ADIL Your cart is empty.
Main Store VB Mason Temporary Personnel Services
My Reguisitions Purchasing News
Full List
Total This is whers the customer puts their cwn
Requisition Description (usplStatus  Icopy Change Receive :::ﬁf‘“g PG EILL
1437381 MPA-B888 FY16 ITEM#1 160.0dlIn Process | r“D E:]
1437379 TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLANKET END DATE DO RELEASE SDD.DI{IHCUmQIEtel r“D
1437378 APA-14433 FY19 RENTAL FOR PARKING SPACES AT RICC BDD.D[IInc-jmgletel r“D
1437377 TEST - DECEMBER 2015 SCEMARIO 42 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:939.21 FIXED ASSET OVER S,DDD.DEIAQQFD‘JEEI 1 er =
$5000 I i =
1437376 TEST - DECEMBER 2015 SCEMARIO 41 STANDARD CRIT CAPITOL PROJECT ACCOUMT CAT:939.21 FIXED ASSET UNMDER 4,DDD.DEI.-‘agg|'-3'.-'ed 1 r«B 7
£5000 (23

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Prefers

Privacy Statement

ONCE REQUISITION IS IN PROCESS MONITOR YOUR SHOP SCREEN TO SEE WHEN IT IS APPROVED.

Copyright (c) 2008, Oracle. All rights reserved.
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M Navigator v B Favo Shopping Cart Home Logout Preferenc

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | MNon-Catalog Request | Contractor Request

Search | Main Store |Z| | Go | Advanced Search
Stores Shopping Cart
Main Store WB Mason TEMPORARY SERVICES-ADIL Your cart is empty.
Main Store VB Mason Temparary Personnel Services
My Reguisitions —— Purchasing News
. Full List !

This is where the customer puts their cwn

Requisition Description (Ilost;{-sm-tu? [l Copy Change Receive r‘:;‘ur:l:f'“g nevis tems (this s 2n HTML
1437381 |MPA-8888 FY16 ITEM#1 160.0qapproved | [y | 35

1437370 | TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLANKET END DATE DO RELEASE 800.00 Incomplete [y

1437378 |APA-14422 FY10 RENTAL FOR PARKING SPACES AT RICC 800.00 Incomplete| [y

1437377 IEESJD DECEMBER 2015 SCENARIO 42 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:939.21 FIXED ASSET OVER 8,000.00 Aoproved | [ |

1437376 F;TD DECEMBER 2015 SCENARIO 41 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:939.21 FIXED ASSET UNDER 4,000.00 fproved | = | 5

Shop Requisitions Receiving Contracto Shopping Cart Home Logout Preference

Copyright racle. All rights reserved.

y Statement

WHEN REQUISITION IS IN *APPROVED” STATUS

CLICK ON: FULL LIST TO SEE YOUR PURCHASE ORDER NUMBER
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m Navigator v i Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Requisitions | Motifications | Approvals
Requisitions

Search

Views

View IAII My Requisitions : Go

@ Indicates reguisition with a pending change reguest.

Select Object: Copy To Cart | Cancel Requisition Complete <} Previous I 1-25 : Mext 25 (&
Qty Qty Open e o e o
Select |Requisition Description Total Quantity Delivered Cancelled Quantity|Creation Date + !Status Order
@ |1437381 |MPA-BB88 FY16 ITEM#1 160.00 USD 160 0 0 160 10-Mar-2016 10:42:3¢ Approved 3441864-2
1437379  |TEST - DECEMBER SCEMARIO 45 CHAMGE PARENT BLAMKET END DATE DO RELEASE 800.00 USD 600 0 0 600 09-Mar-2016 14:24:37 TNconoete
APA-14422 FY109 RENTAL FOR PARKING SPACES AT RICC 800.00 USD 600 0 0 600 09-Mar-2016 14:15:35 Incormplete
TEST - DECEMBER 2015 SCENARIO 42 STANDARD CRIT CAPITOL PROJECT ACCOUNT 8,000.00 USD 1 0 0 1/09-Mar-2016 12:01:20 Approved
CAT:939.21 FIXED ASSET OVER $5000
1437376 | TEST - DECEMBER 2015 SCEMARIO 41 STANDARD CRIT CAPITOL PROJECT ACCOUNT 4,000.00 USD 1 0 0 1|09-Mar-2016 11:54:54Approved 3441801
CAT:039.21 FIXED ASSET UNDER $5000
1437375 | TEST DECEMBER 2015 SCENARIQ 39 EXCEED WORK ORDER LIMIT ON BLANKET 900,000.00 USD 200000 0 0 900000|09-Mar-2016 10:57:13 Approved 3441864-1

YOU WILL SEE A PURCHASE ORDER RELEASE NUMBER NEXT TO THE APPROVED STATUS

THIS IS THE PURCHASE ORDER NUMBER YOU WILL USE TO MAKE YOUR PAYMENT

END

4/20/2016 40



STATE OF RHODE ISLAND
DEPARTMENT OF ADMINISTRATION
DIVISION OF PURCHASES
RIFANS

CONTRACT RELEASE INSTRUCTIONS
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o -

I *Usar Name |
| (exampie: michasl.ames.smith) !
1 *Password :
: Login : Cancel
Forgot vour password? State Employees must contact the service desk at 574-9709. Do not use this link. Suppliers must amail
doa.stateportalhelp@doa.ri.gov
Accessibility None -

Select a Language:
English

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

LOGIN
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B Favorites ¥ Logout Preferences Help

Enterprise Search | All E | Go Search Results Display Preferance I Standard :

Logged In As
Oracle Applications Home Page

Main Menu Worklist

Personalize Full List
— i —————
5

0680-Requisitioner || =) Previous I 1-25 : Next 25 &
B TRt Phanca! fhadiy [From Type [Subject [sent~  [Due]
CJR1 General Ledaer Reports 0'Donnel, RI Requisition Purchase Requisition 1437377 has been approved 09-Mar-2016
| RI Purchasing Reports Thomas
0'Donnel, RI Requisition Purchase Requisition 1437376 has been approved 09-Mar-2016
Thomas
RI Requisition Purchase Requisition 1437379 faled correctness check 09-Mar-2016
RI Requisition Purchase Requisition 1437378 failed correctness check 09-Mar-2016
Orgel, Daniel RI Requisition Purchase Requisition 1437375 has been approved 09-Mar-2016
RI Requisition Purchase Requisition 1437374 failed correctness check 09-Mar-2016
Schiappa, Marco  Reguester Change Order Response to Requisition 1437373 (10,000.00 USD} Change Request for Raposa 09-Mar-2016
Approval Sandra
Reynolds, Kimberly RI Requisition Purchase Requisition 1437373 has been approved 09-Mar-2016
HOME PAGE

CLICK ON: REQUISITIONER

4/20/2016 43



m Navigator v  Be Favo Shopping Cat Home Logout Preferent

Shop | Requisitions | Receiving | Contractors
LR} LR R N ]
Mon-Catalog Request_l Contractor Request

Stores | Shopping Lists

Search | Main Store E | Go | Advanced Search
Stores Shopping Cart
Main Store VB Mason TEMPORARY SERVICES-ADIL Your cart is empty.
Main Store VB Mason Temporary Personnel Services
My Reguisitions Purchasing News

Full List

This is where the customer puts their cwn

Requisition Description {{lost[?}ll Status  Copy Change Receive ::J:I:T'“g rews ftems (this & an HTML
1437381  |MPA 8888 FY16 ITEM#1 160.00 Approved | [y | [

1437379  |TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLANKET END DATE DO RELEASE 800.00 Incomplete| [y

1437378  |APA-14420 FY10 RENTAL FOR PARKING SPACES AT RICC 800.00 Incomplete| [y

1437377 ISEEJD DECEMBER 2015 SCENARIO 42 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:039.21 FIXED ASSET OVER 8,000.00 Approved | = | g

1437376 F:Sng DECEMBER 2015 SCENARIO 41 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:939.21 FIXED ASSET UNDER 4,000.00 Approved | [y | g

Shop Requisitions Receiving Contra Shopping Cart Home Logout Preferences
Copyright (c) 2008, Oracle. All rights reserved.

Priy Statement

SHOP PAGE

CLICK ON: NON-CATALOG REQUEST
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n Mavigator v B Favorites ™ Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | MNon-Catalog Request | Contractor Regquest
Hon-Catalog Request

Shopping Cart
* i il N
Indicates required field Clear All | | Add to cart | | Add to Favorites | | Your cart is empty.
. L ——— -
= o e Tipe Goode 0 BY QURITEY o o R Contract Number |3441893 14
I-* Itern Description | g #1 i -------Eﬂ%--r---
I : I Supplier Narme NARRAGANSETT ELECTRIC C/0O NATIONAL GRID |
I " I Ste 98 I
e e e e e e e e e e e e e e e ) | Contact Name 1
F-------------1
|* Category Q | Phone |
" Quantty R i
* Unit of Measure |Each Q,
* Unit Price

Currency USD
[CIrFQ Required
DNegotiated

Clear All Add to Cart Add to Favorites

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Cracle. All rights reserved.

ENTER CONTRACT PURCHASE ORDER NUMBER IN THE CONTRACT NUMBER BOX AND PRESS THE TAB KEY

THE SUPPLIER INFORMATION WILL AUTOMATICALLY POPULATE

ENTER YOUR LINE ITEM DESCRIPTION IN THE ITEM DESCRIPTION BOX

CLICK ON THE FLASHLIGHT ICON “Y NEXT TO CATEGORY
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Search and Select: Category

Search

To find your item, select a fitter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Cancel Select

Results
3 F'-'e.--:usll—ltl : MNext 10 (2

r5e | Quick Select [Description [code « [commodity
1 ® : * SHOES AND BOOTS 800.00
: ® 1 3 Boots and Shoes, Athletic and Sportsman Type 800.05
Il & : 3 APA:DOA - Boots and Shoes, Athletic and Sportsman Type 800.05F8
: = | 3 APA:DCYF - Boots and Shoes, Athletic and Sportsman Type 800.05G9

’ ]
1 = % Boots, Leather 800.08

|_| I 1 r
: 1 * APA:SP - Boots, Leather 800.08A5

S ]
| ® 1 3+ APA:DOA - Boots, Leather 800.08F8
1 - ]

= | 3+ APA:DPS - Boots, Leather 800.08H1
1 ©y
: ® 1 B Boots (Other Than Leather or Rubber) 800.14
1 & : <9 Boots, Rubber 800.16
R E

) Previous | 1-10 Next 10 (=

ENTER THE CATEGORY CODE ON THE SEARCH BY BOX

Cancel | rsgea-ﬁ

(IF YOU ONLY KNOW THE FIRST THREE DIGITS ENTER AND TAB. ALL THE CODES BEGINNING WITH THAT THREE DIGIT
NUMBER WILL COME UP FOR YOU TO SELECT. IF YOU DON'T KNOW THE CODE NUMBER CLICK ON THE DROPDOWN ARROW
NEXT TO CODE AND CHANGE TO DESCRIPTION. TYPE IN THE DESCRIPTION AND GO TO SELECT FROM LIST.)

CLICK ON RADIO BUTTON NEXT TO A CATEGORY FROM THE LIST TO SELECT A CODE AND CLICK ON SELECT BUTTON

*kkkk I M PORTANT*****

NEVER SELECT A CODE ENDING IN 00 AND NEVER SELECT A CODE WITH A LETTER AND NUMBER AFTER IT. YOUR

REQUISITION WILL GO INTO “INCOMPLETE” STATUS WITH A NOTIFICATION MESSAGE.

4/20/2016

46



m Navigator v @@ Favor Shopping Cart Home Logout Preferenc

Shop | Requisitions | Receiving | Contractors

Stores | Shopping Lists | MNon-Catalog Request | Contractor Request
Non-Catalog Request

Shopping Cart

P ; :
Indicates required field Clear All | | Add to cart | [ Add to Favorites | | Your cart is empty.

*Irem Type  Goods biled by quantity v Contract Number |3441833 Q,

* Item Description | g 21 [ Mew Supplier

Supplier Mame NARRAGANSETT ELECTRIC C/O NATIONAL GRID

Site 01
Contact Mame
* Category |800.16 Q Phane
I ¥ Quantity 300 ] Supplier Ttem
L 3 2 2 2 & & & & £ 8 8 £
I Unit of Measure |Each 15,
[ Unit Price 250 |

-ara'ua-us-[}-------
DRFQ Required
[ negotiated

Clear All Add to Cart | | Add to Favorites

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences

y Statement Copyright (c) 2008, Oracle. All rights reserved.

ENTER: QUANTITY

ENTER: UNIT OF MEASURE

ENTER: UNIT PRICE

CLICK ON: ADD TO CART
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Shopping Cart Home Logout Prefere

Shop | Reguisitions | Receiving | Contractors
Stores | Shopping Lists | MNon-Catalog Request | Contractor Request
Non-Catalog Request

Shopping Cart
Clear All Add to Cart | | Add to Favorites Your cart contains 1 line.

- Recently Added Lines
- :IEm_T\Ee_ Goods biled by guanfiyy v_é-'L Contract Number |3441893 Q, LINE #1 300 Each

* Indicates requirad fizld

el -
I* Item Description | yg 22 1 [ New Supplier
1 | Supplier Name NARRAGANSETT ELECTRIC C/0 NATIONAL GRID View Cart and Checkout
i | Site 01
I | Contact Name
| * Category |800.16 = : Phone
: * Quantity 400 1 Supplier Item
| * Unit of Measure |Each Q, |
L * Unit Price 100 :
e D ————
[ RFQ Required
[ negotiated

-
Clear All Add to Cart Add to Favorites

Shop Requisitions Receiving Confractors Shopping Cart Home Logout Preferences

Privacy Statement Copyri 008, Cracle. All rights reserved.

CHANGE INFORMATION NEEDED FOR NEXT LINE
*DESCRIPTION

*QUANTITY
*UNIT PRICE

CLICK ON: ADD TO CART
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m Navigator v @ Favorites Shopping Cart Home Logout Preferenc

Shop | Requisitions | Receiving | Contractors

Stores | Shopping Lists | Non-Catalog Request | Contractor Request

Non-Catalog Request Bhopping Cart
* Indicates required field Clear All | [ Add to cart | [ Add to Favorites | |l Your cart contains 2 ines. 1
. _ _ . | Recently Added Lines :
em Type Goods biled by quantity v o Contract Number 3441893 Q I LmEe 22 400  Each
* Item Description | yE 22 [CInew supplier LLﬂEjl_____jE_EiCh_}
Supplier Name NARRAGANSETT ELECTRIC C/0 NATIONAL GRID e ———
Site D01 J._ View Cart and CheckoutJ
Contact Name
= Category |800.16 Q, Phane
* Quantity 400 Supplier Item
* Unit of Measure |Each Q
*Unit Price 100
Currency USD
0 RFQ Required
[ Megotiated
Clear All Add to Cart Add to Favorites

Privacy Statement

Shop Requi

Contractors

Shopping Cart Home Logout Prefere

Copyrigh 08, Oracle. All rights reserved.

THE LINES WILL SHOW UP IN THE SHOPPING CART

CLICK ON: VIEW CART AND CHECKOUT

4/20/2016
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m Mavigator v B Favo

Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

Shopping Cart
| Save | | Checkout |
Line Item Description Special Info Unit Quantity Price Amount (USD) Delete
1 LINE #1 Each 300 m usD 75,000.00 Eﬂ
2 LINE #2 Each 400 m usD 40,000.00 Eﬁj
Total 115,000.00

Return to Shopping

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences

staterment

Copyright (

i, Oracle. All rights reserved.

REVIEW THE LINES

CLICK ON: CHECKOUT

4/20/2016 50



™ Navigator v B Favorites ¥ Shopping Cart Home Logout Preferenc

Shop | Requisitions | Receiving | Contractors

( { O
Requisition Information Approvals Review And Submit
Checkout: Requisition Information

* Indicates reguired field

—_————
cancel | | save submit | | Edit Lines | Step 1 of 3 | Mext

* Requisition Description  |LIME #1

* Document to Create |Contract Release
o o e - —

LN
I * Type of Requistion? |*OTHER

Prior PO#? I
Change Order? [N Q,
Mo

PO to be Changed I

Change will make PO over 5k? |N Q,

Mo
Delivery Billing
* \eed-By Date |16-Mar-2016 00:00:00 GL Date |11-Mar-2016
(ecample: 25-Fab-2016 19:45:00)
* Requester Q
* Deliver-To Location  [06800-025 Q,

Additional Line Information

¥ TIP Reminder: All Additional Line Information fields must be completed
when reguesting Contractor Services.

Bil To Location |06800-025 Y

—————
DOA CENTRAL SERVICES

ENTER:

*DOCUMENT TO CREATE: CONTRACT RELEASE
*TYPE OF REQUISITION: OTHER

*BILL TO LOCATION

CLICK ON: EDIT LINES
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m MNavigator *

Shopping Cart Home Logout Preferenc
Shop | Requisitions | Receiving | Contractors
@
Requisition Information Approvals Review And Submit

Requisition Information: Edit Lines
* Indicates required field

- ADDW

Delivery Billing| Accounts || attachments
-

Select Lines:| Update || copy | Delete
Select All | Select None

Select Line Description Need-By Date Requester Deliver-To Location *Bill To Location

Employee Name (Initial contract) Position Title
[ 1 UNE# |15-Mar-201s| Q, |06800-025 @, |06800-025 Q| |
DOA CENTRAL SERVICES
F 2 |INE#2 |16-Mar—2016I Q, |06800-025 T, |06800-025 Q| |
DOA CENTRAL SERVICES

Apply

Shop Reqt ons Receiving Conftractors Shopping Cat Home Logout Preferenc

Privacy Statement

CLICK ON: ACCOUNTS

4/20/2016 52



Shopping Cart Home Logout Preferen
Shop | Requisitions | Receiving | Contractors

@

Requisition Information Approvals

And Submit
@ Error

1. 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 1D () while trying to look up the segment values for this combination. This may indicate an invalid entry in the unique ID column of the combinations table.).
2. Row 1 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 ID column of the combinations table.).
Requisition Information: Edit Lines

* Indicates required field

Check Funds | Apply |

Delivery | Billing = Accounts = Attachments

Select Lines: | Update || Copy | Delete
Select Al | Select Mone

Select Line Description Charge Account GL Date Split
| |2 LINE #1 Fi-:-ci-l—gt ;-ciTE-‘I m i
|2 LINE %2 Enter Charge Account Im e
¥ TIP Click on a Split icon to allocate costs to multiple accounts.
Check Funds | Apply |
Shop Requisi Receiving Contrac Shopping Cart Home Logout Preferences Help

Privacy Statement

Copyright

CLICK ON: ENTER CHARGE ACCOUNT
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m Mavigator v [P Favorites v Shopping Cart Home Logout Preferences

Shop | Reguisitions | Receiving | Contractors

@
Requisition Information Approvals
Requisition Information: Split Cost Allocation
* Indicates required field

Review And Submit

Apply

Selected Line
Line Description Unit Quantity Price Amount (USD)
1 LINE #1 Each 300 250 UsD 75,000.00
Projects = Charge Accounts
Line Il-“ é@wgg_ﬂgxfgld_ ———— GL Date Percent Quantity Amount (USD) Cost Center Delete
1 Jj10.068.1000101.01.611000.00000 ::='QI Ill—MaI’-2Dlﬁ 100 I 300 I 75,000.00 Q m
FY.FUND. AGENCY LINE SEQ, S0URCE. NATURAL PROJECT

Add Another Row Total 100 300 75,000.00

“TIP Total allocation must equal 100% of the selected line values.

r Apply this Cost Allocation information to all applicable requisition Iinesl

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences

Privacy Statement

ENTER CHARGE ACCOUNT NUMBER

Copyright {c) 2006, Oracle. All rights reserved.

TO SEARCH FOR ACCOUNT NUMBER
(CLICK ON THE FLASHLIGHT ICON =2 NEXT TO THE ACCOUNT FIELD

CLICK ON: APPLY THE COST ALLOCATION INFORMATION TO ALL APPLICABLE REQUISITION LINES IF SAME ACCOUNT WILL
BE USED FOR ALL LINES.

CLICK ON: APPLY
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M Mavigator v

Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

@
Requisition Information

Approvals Review And Submit
Requisition Information: Edit Lines
- - -
Indicates required field Check Funds | Apply |
Delivery | Billing = Accounts = Attachments
Select Lines: | Update || Copy | Delete |
Select Al | Select Mone
= — o ———————
Select Line Description 1 Charge Account 1 GL Date Split
| o LINE #1 1/16.10.068.1000101.01.611000.00000 1 Ill—MaI’—2Dlﬁ G
| | .
0 2 LIMNE #2 I EI_DESE_IEDLJEJI_EE l];]']._l]l]il]l]_ Ill—Mar—EDlﬁ EC%
¥ TIP Click on a Split icon to allocate costs to multiple accounts.
T . —
Check Funds | 1 Apply [I
Shop Reguisitions Receiving Contrac Shopping Cart Home Logout Preferences

acy Statement

Copyright 008, Cracle. All rights resenved.

REVIEW CHARGE ACCOUNTS
CLICK ON: APPLY
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n Mavigator v B2 Favorites Shopping Cart Home Logout Preferenc

Shop | Requisitions | Receiving | Contractors

( { &
Requisition Information Approvals Review And Submit
Checkout: Requisition Information

. - ===5
* Indicates required field Cancel | | Save r5ubm  [_Edit Lines | Step 1 0f3 [ Next

* Requisition Description  |LINE #1
* Documnent to Create |Contract Release Q,
Contract Relesss
* Type of Requistion? |*OTHER Q,
Standard

Prior PO#? I

Change Order? [N Q,

PO to be Changed I

Change will make PO over 5k? N Q

* Need-By Date |16-Mar-2016 00:00:00 GL Date |11-Mar-2016
{example: 25-Feb-2016 19:45:00)
* Requester Q,

* Deliver-To Location |06800-025 Q

Additional Line Information

“TIP Reminder: All Additional Line Information figlds must be completed
when requesting Contractor Services.
* Bl To Location |06800-025 Q
DOA CENTRAL SERVICES

REVIEW

CLICK ON: SUBMIT
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m Mavigator v  Bp Fa Shopping Cart Home Logout Preferenc

Shop | Requisitions | Receiving | Contractors
-—

I Confirmation
lRequ'ﬁitiDn 1437332!135 been submitted to for approval.
—— -

To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop page.

Continue Shopping

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences

Flri'.,lacl_,' Statement Copyright { i, Oracle. All rights reserved.

CONFIRMATION NOTICE WILL GIVE A REQUISITION NUMBER

CLICK ON: SHOP
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m Navigator v i Favorit Shopping Cart Home Logout Preferen

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | Mon-Catalog Request | Contractor Request

Search | Main Store |Z| | Go | Advanced Search
Stores Shopping Cart
Main Store WB Mason TEMPORARY SERVICES-ADIL Your cart contains 2 fines.
Main Store VB Mason Temporary Personnel Services Recently Added Lines
— LINE #2 400  Each
My Requisitions LINE #1 300 Each
Full List
Total View Cart and Checkout
Requisition Description — py Change Receive -
fw Purchasing News
1437382 LINE #1 115, UDD 0%|In Prcc f‘D
1437381 MPA-8888 FY16 ITEM#1 160.00 Approved f‘D E3] This is where the customer puts their own
= purchasing news ftems (this s an HTML
1437379 TEST - DECEMBER SCEMARIO 45 CHAMGE PARENT BLAMKET END DATE DO RELEASE 800.00 Incomplete f‘D plugin}.
1437378 APA-14422 FY19 REMTAL FOR PARKING SPACES AT RICC 800.00 Incomplete f‘D
1437377 TEST - DECEMBER 2015 SCENARIO 42 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:039.21 FIXED ASSET OVER 8,000.00 Approved FD 7
$5000 =

Shop Requisitions Receiving Contral s Shopping Cat Home Logout Preferences Help

Copyright (c 8, Oracle. All rights reserved

Privacy Statement

CHECK THE STATUS OF YOUR REQUISITION TO MAKE SURE IT IS “IN PROCESS”.

IF INCOMPLETE, CHECK YOUR NOTIFICATIONS ON THE HOME PAGE

END
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STATE OF RHODE ISLAND
DEPARTMENT OF ADMINISTRATION
DIVISION OF PURCHASES
RIFANS

TRAVEL REQUISITIONS INSTRUCTIONS
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o -

I *Usar Name |
| (exampie: michasl.ames.smith) !
1 *Password :
: Login : Cancel
Forgot vour password? State Employees must contact the service desk at 574-9709. Do not use this link. Suppliers must amail
doa.stateportalhelp@doa.ri.gov
Accessibility None -

Select a Language:
English

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

LOGIN
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Logout Prefere

Enterprise Search | All IZ| I Go Search Results Display Preference I Standard j

Logged In As
Oracle Applications Home Page

Main Menu Worklist

| Ful List |
mrrm————n

] 074-Requisitioner | [From Type |subject [sent~  [Due]
lg-lle Financial Inquiry Leach, Elizabeth |RI Requisition|Purchase Requisition 1437336 has been approved|18-Feb-2016
[ [ Rr1 general Ledger Reports Maguire, Terrence RI Requisition Purchase Requisition 1437332 has been approved 18-Feb-2016
| RI Payables Reports Maguire, Terrence RI Requisition Purchase Requisition 1437331 has been approved 17-Feb-2016
®H gy Purchasing Reports Leach, Elizabeth |RI Requisition Purchase Requisition 1437330 has been approved 17-Feb-2016
H= D\-’ehicle Requisitions Leach, Elizabeth |RI Requisition Purchase Requisition 1437326 has been approved 17-Feb-2016

“TIP Vacation Rules - Redirect or auto-respond to notifications.
' TIP Worklist Access - Specify which users can view and act upon your notifications.

Favorites

Personalize

You have not selected any favorites. Please use the "Personalize" button to set up your
favorites.

Privacy Statement

006, Oracle. All rights reserved.

HOME PAGE

CLICK ON: REQUISITIONER
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Shopping Cart Home Logout Preferences Help

Shop | Requisitions Receivin_a Contractors
Stores | Shopping Lists || Non-Catalog Request o | Contractor Request

Search | Main Store IZ| I Go | Advanced Search
Stores Shopping Cart
Main Store Exchange.Oracle.com WB Mason Your cart is empty.
Main Store WE Mason
TEMPORARY SERVICES-ADIL Purchasing News
Temporary Personnel Services
My Requisitions This is where the customer puts their own
- purchasing news items (this is an HTML plugin).
Full List
Requisition Description Total (USD) Status  Copy Change Receive
1437336 TEST - 2015 SERVER TRAVEL CONTRACT CRIT UNDER $1000 STATE FUNDS 40.00 Approved _I'_'-I >
1437332 TEST - NEW SERVER 2015 TRAVEL CONTRACT OUT-OF-STATE CRIT 03FUND OVER $1000 2,670.00 Approved _I'- = &
1437331 TEST - NEW SERVER 2015 TRAVEL CONTRACT OUT-OF-STATE CRIT 02FUND £500 500.00 Approved _I"—I > @
1437330 TEST - NEW SERVER 2015 TRAVEL CONTRACT CRIT $2670 0.00 Approved _I': Yy &
1437326 TEST - NEW SERVER 2015 TRAVEL CONTRACT CRIT $2670 2,670.00 Approved = B

Privacy Statement Copyright 006, Oracle. All rights reserved.

SHOP PAGE

CLICK ON: NON-CATALOG REQUEST
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Shopping Cart Home Logout Preferences

Shop | Requisitions | Receiving | Contractors

Stores | Shopping Lists | Non-Catalog Request | Contractor Request
Non-Catalog Request

Shopping Cart
[ . i
Indicates required field Clear All | | Add tocart | | Add to Favorites | | Your cart is empty.
r & R B N N N N N N N N N N § N §} |
* Item Type  Goods billed by quantity - A I Contract Number 3441896 -—{I
o e -y —
I * Item Description  quT OF STATE TRAVE: | [ pew Eﬁpﬂer
I RIDEM FORESTRY 1 I Supplier Name PANAM INC 1
I (Lo1/ I I Site 99 I
| | I Contact Name :
| - aQ | |
I Category  962.88 I I Fhone I
I * Quantity 1 1 | Supplier tem ll
: * Unit of Measure  Each 3\ :
| * Unit Price 0 1
| Currency USD |

L N N N N ] L N N N N B B N N §N |
DRFQ Required

[ Negotiated

Clear All Add to Cart Add to Favorites

Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.

ENTER CONTRACT PURCHASE ORDER NUMBER AND TAB

(SUPPLIER INFORMATION SHOULD POPULATE WITH SITE 99)

ENTER ITEM DESCRIPTION
ENTER CATEGORY CODE
ENTER QUANTITY

ENTER UNIT OF MEASURE
ENTER UNIT PRICE
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Search and Select: Category

Search

To find your item, selact a filter Bem in the pulldown et and anter a value in the test field, then select the "Go® button.

—-—— ——
El."ﬂr ch By I T = 1 el Lerid

Results

e g Quick Sclect [pescription

Tual
| By |

-

o

kY

%

[ -
b o o o e e - ——
¥

Travel, Non-Lacal (Seheduled and Unscheduled), Previded by Third Party (Incl. Commercial Alrplane Travel and Hellcopter Services)

AFATENE - Travel, Hon-Local (Schadulad and Unschadulad), Provided by Third Party (Encl. Cammarcial Alrplana Travel and Helicopter Sendices)
APAIMS - Travel, Non-Local {Scheduled and Unscheduled), Provided by Third Party (Incl. Commercial Alrplane Travel and Helicopter Services)
APACEOHHS - Trovel, Non-Local {Schedubed and Unschedubed), Provided by Third Party (Incl. Commercial Airplane Trovel and Helicopter Services)
APAAL - Travel, Non-Local (Schedubed and Unscheduled), Provided by Third Party {Incl. Commercal Arplans Travel and Helicopter Sendaces)
AFA:DOA - Travel, Non-Local (Scheduled and Unecheduled), Providad by Third Party (Indd, Commercial Airplane Travel and Helicopter Services)
AFA:DHS - Travel, Non-Local [Scheduled and Unscheduled), Provided by Third Party (Incl. Commerdial Airplane Travel and Helicopler Services)
AFAIDER - Travel, Non-Local (Schedwled and Unscheduled), Provided by Third Party (Incl, Commercial Alrplane Travel and Helicopter Sendces)
APSDOE - Travel, Non-Local [ Scheduled and Unschedaled), Provided by Third Party (Incl. Commercial Airplane Travel and Hoblicopter Services)

APAIDEM - Traved, Non-Local [Scheduled and Unschadulmd), Prvided by Third Pamy (Ind. Commercial Alrplans Travel and Halicopter Services)

TO SEARCH FOR CATEGORY CODE,
CLICK ON: FLASHLIGHT ICON ., NEXT TO CATEGORY CODE BOX

4,

TO SEARCH BY CODE NUMBER OR DESCRIPTION,

CLICK ON: DROPDOWN ARROW IN SEARCH BY BOX

SELECT EITHER DESCRIPTION OR CODE

BASED ON YOUR SELECTTION ENTER EITHER THE DESCRIPTION OR CODE IN THE NEXT BOX
CLICK ON: GO

CLICK ON: “QUICK SELECT” NEXT TO DESIRED SELECTION

OR

CLICK ON: RADIO BUTTON NEXT TO CODE
CLICK ON: SELECT

NOTE: NEVER SELECT A CODE WITH .00 OR WITH A LETTER AND NUMBER ON THE END.

4/20/2016 64

Cancel |

Sedect |

[110 [=] uma 10 &

BEY HEAZ

P62 8844

S62.0808

L. HEFG

863 BEFA

862.80F5

PELBEGE

D62.8BG2

Bl HELA

Carvoil

ws [1-10 =] Heat 10 G

| 1 skt



Contractors

Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving
Stores |

Non-Catalog Request

Shopping Lists | MNon-Catalog Request |

Contractor Request

* Indicates required field

* Item Type
* Item Description

Clear All

Add to Cart |

Add to Favorites |

Goods billed by quantity - Contract Number

OUT OF STATE TRAVE: .

3441896 Q

Shopping Cart

Your cart is empty.

O new Supplier
RIDEM FORESTRY Supplier Name PANAM INC
(1o/1/ Site 99

Contact Name

* Category 962.88 < Phone
* Quantity 1 Supplier Ttem
* Unit of Measure  Each :{
* Unit Price 0
Currency USD

O rrq Required
[ Negotiated

e p———
Clear All | | Add toCartﬂ Add to Favorites

Copyright (c) 2006, Oracle. All rights reserved.

Privacy Statement

WHEN ALL REQUIRED FIELDS HAVE BEEN FILLED IN

CLICK ON: ADD TO CART
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Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | MNon-Catalog Request | Contractor Request

Special Information

P .
Indicates required field Continue

Selected Line

Your selection requires special information.

Description Unit Quantity Price Amount (USD) Supplier
OUT OF STATE TRAVE: PAUL RICARD, RIDEM FORESTRY (10/1/ Each 1 0 UsD 0.00 PANAM INC
Out of State Travel

| e e WENN NN SN SN SN SN SN SN SN SN SN SN SN SN SN SN SN OSSN SN SN SN SN SN SN S Sy

| * Traveler's Name IMOISES RAMIREZ : : * Departure Date |3,-’14,-’2016 :

: * Return Date |3,-’29,-’2016 1 1 * Destination IFALMOUTH, MA 1

1 * Purpose of Travel ICOOP FOREST HEALTH | I = Estimated Flight (paid prior to trip- Amount is 0.00) ID 1

: * Estimated Hotel ($0.00) [110.00 : : * Car Rental (if applicable-$0.00) |0 :

| © Per Diem ($15.00 1/2 day, $30.00 full day) ISEI.DD 1 1 * Estimated Trip Total (less air-$0.00) |220.DD 1

| * Traveler's Work Phone |‘401-123-456? : : * Traveler's Email Address I MOISES.RAMIREZ @DEI :

: * PCard Alpha Code |RR I I * Additional Information [TOLLS $50.00] I

- -

I continue

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

FILL OUT ALL FIELDS ON THIS SCREEN. THEY ARE ALL REQUIRED FIELDS SO YOU MUST FILL IN WITH AS MUCH INFORMATION
AS POSSIBLE. IF UNKOWN OR NOT APPLICABLE ,THEN ENTER A ZERO

WHEN COMPLETED,
CLICK ON: CONTINUE
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Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | HNon-Catalog Request | Contractor Request

i 8 R B N R _E N &R N _® 8 N N |
Eon-ﬂ;atalog quuest Elmppng Cart 1
Indicates required field clear All | | Addtocart | | Add to Favorites | I vour cart contains 1 line. I
,. 1 Recently Added Lines :
* tem Type  Goods billed by quantity v Contract Number 3441896 = || OUT OF STATE TR... 1 Each a2
* Ttem DESCI’iptiOI"I OUT OF STATE TRAVE: . D News SLII'JFI“F.'F U
RIDEM FORESTRY Supplier Name PANAM INC | View Cart and Checkout
(10/1/ Site 99
Contact Name
* Category 962.88 X Phone
* Quantity 1 Supplier Item
* Unit of Measure  Each X
* Unit Price 0
Currency USD

0o RFQ Required
O Negotiated

Clear All | Add to Cart | Add to Favorites |

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

IF ANOTHER LINE IS NEEDED, CHANGE THE INFORMATION ON THIS SCREEN FOR THE NEW LINE AND REPEAT THE PROCESS
ABOVE.

WHEN ALL LINES HAVE BEEN ADDED TO THE CART

CLICK ON: VIEW CART AND CHECKOUT
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Shopping Cart Home Logout Preferences Help
Shop | Requisitions | Receiving | Contractors
Shopping Cart

| Save | | Checkout |
Line Item Description Special Info Unit Quantity Price Amount (USD) Delete
1 OUT OF STATE TRAVE: , RIDEM FORESTRY (10/1/ Out of State Travel Each I 1 I 0 UsD 0.00 @
Total 0.00

Return to Shopping

Save i Checkout i
Privacy Statement

REVIEW
CLICK ON: CHECKOUT

006, Oracle. All rights reserved.
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Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
J O 0
Requisition Information: Active step Approvals: Next step Review And Submit: Next step
Checkout: Requisition Information

&= - - F N —
Indicates required field Cancel | Save Submit | J__Edit Lines i Step1of 3 | Next
o ——— -
|* Requisition Description IOUT OF STATE TRAVE: , RIDEM FORESTFl

I = bocument to Create IContract Release Q |
I Contract Release I
1 I

* Type of Requistion? ICRII'ICAL EXPENSE REQUEST 4,

—— Y el
Lrimca PENSE Me £5]

Prior PO#?

Change Order? IN &
No
PO to be Changed I

Change will make PO over 5k? IN X

No
Delivery Billing
* Need-By Date (example: 14-Mar-2016 19:45:00) |26-Mar-2016 00:00:00 [ GL Date |14-Mar-2016 E
* Requester I Q,
* Deliver-To Location |07400-034 Q

Additional Line Information

“TIP Reminder: All Additional Line Information fields must be completed
when requesting Contractor Services.

m———— -
& Bill To Location besno-021 Y-
LHUDUEFRD || gtyia s g ——

DOA ACCOUNTS & CONTROLS

FILL IN THE FOLLOWING INFORMATION

*DOCUMENT TO CREATE: CONTRACT REALEASE
*TYPE OF REQUISITION
*BILL TO LOCATION

CLICK ON: EDIT LINES
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Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

@
Requisition Information: Active step
Requisition Information: Edit Lines

* Indicates required field

Approvals: Next step Review And Submit: Mext step

———— __Apply |
Delivery  Billing I-Aooounts 1 Attachments

Select Lines: | Update | Copy | Delete

Select All | Select None

Select Line Description Need-By Date Requester Deliver-To Location *Bill To Location Employee Name (Initial contract) Position Title
1 OUTOF  [26-Mar-2016 (5| Q, [07400-034 @, [0s800-021 Q |
STATE
TRAVE:
[l PAUL

RICARD,
RIDEM
FORESTRY
(10/1/

DOA ACCOUNTS B CONTROLS

Apply

Copyright {c) 2006, Oracle. All rights reserved.

Privacy Statement

CLICK ON: ACCOUNTS
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Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

")

Requisition Information: Active step Approvals: Next step Review And Submit: Next step

@ Error

Row 1 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 ID column of the combinations
table.).

Requisition Information: Edit Lines
* Indicates required field

Check Funds | Apply |
Defivery Biling Accounts Attachments
Select Lines: | Update | Copy | Delete
Select All | Select None
Select Line Description Charge Account GL Date Split
. .
A QUT OF STATE TRAVE: , RIDEM FORESTRY (10/1/ Enter Charge Account | |l4-Mar-2016 fj ES
B e e e - -
¥ TIP Click on a Split icon to allocate costs to multiple accounts.
Check Funds | Apply |

Privacy Statement

CLICK ON: ENTER CHARGE ACCOUNT

) 2006, Oracle. All rights reserved.
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Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors

@
Requisition Information: Active step
Requisition Information: 5plit Cost Allocation

Approvals: Mext step

Review And Submit: Next step

* Indicates required field
Selected Line
Line Description

1 OUT OF STATE TRAVE: , RIDEM FORESTRY (10/1/

Projects Charge Accounts

Line RI Accounting Flexfield - GL Date
1 |Il6.10.0?4.3?00128.64634D.DDDDD| j;.\l |14-Mar-?_016 ﬂ

Add Another Row |

¥ TIP Total allocation must equal 100% of the selected line values.

[ Apply this Cost Allocation information to all applicable requisition lines

Privacy Statement

Total

Unit
Each
Percent Quantity
100 | 1
100 1

Apply

Quantity Price Amount (USD)
1 0uUsD 0.00
Amount (USD) Cost Center Delete
| 0.00 | Q i}
D.00

Apply

ENTER ACCOUNT STRING IF KNOWN IN THE RI ACCOUNTING FLEXFIELD

IF NOT KNOWN, CLICK ON THE ICON & NEXT TO THE FLEXFIELD TO DO A SEARCH

4/20/2016

Copyright (c) 2006, Oracle. All rights reserved.
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Search and Select: Rl Accounting Flexfield
|

Cancel Select
Search
- !
1 iy 16 Q@ :
: FY 201 1
| *FunD |10 2, |
I General Fund I
I = AGEnCY [074 A :
I Envircnmentzl Management, Department Of
q p 1
:* LINE SEQ |3700128 - 1
[ 1 COOPERATIVE FOREST FIRE CconTRoL ]
I = SOURCE |nz A 1
- L I
Federzl Revenus I
| :* NATURAL |64634D a4, I
Crut-Of-State Travel: Other
|
| PROJECT |obooo &4 |
| _____L"éafELB'“_%':L______I
N
Search
Clear
i
Results

Create
selectkcode Combination
@ :16.10.0?4.3?00128.02.646340.00000

Cancel |-5-ele-c:t-l
CLICK ON: FLASHLIGHT NEXT TO EACH FLEXFIELD TO SEARCH

FILL IN AS MANY FLEXFIELDS THAT ARE KNOWN
CLICK ON: SEARCH

CLICK ON: RADIO BUTTON NEXT TO CORRECT ACCOUNT
CLICK ON: SELECT
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Shopping Cart Home Logout Preferences

Shop | Requisitions | Receiving | Contractors

")
Requisition Information: Active step
Requisition Information: Split Cost Allocation
* Indicates required field

Approvals: Mext step Review And Submit: Next step

Apply

Selected Line

Line Description

Unit Quantity Price Amount (USD)
1 OUT OF STATE TRAVE: , RIDEM FORESTRY (10/1/ Each 1 0usD 0.00
Projects Charge Accounts
Line RI Accounting Flexfield GL Date Percent Quantity Amount (USD) Cost Center Delete
1 16.10.074.3700128.02.646340.000 5 [14-Mar-2016 [ 100 | 1 | 0.00 | Q 7|
Add Another Row Total 100 1 0.00

"(TIP Total allocation must equal 100% of the selected line values.

||:| Pip_x th|s Cost Allocatmn |nF0rmat|0n to all apﬂlcahle req_lsmon I|r1esI

Privacy Statement

CLICK ON: APPLY

Copyright (c) 2006, Oracle. All rights reserved.

(IF MULTIPLE LINES WITH SAME ACCOUNT NUMBER CLICK ON: APPLY THIS COST ALLOCATION INFORMATION TO ALL
APPLICABLE REQUISITION LINES)
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Shop | Requisitions | Receiving | Contractors

L
Requisition Information: Active step
Requisition Information: Edit Lines
* Indicates required field

Approvals: Next step

Shopping Cart Home

Logout Preferences Help

Review And Submit: Next step

Delivery Biling = Accounts | Attachments -

Select Lines: | Update | Copy | Delete |

Select All | Select None
SelectLine  Description

B 1 OUT OF STATE TRAVE: , RIDEM FORESTRY (10/1/
“TIP Click on a Split icon to allocate costs to multiple accounts.

Privacy Statement

IF ATTACHMENT IS NEEDED

CLICK ON: ATTACHMENTS

4/20/2016

Charge Account
16.10.074.3700128.02.646340.00000

75

Check Funds | Apply |

GL Date

|14-Mar-2016 &= )

Split

&5

Check Funds | Apply |

Copyright (c

2006, Oracle. All rights reserved.



Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

L
Requisition Information: Active step
Requisition Information: Edit Lines
* Indicates required field

Approvals: Next step Review And Submit: Next step

Apply
Defivery Biling Accounts Attachments
Requisition Attachments

[om————

Add Attachment !

Title Type Description Category Last Updated By Last Updated

Usage Update Delete Publish to Catalog
Mo results found.
Requisition Line Attachments
Line  Item Description Unit Quantity Price Amount (USD) Attachments
1 OUT OF STATE TRAVE: , RIDEM FORESTRY (10/1/ Each 1 0 uso 0.00 dh

¥ TIP Click on an Attachment icon to add or update attachments for a particular line.

Apply

Copyright (c) 2006, Oracle. All rights reserved.

Privacy Statement

CLICK ON: ADD ATTACHMENT
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Shopping Cart Home Logout Preferences Help

Requisitions | Receiving | Contractors

Add Attachment

Cancel Add Another | Apply |

Add | Desktop File/ Text/ URL ||

Attachment Summary Information

| R B N N N N § N N § N § ! '
I Title |CERF

——
Description |cERE

=
Category | Internal to Requisition
| gyt R [ e to Requision a

Define Attachment

r‘l’ype @ File No file selected.
I L8 8 &R __§ J [ N N ]
URL

O Text

Cancel Add Another | Apply |

Privacy Statement Copyright {c) 2006, Oracle. All rights reserved.

ENTER: TITLE

CATEGORY: SELECT FROM DROPDOWN
SELECT “INTERNAL TO REQUISITION” IF ATTACHMENT SHOULD NOT BE SEEN BY THE SUPPLIER
SELECT “TO SUPPLIER” IF ATTACHMENT SHOULD BE SEEN BY SUPPLIER

(THIS EXAMPLE IS A CRITICAL EXPENSE FORM TO BE ATTACHED WHICH DOES NOT NEED TO BE VIEWED BY THE SUPPLIER SO
“INTERNAL TO REQUISITION” SHOULD BE SELECTED)

SELECT TYPE: EILE

CLICK ON: BROWSE
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r' File Upload —— - 23
-
b{)v| .. » Attachrnents w |4 ||| Search Attachments L |
Organize = Mew folder = = i I@
,_1-::_ Favorites Mame ° Date modified Type
Bl Desktop CERF-Critical Expense Form 2/2/201612:31 PM Microsoft W
& Downloads : LI CERF-Critical Expense Form | 2/23/2016 212 PM  Adobe Acrol
%% Dropbox '@] QUOTE #1 2/2/201611:28 AM  Adobe Acro
=] Recent Places '@] QUOTE #2 2/2/201611:28 AM  Adobe Acro
E '@] QUOTE #3 2/2/201611:28 AM Adobe Acro
=l Libraries @ solesource 12/16/201512:51 .. DOCKFile
@ Documents
Jl Music
[ Pictures
B videos | &

L Computer
&%, Local Disk (C2)
e SEANET (F:)

1| ] | 3

File name: CERF-Critical Expense Form - ’Mi Files ']

b

SEARCH FOR DOCUMENT TO ATTACH

CLICK ON: DOCUMENT
CLICK ON: OPEN
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Shopping Cat Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

Add Attachment

Cancel Add Another | Apply |

Add | Desktop File/ Text/ URL ||

Attachment Summary Information

Title |CERF
Description  |cerF

Category | Internal to Requisition E

Define Attachment

Type @ File CERF-Critical Expense Form.pdf II
@ urL
O Text

Cancel Add Another |I-I Apply I

Privacy Statement ight (c) 2006, Oracle. All rights reserved.

DOCUMENT WILL POPULATE
CLICK ON: APPLY
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Shop | Requisitions | Receiving

Shopping Cart Home Logout Preferences
Contractors
")
Requisition Information: Active step Approvals: Next step Review And Submit: Next step
Requisition Information: Edit Lines
* Indicates required field
! Apply
Delivery Biling Accounts Attachments
Requisition Attachments
Add Attachment
|Last updated By Delete publish to Catalog
JCERE File CERF Internal to Requisition 14-Mar-2016 One-Time > ﬁ 0::'
Requisition Line Attachments
Line Item Description Unit Quantity Price Amount (USD) Attachments
1 QUT OF STATE TRAVE: , RIDEM FORESTRY (10/1/ Each 1 0 UsD 0.00 &k
TIP Click on an Attachment icon to add or update attachments for a particular line.
-—
Apply
Privacy Statement

Copyright (c) 2006, Oracle. All rights reserved.
ATTACHMENT CAN BE VIEWED UNDER ADD ATTACHMENT

CLICK ON: APPLY
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Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

I
Requisition Information: Active step
Checkout: Requisition Information

)
Approvals: Next step

)

Review And Submit: Next step

* Indicates required field

* Requisition Description

* Document to Create

* Type of Requistion?

Prior PO#?

Change Order?

PO to be Changed

Change will make PO over 5k?

Cancel Save | I-' Submit : Edit Lines | Step1of3 | Next

IOUT OF STATE TRAVE: , RIDEM FORESTH

IContract Release Q
Contract Release

ICR_H—ICAL EXPENSE REQUEST —{
Critical Expense Request

T
No

T

No
Delivery Billing
* Meed-By Date (example: 14-Mar-2016 19:45:00) |26-Mar-2016 o0:00:00 [ GL Date |14-Mar-2016
* Requester I =
* Deliver-To Location |07400-034 Q
Additional Line Information
“TIP Reminder: All Additional Line Information fields must be completed
when requesting Contractor Services.
* Bill To Location |06800-021 O,

CLICK ON: SUBMIT

4/20/2016
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Shop } Requisitions | Receiving | Contractors
LR ]

'ju Confirmation 1
IEe&_u'ls_it'ﬁn_lﬁiE&ihas been submitted to for approval.

To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop page

Privacy Statement

Shopping Cart Home Logout Preferences

Continue Shopping

CONFIRMATION NOTICE WILL GIVE A REQUISITION NUMBER

CLICK ON: SHOP

4/20/2016
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Shopping Cat Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | MNon-Catalog Request | Contractor Request

Search | Main Store E I Go | Advanced Search
Stores shopping Cart
Main Store Exchange.Oracle.com WE Mason Your cart is empty.
Main Store WB Mason
TEMPORARY SERVICES-ADIL Purchasing News
Temporary Personnel Services
My Requisitions Thiz is where the customer puts their own
- purchasing news items {this iz an HTML plugin).
Full List
Requisition Description Total (USD) Status __ _Copy Change Receive
1437385 OUT OF STATE TRAVE: , RIDEM FORESTRY(10/1/ 0.00 In Process "B ) o
1437336 TEST - 2015 SERVER TRAVEL CONTRACT CRIT UNDER $1000 STATE FUNDS 40.00 Approved =] o
1437332 TEST - NEW SERVER 2015 TRAVEL CONTRACT OUT-OF-STATE CRIT 03FUND OVER $1000 2,670.00 Approved B o &
1437331 TEST - NEW SERVER 2015 TRAVEL CONTRACT QUT-OF-STATE CRIT 02FUND $500 500.00 | Approved =] o o
1437330 TEST - NEW SERVER 2015 TRAVEL CONTRACT CRIT $2670 0.00 | Approved B o &

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

CHECK THE SHOP SCREEN TO MAKE SURE THAT YOUR REQUISITION IS “IN PROCESS”

IF REQUISITION IS “INCOMPLETE”

*GO TO THE HOME PAGE

*CLICK ON THE NOTIFICATION WHICH WILL LET YOU KNOW WHAT IS WRONG WITH THE REQUISITION
*CORRECT AND RE-SUBMIT

END
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STATE OF RHODE ISLAND
DEPARTMENT OF ADMINISTRATION
DIVISION OF PURCHASES

RIFANS

STANDARD PURCHASE ORDER
INSTRUCTIONS
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o -

I *Usar Name |
| (exampie: michasl.ames.smith) !
1 *Password :
: Login : Cancel
Forgot vour password? State Employees must contact the service desk at 574-9709. Do not use this link. Suppliers must amail
doa.stateportalhelp@doa.ri.gov
Accessibility None -

Select a Language:
English

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

LOGIN
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B Favorites ¥ Logout Preferences Help

Enterprise Search | All E | Go Search Results Display Preferance I Standard :

Logged In As
Oracle Applications Home Page

Main Menu Worklist

Personalize Full List
— i —————
5

0680-Requisitioner || =) Previous I 1-25 : Next 25 &
B TRt Phanca! fhadiy [From Type [Subject [sent~  [Due]
CJR1 General Ledaer Reports 0'Donnel, RI Requisition Purchase Requisition 1437377 has been approved 09-Mar-2016
| RI Purchasing Reports Thomas
0'Donnel, RI Requisition Purchase Requisition 1437376 has been approved 09-Mar-2016
Thomas
RI Requisition Purchase Requisition 1437379 faled correctness check 09-Mar-2016
RI Requisition Purchase Requisition 1437378 failed correctness check 09-Mar-2016
Orgel, Daniel RI Requisition Purchase Requisition 1437375 has been approved 09-Mar-2016
RI Requisition Purchase Requisition 1437374 failed correctness check 09-Mar-2016
Schiappa, Marco  Reguester Change Order Response to Requisition 1437373 (10,000.00 USD} Change Request for Raposa 09-Mar-2016
Approval Sandra
Reynolds, Kimberly RI Requisition Purchase Requisition 1437373 has been approved 09-Mar-2016
HOME PAGE

CLICK ON: REQUISITIONER
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m Navigator v  Be Favo Shopping Cat Home Logout Preferent

Shop | Requisitions | Receiving | Contractors
LR} LR R N ]
Mon-Catalog Request_l Contractor Request

Stores | Shopping Lists

Search | Main Store E | Go | Advanced Search
Stores Shopping Cart
Main Store VB Mason TEMPORARY SERVICES-ADIL Your cart is empty.
Main Store VB Mason Temporary Personnel Services
My Reguisitions Purchasing News

Full List

This is where the customer puts their cwn

Requisition Description {{lost[?}ll Status  Copy Change Receive ::J:I:T'“g rews ftems (this & an HTML
1437381  |MPA 8888 FY16 ITEM#1 160.00 Approved | [y | [

1437379  |TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLANKET END DATE DO RELEASE 800.00 Incomplete| [y

1437378  |APA-14420 FY10 RENTAL FOR PARKING SPACES AT RICC 800.00 Incomplete| [y

1437377 ISEEJD DECEMBER 2015 SCENARIO 42 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:039.21 FIXED ASSET OVER 8,000.00 Approved | = | g

1437376 F:Sng DECEMBER 2015 SCENARIO 41 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:939.21 FIXED ASSET UNDER 4,000.00 Approved | [y | g

Shop Requisitions Receiving Contra Shopping Cart Home Logout Preferences
Copyright (c) 2008, Oracle. All rights reserved.

Priy Statement

SHOP PAGE

CLICK ON: NON-CATALOG REQUEST
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M Navigatorv B¢ Favorites ¥ Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | MNon-Catalog Request | Contractor Request

Non-Catalog Request

Shopping Cart
F— - :
Clear Al to Cart to Favorites .

Indicates required field lear Al Add Add N Your cart is empty

[ - _

| * Item Type  Goods billed by quantity aR A | Contract Number -

I~ Item Description | IE #1 STANDARD PURCHASE ORDER I [ News Supplier

I I r ————— - ———— —

I 1 I Supplier Name |NARRAGANSETT ELECT| “4 |

I I 1 Site |01 a1

| i | |

I * Category [800.16 =N 1 I contact Name 1

: * Quantty 1 : I Phone :

1 * Unit of Measure |Each 2 | LS_upille_rIt_em_ __________ F]

| * Unit Price 250 i

: * Currency USD - :

| [ RFQ Required 1

| [T negotiated |

N N N S SN SN S S SN SN S S S SN S S S S e -l

Clear All | rAdd to CartJ Add to Favorites

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.

ENTER:

*ITEM DESCRIPTION
*CATEGORY CODE

*UNIT OF MEASURE

*UNIT PRICE

*SUPPLIER NAME (IF KNOWN)

IF THIS IS GOING TO GO OUT TO BID AND SUPPLIER IS NOT KNOW THEN LEAVE BLANK.

IF PARTIAL PAYMENTS WILL BE MADE ENTER AS A BACKWARDS PURCHASE ORDER — THIS MEANS ENTER THE FULL
AMOUNT OF THE LINE AS THE QUANTITY AND ENTER THE UNIT PRICE AS $1.00.

THIS WILL ALLOW YOU TO MAKE PARTIAL PAYMENTS

CLICK ON: ADD TO CART
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n Navigatorv g Favorites v Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

Stores | Shopping Lists | MNon-Catalog Request | Contractor Request
Non-Catalog Request

* Indicates required field - Shopping Cart :
Clear All | Add to Cart | Add to Favorites | Your cart contains 1 line.
. Recently Added Lines
* Item Type  Goods billed by quantity - Contract Number < LINE #1 STANDAR... 1 Each
* Item Description | g #32| STANDARD PURCHASE ORDER [ New Supplier
Supplier Name |NARRAGANSETT ELECT| &, View Cart and Checkout
site |01 Q,
* Category |800.16 Q Contact Name
* Quantity 1 Phone
= Unit of Measure |Each Q, Supplier tem

* Unit Price 250

* Currency USD -
] RFQ Required
[ Negotiated

= N &N __§ N N |
clear All |1 Add to cart 1| Add to Favorites

Shop Regquisitions Recewning Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement

EDIT INFORMATION FOR NEXT LINE IF NEEDED

Copyright (c) 2006, Oracle. All rights reserved.

CLICK ON: ADD TO CART

REPEAT FOR AS MANY LINES AS NEEDED
*kkkk NOTE****
IF CREATING MULTIPLE LINES USING THE SAME DESCRIPTION EVEN IF THE PRICE AND ACCOUNT NUMBERS ARE DIFFERENT

THE LINES WILL ROLL UP INTO ONE LINE. IN ORDER TO KEEP THEM SEPARATE YOU WILL NEED TO ADD SOMETHING TO THE
DESCRIPTION THAT IS DIFFERENT. AND EXAMPLE WOULD BE TO NUMBER EACH LINE IN THE DESCRIPTION
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M MNavigatorv B Favorites » Shopping Cart Home Logout Prefe

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | Non-Catalog Request | Contractor Request

_ ------------1
Eon (?atalog quuest E}mppl'lg Cart |
Indicates required field Clear All | | Addtocart | | Add to Favorites | I Your cart contains 3 lines. 1

- : Recently Added Lines 1

* ftem Type  Goods billed by quantity - o Contract Number = || LIVE #3 STANDAR... 1 Each]

* Item Description | E #3 STANDARD PURCHASE ORDER [ News Supplier | L £ ST DA 1 Eacl

L LINE #1 STANDAR... 1 Each]

Supplier Name |NARRAGANSETT ELECT e I —————————

Site |01 Q 1 View cart and Checkout |1
* Category |800.16 Q@ Contact Name
= Quantity 1 Phone
* Unit of Measure |Each Q Supplier Ttem
* Unit Price 250
* Currency USD ~
O rrg Required
O Megotiated
Clear All Add to Cart Add to Favorites

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement

WHEN ALL LINES HAVE BEEN ADDED TO THE CART

006, Oracle. All rights reserved.

CLICK ON: VIEW CART AND CHECKOUT

4/20/2016 90



M Navigator v B Favorites v Shopping Cart Home Logout Preferen

Shop | Requisitions | Receiving | Contractors

Shopping Cart

Save | Checkout |
Line Item Description Spedial Info Unit Quantity Price Amount (USD)  Delete
1 LINE #1 STANDARD PURCHASE ORDER Each I 1 I 250 UsD 250.00 ﬁ
2 LINE #2 STANDARD PURCHASE ORDER Each I 1 I 250 USD 250.00 ﬁ
3 LINE #3 STANDARD PURCHASE ORDER Each | 1 | 250 USD 250.00 |
Total 750.00
_ [ ———y
Return to Shopping Save I Checkout 1

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement Copyright 06, Oracle. All rights reserved.

REVIEW LINES

CLICK ON: CHECKOUT
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i Navigator = B Favontes - Shopymng Ciet Home: Logoa!  Profsences Help

Requisitnns i Contractors

Rerquisition Information Approvals Revienw And Submit
Checkout: Requisition Information

- 17} e T n Wil -
Indwzatess rogpaired fold Cancel ! save | Submit | | Edit Lines II Step 1 of 3 next |
| =

* Risuisdlion Descripltion  |LTNES ¢ 1, 2, 3 STANDARD PURCHASE ORDER

o - I

| © Decument to Create  |Standard PO J\I

I Laricdlend B0 I

| © Type of Requistion? |*OTHER =

________ ol SRR M S

Prioe POy i
Change Order? [N -'._
-
PO to be Changed l
Chanepe will make PO oeer 5k N 4
Dhfiveery Bl
= Newd-By Date  |16-Mar-2016 00:00:00 [0 Gl Date  |11-Mar-2016 =
i 15 Falr I0LG 134500
* Riswpuaisdor -4
= Deltvar-To Location 3
Additional Line Information
= TIP Reminder: All Additional Line Information fields must ba completed
wien requesting Contracor Sorvicas. B ———— l

I = 6ill To Lacation  [06800 025 -,
B o e e - |

ENTER:
*DOCUMENT TO CREATE — STANDARD
*TYPE OF REQUISITION
*Bill TO LOCATION
*kkkkkk NOTE********
IF SELECTING CRITICAL EXPENSE, A CRITICAL EXPENSE FORM WILL NEED TO BE ATTACHED. IF SELECTING SOLE SOURCE,
A SOLE SOURCE JUSTIFICATION FORM WILL NEED TO BE ATTACHED

CLICK ON: EDIT LINES
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M Navigator v B Favorites ¥ Shopping Cart Home Logout Preferen

Shop | Requisitions | Receiving | Contractors

)
Requisition Information Approvals

Review And Submit
Requisition Information: Edit Lines

* Indicates required field

———— _Apply |
Delivery  Billing :-Acoounts I Attachments

Select Lines: | Update | Copy | Delete

Select All | Select None

Select Line Description Need-By Date Requester Deliver-To Location  *Bill To Location Employee Name (Initial contract) Position Title
1 LINE #1 Ilﬁ-Mar-ZDlﬁ = @, |06800-025 2, |os800-025 Q| |
] STANDARD DOA CENTRAL SERVICES
PURCHASE
ORDER
2 |LINE #2 |16-Mar-2016 &= &, |06800-025 <, |06800-025 Q | |
] STANDARD DOA CENTRAL SERVICES
PURCHASE
ORDER
3 |LINE #3 Ilﬁ-Mar-ZDlﬁ = O |06800-025 2, |06800-025 Q, | |
[ STANDARD DOA CENTRAL SERVICES
PURCHASE
ORDER

Apply

Shop Requisitions Recewing Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement

TO ENTER ACCOUNT NUMBERS:

06, Oracle. All rights reserved.

CLICK ON: ACCOUNTS

4/20/2016 93



m Navigatorv B Favorites ™ Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors

4
Requisition Information Approvals Review And Submit

@ Error

1. Row 3 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 1D () while trying to look up the segment values for this combination. This may indicate an invalid entry in the unique ID column of the combinations
table.).

. 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 1D () while trying to look up the segment values for this combination. This may indicate an invalid entry in the unique ID column of the combinations
table.).

. Row 1 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 ID column of the combinations
table.).

ma

(48]

Requisition Information: Edit Lines
* Indicates required field

Check Funds | Apply |
Delivery Biling Accounts Attachments
Select Lines: | Update | Copy | Delete
Select All | Select Mone
Select Line Description ~Charge Account __ 1 GL Date Split
B 1 LINE #1 STANDARD PURCHASE ORDER l Enter Charge Account 1 Ill-Mar-ZDlﬁ &= 1
[ |2 LINE #2 STANDARD PURCHASE ORDER Enter Charge Account Ill-Mar-ZDlﬁ j i
E 3 LINE #3 STANDARD PURCHASE ORDER Enter Charge Account Ill-Mar-ZDlﬁ = i

¥ TIP Click on a Split icon to allocate costs to multiple accounts.

Check Funds | Apply |

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.

ERROR MESSAGE WILL APPEAR — SYSTEM IS LOOKING FOR ACCOUNT NUMBERS TO BE ENTERED

CLICK ON: ENTER CHARGE ACCOUNT
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m Navigatorv @B Favorites » Shopping Cat Home Logout Preferences

Shop | Requisitions | Receiving | Contractors
I
Requisition Information Approvals
Requisition Information: Split Cost Allocation
* Indicates required field

Review And Submit

Apply

Selected Line
Line Description Unit Quantity Price Amount (USD)
1 LINE #1 STANDARD PURCHASE ORDER Each 1 250 UsD 250,00

Projects Charge Accounts

L e e e - -
Line & RI Accounting Flexfield 1 GL Date Percent Quantity Amount (USD) Cost Center Delete
1 p10.068.1000101.01.611000.00000 =5 | [11-Mar-2016 [ 100 | 1 | 250.00 Q @

______________
FY.FUND,AGENCY.LINE SEQ.SOURCE.NATURAL.PROJECT
Add Another Row Total 100 1 250.00

“TIP Total allocation must equal 100% of the selected line values.

l-l Apply !

Copyright (c) 2008, Oracle. All rights reserved.

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences

Privacy Statement

ENTER CHARGE ACCOUNT STRING IN THE RI ACCOUNTING FLEXFIELD IF KNOWN OR

CLICK ON: FLASHLIGHTICON & TO SEARCH FOR ACCOUNT NUMBER

IF SAME ACCOUNT NUMBER WILL BE APPLIED TO ALL LINES:
CHECK THE BOX NEXT TO APPLY THIS COST ALLOCATION INFORMATION TO ALL APPLICABLE REQUISITION LINES

CLICK ON: APPLY
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m MNavigatorv B Favorites ™ Shopping Catt Home Logout Prefere

Shop | Requisitions | Receiving | Contractors

)
Requisition Information Approvals Review And Submit
Requisition Information: Edit Lines

* Indicates required field

Check Funds | Apply |
Delivery Biling Accounts Attachments
Select Lines: | Update | Copy | Delete
Select All | Select Hone o
Select Line Description Icharge Account I GL Date Split
[ b LIME #1 STANDARD PURCHASE ORDER :16.LEI.EIES.II]EIEI1!]1.!]1.61LEIEIIJ.IIII]EIEIIJ 1 Ill-Mar-?_DlG & i,'—
E |2 LINE #2 STANDARD PURCHASE ORDER 016.10.068.1000101.01.611000.00000 : Ill-Mar-?_Dlﬁ :-] 'f:'
I 7
[ 3 LINE #3 STANDARD PURCHASE ORDER J16.10.068.1000101.01.611000.00000 I Ill-Mar-?_UlS & i:'

¥ TIP Click on a Split icon to allocate costs to multiple accounts.

P

Check Funds | | Apply |

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement

IF ALL ACCOUNT NUMBERS HAVE BEEN ENTERED AND NO ATTACHMENTS ARE NEEDED

06, Oracle. All rights reserved.

CLICK ON: APPLY
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M Navigatorv  Bg Favorites ¥ Shopping Cart Home Logout Prefer

Shop | Requisitions | Receiving | Contractors

Requisition Information Approvals Review And Submit
Checkout: Requisition Information

I ; [r——r——
Indicates required field Cancel Save | | Submit : Edit Lines Step1of 3 | Next

* Requisition Description  |LINE #1 STANDARD PURCHASE ORDER

* Document to Create  |Standard PO &
Standard PO
* Type of Requistion? |*OTHER =
Standard
Prior PO#?
Change Order? |N Y
Mo
PO to be Changed I
Change will make PO over 5k? |N &
Mo
Delivery Billing
* Need-By Date |16-Mar-2016 00:00:00 |- GL Date |11-Mar-2016 =
(example: 25-Feb-2016 19:45:00)
* Requester ~{
* Deliver-To Location |06800-025 Q@

Additional Line Information

“TIP Reminder: All Additional Line Information fields must be completed
when requesting Contractor Services.
* Bill To Location |06800-025 Q
DOA CENTRAL SERVICES

REVIEW

CLICK ON: SUBMIT
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m Navigatorv B Favorites v Shopping Cart Home Logout Preferen

Shop ] Requisitions | Receiving | Contractors
=

“@ Confirmation 1

| . i
L E%ns_ltgn_lll_B}EBlhas been submitted to for approval.

To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop page.

Continue Shopping

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences

Privacy Statement yright 06, Oracle. All rights reserved.

CONFIRMATION NOTICE GIVES YOU A REQUISITION NUMBER

CLICK ON: SHOP
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M Navigator ¥

Shop | Requisitions | Receiving | Contractors

B Favorites ¥

Shopping Cart Home Logout Prefere

Stores | Shopping Lists | Mon-Catalog Request | Contractor Request
Search | Main Store E | Go | Advanced Search
Stores Shopping Cart
Main Store WB Mason TEMPORARY SERVICES-ADIL Your cart is empty.
Main Store WB Mason Temperary Personnel Services
Full List
I This is where the customer puts their own
. L Tota ) purchasing news items (this is an HTML plugin).
Requisition Description (UsD) Status _ Copy Change Receive
1437383 LINE #1 STANDARD PURCHASE ORDER 750.00 In F'rCCESSI = 5
1437381 MPA-8888 FY16 ITEM#1 160.00 Approved I-_r‘ 3 &
1437379 TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLANKET END DATE DO REIFASE 800.00 Incomplete =
1437378 APA-14422 FY19 RENTAL FOR PARKING SPACES AT RICC 800.00 Incomplete I-_r‘
1437377 TEST - DECEMBER 2015 SCENARIO 42 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:939.21 FIXED ASSET 8,000.00 Approved '
J

OVER £5000

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Prefere

=y

nces Help

Copyright 006, Oracle. All rights reserved.

Privacy Statement

CHECK SHOP SCREEN TO MAKE SURE THAT YOUR REQUISITION IS “IN PROCESS”.

IF SHOWING AS “INCOMPLETE” CHECK

NOTIFICATIONS ON YOUR HOME SCREEN AND OPEN THE NOTIFICATION FOR YOUR REQUISITION TO FIND OUT WHAT IS

CAUSING REQUISITION TO BE INCOMPLETE.

4/20/2016
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n Navigatorv B Favorites w Shopping Cart Home

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | Non-Catalog Request | Contractor Request

Search | Main Store E | Go | Advanced Search
Stores Shopping Cart
Main Store WB Mason TEMPORARY SERVICES-ADIL Your cart is empty.
Main Store WB Mason Temporary Personnel Services
L & & & & |
I Fullpist ||
I This is where the customer puts their own
. L. Tota . purchasing news items (this is an HTML plugin).
Requisition Description [USDEtatus Copy Change Receive
1437383 LINE #1 STANDARD PURCHASE ORDER ?SD.DEIAQ[__‘.rG‘.-'Ed 1 -ij zy
1437381 MPA-8888 FY16 ITEM#1 160.00 Approved -I__|L ™ &
1437379 TEST - DECEMBER SCEMARIO 45 CHANGE PARENT BLANKET END DATE DO RELEASE 800.00 Incomplete j
1437378 APA-14429 FY10 RENTAL FOR PARKING SPACES AT RICC 800.00 Incomplete »ij
1437377 TEST - DECEMBER. 2015 SCENARIO 42 STANDARD CRIT CAFPITOL PROJECT ACCOUNT CAT:939.21 FIXED ASSET 8,000.00 Approved o =
k| J

OVER $5000

C

Shop Requisitions Recewming Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright 08, Oracle. All rights reserved.

WHEN STATUS CHANGES TO “APPROVED” CLICK ON FULL LIST TO SEE IF PURCHASE ORDER NUMBER HAS BEEN CREATED.
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M Navigatorv B Favorites v Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Requisitions Motifications | Approvals

Requisitions

Search

Views

View I,C\II My Requisitions El Go

W Indicates requisition with a pending change request.

Select Object: Copy To Cart | Cancel Requisition Complete Previous I 1-25 : Next 25 (2)
Qty Qty Open -
Select |Requisition |Description TotalQuantity Delivered Cancelled Quantity Creation Date v Status yOrder
© 1437383 LINE #1 STANDARD PURCHASE ORDER 750.00 USD 3 0 0 3(11-Mar-2016 11:36:11|Approved 3441895 1
1437381 MPA-8888 FY16 TTEM#1 160.00 USD 160 0 ] 160 10-Mar-2016 10:42:37 | Approved 134418647
1437379 TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLANKET END DATE DO 800.00 USD 600 ] ] 600/09-Mar-2016 14:24:37|Incomplete
RELEASE
1437378 APA-14422 FY19 RENTAL FOR PARKING SPACES AT RICC 800.00 USD 600 ] 1] 600 09-Mar-2016 14:15:35 Incomplete
1437377 TEST - DECEMBER 2015 SCENARIO 42 STANDARD CRIT CAPITOL PROJECT 8,000.00 USD 1 ] ] 1/09-Mar-2016 12:01:20 Approved
ACCOUNT CAT:939.21 FIXED ASSET OVER $5000
1437376 TEST - DECEMBER 2015 SCENARIO 41 STANDARD CRIT CAPITOL PROJECT 4,000.00 USD 1 0 0 1/09-Mar-2016 11:54:54|Approved 3441891

ACCOUNT CAT:939.21 FIXED ASSET UNDER $5000

PURCHASE ORDER NUMBER WILL APPEAR UNDER ORDER AND WILL BE UNDERLINED IF COMPLETE.

IF PURCHASE ORDER APPEARS IN BLACK THEN IT IS STILL IN PROCESS AND NOT COMPLETED

IF PROCUREMENT IS GOING OUT TO BID, YOUR PURCHASE ORDER WILL NOT APPEAR UNTIL THE BID AND AWARD PROCESS
HAS BEEN COMPLETED.

END
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STATE OF RHODE ISLAND
DEPARTMENT OF ADMINISTRATION
DIVISION OF PURCHASES

RIFANS

ZERO DOLLAR PURCHASE AGREEMENT
INSTRUCTIONS
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o -

I *Usar Name |
| (exampie: michasl.ames.smith) !
1 *Password :
: Login : Cancel
Forgot vour password? State Employees must contact the service desk at 574-9709. Do not use this link. Suppliers must amail
doa.stateportalhelp@doa.ri.gov
Accessibility None -

Select a Language:
English

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

LOGIN
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B Favorites ¥ Logout Preferences Help

Enterprise Search | All E | Go Search Results Display Preferance I Standard :

Logged In As
Oracle Applications Home Page

Main Menu Worklist

Personalize Full List
— i —————
5

0680-Requisitioner || =) Previous I 1-25 : Next 25 &
B TRt Phanca! fhadiy [From Type [Subject [sent~  [Due]
CJR1 General Ledaer Reports 0'Donnel, RI Requisition Purchase Requisition 1437377 has been approved 09-Mar-2016
| RI Purchasing Reports Thomas
0'Donnel, RI Requisition Purchase Requisition 1437376 has been approved 09-Mar-2016
Thomas
RI Requisition Purchase Requisition 1437379 faled correctness check 09-Mar-2016
RI Requisition Purchase Requisition 1437378 failed correctness check 09-Mar-2016
Orgel, Daniel RI Requisition Purchase Requisition 1437375 has been approved 09-Mar-2016
RI Requisition Purchase Requisition 1437374 failed correctness check 09-Mar-2016
Schiappa, Marco  Reguester Change Order Response to Requisition 1437373 (10,000.00 USD} Change Request for Raposa 09-Mar-2016
Approval Sandra
Reynolds, Kimberly RI Requisition Purchase Requisition 1437373 has been approved 09-Mar-2016
HOME PAGE

CLICK ON: REQUISITIONER
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m Navigator v  Be Favo Shopping Cat Home Logout Preferent

Shop | Requisitions | Receiving | Contractors
LR} LR R N ]
Mon-Catalog Request_l Contractor Request

Stores | Shopping Lists

Search | Main Store E | Go | Advanced Search
Stores Shopping Cart
Main Store VB Mason TEMPORARY SERVICES-ADIL Your cart is empty.
Main Store VB Mason Temporary Personnel Services
My Reguisitions Purchasing News

Full List

This is where the customer puts their cwn

Requisition Description {{lost[?}ll Status  Copy Change Receive ::J:I:T'“g rews ftems (this & an HTML
1437381  |MPA 8888 FY16 ITEM#1 160.00 Approved | [y | [

1437379  |TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLANKET END DATE DO RELEASE 800.00 Incomplete| [y

1437378  |APA-14420 FY10 RENTAL FOR PARKING SPACES AT RICC 800.00 Incomplete| [y

1437377 ISEEJD DECEMBER 2015 SCENARIO 42 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:039.21 FIXED ASSET OVER 8,000.00 Approved | = | g

1437376 F:Sng DECEMBER 2015 SCENARIO 41 STANDARD CRIT CAPITOL PROJECT ACCOUNT CAT:939.21 FIXED ASSET UNDER 4,000.00 Approved | [y | g

Shop Requisitions Receiving Contra Shopping Cart Home Logout Preferences
Copyright (c) 2008, Oracle. All rights reserved.

Priy Statement

SHOP PAGE

CLICK ON: NON-CATALOG REQUEST

4/20/2016 105



M Navigator v B Favorites v Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | MNon-Catalog Request | Contractor Request

Non-Catalog Request
* Indicates required field

Shopping Cart
Clear All | | Addtocart | | Add to Favorites | | Your cart is empty.

: i = Item_T',fpe Goods billed by quantity - @ .i Contract Number N
I Ttem Description - [E] New Supplier

| 1 Supplier Name X
: : Site Q
| * Category Q I Contact Name

: * Quantity : - Phone

I = unit of Measure |Each @ 1 Supplier Ttem

: * Unit Price :

e e O N e ——— 1

[ RFQ Required
[ Megotiated

Shop Reguisitions Receiving Contracters Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

ENTER LINE INFORMATION:
*ITEM DESCRIPTION

*CATEGORY

*QUANTITY

*UNIT OF MEASURE

*UNIT PRICE (ENTER “0” ZERO)

CLICK ON: ADD TO CART

kkkkkk NOTE******
IF PURCHASE ORDER IS CROSSING OVER INTO DIFFERENT FISCAL YEARS, SET UP A LINE FOR EACH ITEM FOR EACH FISCAL
YEAR.

THIS EXAMPLE IS A PURCHASE AGREEMENT TO GO OUT TO BID FOR THREE FISCAL YEARS: FY16, FY17 AND FY18
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m Navigator v g Favorites v Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | Non-Catalog Request | Contractor Request

Non-Catalog Request
* Indicates required field

Shopping Cart
Clear All | | Addtocart | | Add to Favorites | | Your cart is empty.

| = Item Type  Goods billed by quantity M | Contract Number =

: * Item Description  Fy16 FIRE ALARM REPAIRS : [ News Supplier
| I Supplier Name =
: I Site Q,
. |
| * Category [340.16 Q I Contact Name
: * Quantity 1 | Phone
. I _
I = unit of Measure |Each Q I Supplier Item
: * Unit Price 0 |
|
L R |

& RFQ Required
] Negotiated

Add to Cart Add to Favorites

Clear All

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.
CREATE A LINE FOR EACH FISCAL YEAR BELOW REPEATING THE STEPS SHOWN ON THE PREVIOUS PAGE:
FIRE ALARM REPAIRS FOR FY16, FY17, AND FY18
FIRE ALARM TESTING FOR FY16, FY17, AND FY18
FIRE ALARM INSPECTIONS FOR FY16, FY17, AND FY18

FOR THIS EXAMPLE, SHOULD BE 9 LINES IN TOTAL.
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M Navigatorv @B Favorites ¥ Shopping Catt Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | MNon-Catalog Request | Contractor Request

Non-Catalog Request -?-C;rt---------l
* i i . -

Indicates required field Clear All | Add to Cart | Add to Favorites | I Your cart contains 9 lines. :

— | Recently Added Lines I

* Item Type  Goods billed by quantity - Contract Number L | FY18 FIRE ALARM... 1 Each I

* Item Description  Fy1g FIRE ALARM INSPECTIONS [ New Supplier I zig EEE iﬂgm'" 1 E:E: I

Supplier Name X | FY18 FIRE ALARM... 1 Each :

Site aQ, | FY17 FIRE ALARM... L Each

| FY16 FIRE ALARM... 1 Each I

* Category [340.16 Contact Name | FY18 FIRE ALARM. .. 1 Each I

" Quantty 1 . | e rmesame 1 e |

| Supplier Tt o e e
* Unit of Measure |Each = uppiier tem : =

1 View Cart and Checkout !

* Unit Price 0
* Currency USD -
[ reg Required
O Megotiated
Clear All

Add to Cart Add to Favorites

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright

WHEN ALL LINES HAVE BEEN ADDED TO THE CART

06, Oracle. All rights reserved.

CLICK ON: VIEW CART AND CHECKOUT
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M Navigatorv B Favorites ¥ Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors

Shopping Cart

Save Checkout

Line Ttem Description Spedial Info Unit Quantity Price Amount (USD)  Delete
1 FY16 FIRE ALARM REPAIRS Each I 1 I 0 UsD 0.00 'fuﬁ
2 FY17 FIRE ALARM REPAIRS Each I 1 I 0 UsD 0.00 fuﬂ
3 FY18 FIRE ALARM REPAIRS Each I 1 I 0 UsD 0.00 fuﬂ
4 FY16 FIRE ALARM TESTING Each I 1 I 0 UsSD 0.00 fuﬂ
3 FY17 FIRE ALARM TESTING Each I 1 I 0 UsD 0.00 fuﬂ
6 FY18 FIRE ALARM TESTING Each I 1 I 0 UsSD 0.00 fuﬂ
7 FY16 FIRE ALARM INSPECTIONS Each I 1 I 0 UsD 0.00 m
8 FY17 FIRE ALARM INSPECTIONS Each I 1 I 0 UsD 0.00 'fuﬁ
9 FY18 FIRE ALARM INSPECTIONS Each I 1 I 0 UsD 0.00 m

Total 0.00

(8 N ¥ |
Return to Shopping Save | ]| Checkout :

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

REVIEW LINES

CLICK ON: CHECKOUT
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i Nandigalor « By Favoribes Shopping Cart Home Logout Praterences  Haelp

Requisitions Contractors
=
Requisition Information Apphovals R And Subomd
Checkout Hegquisition Information
- P fied - ————
AT I D Cancel | | Sawe | | Submi | I retit tinen | Step 1 of 3 | Maxt

S ———————— = ol
I gequision bescription  [FIRE ALARM REPAIRS, TESTING, AND INSPECTION FOR )
I * Docurrsent to Creats Purchiass Adgresamenl = I
| o Comrtrac - I
I = Type of Requistion?  |=oTHen A, I
1 Frior B0 |

" ————— - - .

Change Order? [N N
PO o ba Changed
Change wdll make PO oeer 567 [H x,
Doy Billing
* Mesd-By Date  [19-Mar-2016 00:00:00 3 GL Dale  [14-Mar-2016 pl
wamregies 16 Har= 3006 1814500
* REqUeREAF
= Delbver-To Location |O6R00-0ZS 3,

Aabditional Line: Information

I Remindan: All Addisonal Line Infformation fields must be completed
whan requesting Contracior Senices

[ —_—_—_—_ - ——
= Bl To Location | 08800-025 | =%
—————— N T — -

REQUISITION DESCRIPTION IS PULLED FROM ITEM LINE NO. 1. THIS SHOULD BE CHANGED TO REFLECT THE TITLE OF THE
ENTIRE REQUISITION.

ENTER:

*REQUISITION DESCRIPTION (TITLE)

*DOCUMENT TO CREATE: PURCHASE AGREEMENT
*TYPE OF REQUISITION

*PRIOR PO NUMBER IF APPLICABLE

*BILL TO LOCATION

*kkkk NOTE******
THE BUYER ASSIGNED TO PROCESS THIS WILL DETERMINE WHETHER THIS WILL BE SET UP AS A BLANKET PURCHASE
AGREEMENT OR A CONTRACT PURCHASE AGREEMENT

CLICK ON: EDIT LINES
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Requisition Information: Edit Lines

* Indicates required field
Apply

o ———

Delivery Billing chgoint_s_! Attachments

Select Lines: | update || copy | Delete

Select All | Select None

Select Line Description Need-By Date Requester Deliver-To Location *gill To Location Employee Name (Initial contract) Position Title
1 FY16FRE  [19-Mar-2016 [ | | @ |oss00-025 | @, |oss00-025 | @ | [
ALARM DA CENTRAL SERVICES
REPAIRS
2 |Fri7FRE  [19-Mar-2016 [ | | @ |oss00-025 | @ |oesoo-025 | a | [
ALARM DOA CENTRAL SERVICES
REPAIRS
3 FYI8FRE  [19-Mar-2016 [ | @, |os800-025 | @, |oss00-025 | @ | [
ALARM DOA CENTRAL SERVICES
REPAIRS
4 FY16 FIRE  [19-Mar-2016 [ | | @, |os800-025 | @, |oesoo-025 | a | [
ALARM DOA CENTRAL SERVICES
TESTING
5 FYI7FRE  [19-Mar-2016 [ | @, [os800-025 | @ |oss00-025 | | |
ALARM DA CENTRAL SERVICES
TESTING
6 FYIS8FRE [19-Mar2016 [o| | @, [oss00-025 | @, |oesoo-025 | | [
ALARM DOA CENTRAL SERVICES
TESTING
7 |Fri6FRE  [19-Mar-2016 [ | | @, [0ss00-025 | @, |oss00-025 | @ | [
ALARM DA CENTRAL SERVICES
INSPECTIONS
8 |Fri7 FIRE IlQ—Mar—?_Dlﬁ =N | @, [oss00-02s | @, |osso0-02s | & | |
ALARM DOA CENTRAL SERVICES
INSPECTIONS
o |FrI8FRE [19-Mar-2016 [ | | @ [oss00-02s | @, |oss00-025 | @ | [
ALARM DOA CENTRAL SERVICES
INSPECTIONS

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Copyright , Oracle. All rights reserved.

CLICK ON: ACCOUNTS
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Requisition Information: Edit Lines
* Indicates required field

Check Funds | | Apply |
Delivery Biling Accounts Attachments

Select Lines: | Update || Copy || Delete

Select All | Select None

Select Line Description Charge Account GL Date Split
= (1 FY16 FIRE ALARM REPAIRS Enter Charge Account | |14—Mar—2016 = B

L 8 N N N N N |

B (2 FY17 FIRE ALARM REPAIRS Enter Charge Account |14—Mar—2016 __'{j
[ 3 FY18 FIRE ALARM REPAIRS Enter Charge Account |14-Mar-2016 _{j
/| (4 FY1l6 FIRE ALARM TESTING Enter Charge Account |14—Mar—2016 @ __'{3
E s FY17 FIRE ALARM TESTING Enter Charge Account |14-Mar-2016 @ _{j
[ |6 FY18 FIRE ALARM TESTING Enter Charge Account |14-Mar-2016 @ __'{3
E |7 FY16 FIRE ALARM INSPECTIONS Enter Charge Account |14-Mar-2016 @ _{j
/= 8 FY17 FIRE ALARM INSPECTIONS Enter Charge Account |14—Mar—2016 =] B
= (9 FY18 FIRE ALARM INSPECTIONS Enter Charge Account |14—Mar—2016 = ES

“TIP Click en a Split icon to allocate costs to multiple accounts.

Check Funds | | Apply |

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Copyright 6, Oracle. All rights rezerved.

CLICK ON: ENTER CHARGE ACCOUNT
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M Navigator v B Favorites » Shopping Cart Home Logout Preferences

Shop | Requisitions | Receiving | Contractors

2
Requisition Information Approvals Review And Submit
Requisition Information: Split Cost Allocation
* Indicates required field
d Apply

Selected Line
Line Description Unit Quantity Price Amount (USD)
1 FY16 FIRE ALARM REPAIRS Each 1 ousD 0.00

Projects Charge Accounts

e e -
Line I RI Accounting Flexfield | GL Date Percent Quantity Amount (USD) Cost Center Delete
1 1 I.10.068.10DDlDl.Dl.EllDDD.DDDDD =0, 1 |14-Mar-2016 E 100 I 1 I 0.00 Q '.iﬁ

e T T L e T TR T S ooECT
Add Another Row Total 100 1 0.00

¥ TIP Total allocation must equal 100% of the selected line values.

e
|. Apply this Cost Allocation information to all applicable requisition lines ||

Shop Requisitions Receiving Contractors

Shopping Cart Home Logout Preferences

ey 1

Privacy Statement

IF CHARGE ACCOUNT IS KNOW
ENTER IN RI ACCOUNTING FLEX FIELD

IF A SEARCH NEEDS TO BE DONE FOR ACCOUNT NUMBER
CLICK ON: ICON

IF SAME ACCOUNT NUMBER WILL BE USED FOR EACH LINE

Copyright (c) 2006, Oracle. All rights reserved.

CLICK ON: APPLY THIS COST ALLOCATION INFORMATION TO ALL APPLICABLE REQUISITION LINES

CLICK ON: APPLY
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n Navigator' B Favorites ¥ Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
)
Requisition Information Approvals Review And Submit
Requisition Information: Edit Lines

* Indicates required field

Check Funds | Apply |
[pp———
Delivery Biling Accounts | Attachments
-
Select Lines: | Update | Copy | Delete |
Select All | Select None
Select Line Description Charge Account GL Date Split
[l FY16 FIRE ALARM REPAIRS 16.10.068.1000101.01.5611000.00000 |14-Mar-?_016 =B 'f:-
[ FY17 FIRE ALARM REPAIRS 16.10.068.1000101.01.611000.00000 |14—Mar—?_016 & i:-
B [3 FY18 FIRE ALARM REPAIRS 16.,10.068.1000101.01.611000.00000 |14—Mar—2016 & f,'
4 FY16 FIRE ALARM TESTING 16.10.068.1000101.01.611000.00000 |14-Mar-2016 = =
E |5 FY17 FIRE ALARM TESTING 16.10.068.1000101.01.5611000.00000 |14-Mar-?_016 = _‘Cj
[ 6 FY18 FIRE ALARM TESTING 16.10.068.1000101.01.611000.00000 |14—Mar—?_016 = i:-
B 7 FY16 FIRE ALARM INSPECTIONS 16.,10.068.1000101.01.611000.00000 |14—Mar—2016 j ;‘;
F |8 FY17 FIRE ALARM INSPECTIONS 16.10.068.1000101.01.611000.00000 |l4-Mar-?_Dlﬁ & '{:‘
E FY18 FIRE ALARM INSPECTIONS 16.10.068.1000101.01.611000.00000 |14-Mar-2016 E] '(:-
¥ TIP Click on a Split icon to allocate costs to multiple accounts.

Check Funds | Apply |

Shop Requisitions Recemving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement yright ( 08, Oracle. All rights reserved.

IF ATTACHMENT IS NEEDED,
CLICK ON: ATTACHMENTS
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1 HNavigator = B Favories = Shopping Can Homa Logout Preferences Help

Requisitions Contractors

-
Hequisition Infosmation
Hequisition Inlormation: Edil Lines
= Indicates required fheid

Apply |
Delvery Dilling | Accounts | Allachments

Raquisition Attachments

1 Add Attachment... ||

II'-H.ET T e Ty Ihearrip Ui Calegory Lavset Upuiaatesd By Lavset Upiantosd Wiy Uymlante [ H T8 R I Pubifi=h to tllt.'.lhg

Bo resulis found.

Requisition Line Attachments

Ll It Dhescription Uit Quantity Price Amount [(USD) Artachments
1 FY16 FIRE ALARM REPAIRS Each H 0 UsD .00 @
2 FYLY FIRE ALARM REFAIRS Each 1 0 usD 0,00 &
3 FYLl8 FIRE ALARM REPAIRE Each 1 0 uUsoD 0.00 =@
4 Frl6 FIRE ALARM TESTING Each H 0 usk 0.00 @
5 FY17 FIRE ALARM TESTING Each 1 0 S 0,00 i
[ FY18 FIRE ALARM TESTING Each 1 0 uUsnH 0.00 o
7 FYl6 FIRE ALARM INSPECTIONS Each 1 0 usD 0.00 R
a8 FYL17 FIRE ALARM INSPECTIDNS Each 1 0 uso 000 B
q FYTE FIRE ALARM INSPECT IONS Each 1 0 usn o.00 &

TP Click on an Attachmant kcon e add or update attechments for o particular line,

Apply |

Ehop Requisitions Rscehdng Controctors Shopping Can Home Lopout Preferances Help

Proacy Statemunl Eopyrghl {c) J008, Cracke Al rights tenarved

CLICK ON: ADD ATTACHMENT

(THIS IS THE HEADER ATTACHMENT)

sk MPORTANT et
ONLY USE THIS HEADER ATTACHMENT FOR “INTERNAL” ATTACHMENTS.

(REASON: ALL ATTACHMENTS DONE IN THE HEADER AS “TO SUPPLIER” WILL PRINT OUT ON EACH LINE WHEN IT GETS
CREATED INTO A BID)
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m MNavigator v @ Favorites ¥

Shopping Cart Home Logout Prefere
Shop | Requisitions | Receiving | Contractors

Add Attachment

Cance] Add Another | Apply |
Add | Desktop File/ Text/ URL ||

Attachment Summary Information

F EEN EEN EEN NN EEN EEN EEN NN BEN BEN EEN NN BEN BEN BEN NN EEm mme

| Title |CONTROL VALUE I
-

Description

| Category | Internal to Requisition
I -

Define Attachment

Type O File Browse... | No file selected.

b ———————
THE CONTROL VALUE FOR |

FY16 $100,000.00
FY17 $100,000.00
FY18 $100,000.00
TOTAL AMOUNT $300,000.00 |

Cancel Add Another |I-I Apply I

Shop Regquisitions Receining C

ontractors Shopping Cart Home Logout Preferences Help
Privacy Statement

Copyright (c) 2006, Oracle. All rights reserved.
ENTER TITLE: CONTROL VALUE

SELECT CATEGORY: INTERNAL TO REQUISITION

SELECT TEXT: ADD APPLICABLE TEXT (SEE EXAMPLE ABOVE)
CLICK ON: APPLY

4/20/2016 116



m Navigatorv g Favorites v Shopping Cart Home Logout Preferenc

Shop | Requisitions | Receiving | Contractors

J
Requisition Information Approvals Review And Submit

‘& Confirmation

Attachment CONTROL VALUE has been added successfully but not committed; it would be committed when you commit the rest of the current transaction.
Requisition Information: Edit Lines

* Indicates required field
Apply

Delivery Billing Accounts Attachments
Requisition Attachments

Add Attachment... |

[Title [Type [pescription [category [Last updated By [Last updated Usage | update Delete Publish to Catalog
CONTROL VALUE Short Text Internal to Requisition 15-Mar-2016 One-Time v :'ﬁ =l

Requisition Line Attachments

Line Item Description Unit Quantity Price Amount (USD) Attachments

1 Fr¥16 FIRE ALARM REPAIRS Each 1 0 UsD 0.00 e

2 FY17 FIRE ALARM REPAIRS Each 1 0 uUshD 0.00 s

3 FY18 FIRE ALARM REFAIRS Each 1 0 UsD 0.00 e

4 FY16 FIRE ALARM TESTING Each 1 0 UsD 0.00 B

5 FY17¥ FIRE ALARM TESTING Each 1 0 UsD 0.00 e

6 FY18 FIRE ALARM TESTING Each 1 0 uUsD 0.00 e

7 FY16 FIRE ALARM INSPECTIONS Each 1 0 UsD 0.00 e

8 FY17 FIRE ALARM INSPECTIONS Each 1 0 UsD 0.00 e
==

9 F¥18 FIRE ALARM INSPECTIONS Each 1 0 UsD 0.00 i 45 1

il
¥ TIP Click on an Attachment icon to add or update attachments for a particular line.

Apply

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement 008, Oracle. All rights reserved.

ADD A LINE ATTACHMENT TO THE VERY LAST LINE WITH THE PURCHASE AGREEMENT TERM DATES.
CLICK ON: PLUS ICON 4_ ON LAST LINE
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Requisitions | Receiving | Contractors

Add Attachment

Cancel Add Another | Apply |

Add | Desktop File/ Text/ URL [
Attachment Summary Information

I———————————————————
Title |PURCHASE AGREEMENT TERMS

Desr!'lﬁiﬂ'ﬁ' "

Fategory l To Supplier :I

Define Attachment

Type © File Browse... | Mo file selected.

ﬁﬂ&“____________________
© Text |PURCHASE AGREEMENT TERMS: 7/1/15-6/30/18

FY16 7/1/15-6/30/16

FY17 7/1/16-6/30/17

FY18 7/1/17-6/30/18

F--
Cancel Add Another |' Apply !

Copyright (c} 2008, Oracle. All rights reserved.

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement

ENTER TITLE: PURCHASE AGREEMENT TERMS

SELECT CATEGORY: TO SUPPLIER

(WHEN SELECTING TO SUPPLIER IT WILL PRINT ON THE REQUISITION)

SELECT TEXT: ENTER PURCHASE AGREEMENT INFORMATION (SEE ABOVE EXAMPLE)

CLICK ON: APPLY
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n Navigator - B Favoriies - Shoppig Cait Home Logoul Preferences Helpg

Fostpurieit o Contractors

Raquisition Information

Ck Confirmation

Amchment FURCHASE AGREEMENT TERMS has boon pdded successfully but not comimdtted; it would bo commitoed whon you commit the rest of the curmrent transachion.

Requisition Information: Edit Linos
= Indicates required field

Appty |
sy BTy Accounis  CALtchmeens
Hoquisition Attachments
Akl ALk Bl

{L"."'a e e e e P e e ARSEFEIPEOD, o RSO e 1 [Last updated ay lLast updated i 2= Daten Pt G Cu o

e R WAL LIE Shart Taxt Internal to Requisition 15-Mar-2016 - Tirme ] = | 1
B o e o e e S N R R N RN R RSN RN R N RN RN RN RS RN R N ull -

Ly Thesmi Desoripbhon (1113 Quninkity P Aumsont [USD) Abtachments

| FriG FIRE ALARM REFAIRS Ench | o UsD 0.0 I

Z FrLif FIREC ALARM REFATRS Each 1 o usD 0.00 *

3 Fris FIRC ALARM REFATRS Each 1 L 0.00 >

e FYl6 FIRE ALARM TESTING Ench | 0O USD 0.0 B

5 FYi7 FIRE ALARM TESTING Ench { | 0O UsD 0.0 3

L FYi8 FIRE ALARM TESTING Ench { | 0O USD 0.0 T

I Frig FIRE ALARM IMSPECT ICNS Each 1 0 usD 0.00 ]

o FrL¥ FIRE ALARM IMSPECT ICNS Each 1 0 usD 0.00 &

= -
a3 FYLE FIRD ALARM THEPECTIONS Dach 1 0 uUsSD . G i g I
I
=TIP Chell on an-Attachment ioon be sdd or update sttachments for & partcular lina.

Shop Requinfions  Recening  Contraciom  Shopgsng Can Home  Logout  Prslemmmes n Halp

Privacy Statesn Copryrghl (€] 2008, Drach, AN fights resorved

HEADER ATTACHMENT WILL APPEAR UNDER TITLE — :
LINE ATTACHMENT WILL APPEAR NEXT TO LAST LINE AS AN ICON s 45

IF ANY OTHER ATTACHMENTS ARE REQUIRED, REPEAT THE PROCESS ABOVE. IF ATTACHING A FORM OR SPECIFICATIONS,
SELECT “FILE” AND “BROWSE” TO FIND YOUR ATTACHMENT.

REMEMBER: SELECT “INTERNAL” WHEN INFORMATION IS JUST FOR PURCHASING. ANY TIME “TO SUPPLIER” IS SELECTED IT
WILL PRINT OUT.
WHEN ATTACHMENTS ARE COMPLETED

CLICK ON: APPLY
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M Navigator v i Favorites v Shopping Cart Home Lo

Receiving | Contractors

Shop | Requisitions

Requisition Information
Checkout: Requisition Information

Approvals Review And Submit

* Indicates required field

* Requisition Description

* Document to Create
* Type of Requistion?

Prior PO#?

Change Order?

PO to be Changed

Change will make PO over 5k?

Delivery
* Need-By Date |19-Mar-2016 00:00:00 [
(example: 15-Mar-2015 13:45:00)
* Requester {
* Deliver-To Location  |06800-025 @
Additional Line Information

“TIP Reminder: All Additional Line Information fields must be completed
when requesting Contractor Services.

* Bill To Location

CLICK ON: SUBMIT

4/20/2016

Save | I-' Submit : Edit Lines Step1of 3 | MNext

Cancel

FIRE ALARM REPAIRS, TESTING, AND INSPECTION FOR

Purchase Agreement @

Blanket or Contract Purchase Agreement
*0THER Q,

Standard

N <

No
li
N =

No

GL Date |14-Mar-2016 E

06800-025 ey
DOA CENTRAL SERVICES
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M Navigator v B Favorites ¥ Shopping Cart Home

ihﬂ’ Requisitions | Receiving | Contractors

I':qu Confirmation I
!_qugslloll;l?i?ﬁﬁ as been submitted to -for approval.

To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop page.

Continue Shopping

Shop Requisitions Recewing Contractors Shopping Cart Home Logout Preferences

Privacy Statement yright (c) 2008, Oracle. All rights reserved.

CONFIRMATION NOTICE WILL GIVE A REQUISITION NUMBER

GO BACK TO YOUR SHOP TAB TO CONFIRM THAT REQUISITION STATUS IS: “IN PROCESS”
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N MNavigator v @ Favorites v Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

Stores Shopping Lists | Mon-Catalog Request | Contractor Request

Search | Main Store E | Go | Advanced Search

Stores shopping Cart

Main Store WB Mason TEMPORARY SERVICES-ADIL Your cart is empty.

Main Store WB Mason Temporary Personnel Services

My Requisitions Purchasing News

Full List
P . . This is where the customer puts their own
Requisition Description Total (USD) .“Ea_tui — Copy Change Receive Trteerr TR e ieE s E e ST LTl
1437386 FIRE ALARM REPAIRS, TESTING, AND INSPECTION FOR FY16, FY17, AND FY18 D.DDIIn Process | [ 5
e = N N 8 | : :

1437383 LINE #1 STANDARD PURCHASE ORDER 750.00 Approved ™ &
1437381 MPA-8888 FY16 ITEM#1 160.00 Approved 5 &
1437379 TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLANKET END DATE DO RELEASE 800.00 Incomplete
1437378 APA-14422 FY19 RENTAL FOR PARKING SPACES AT RICC 800.00 Incomplete

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright {c) 2006, Oracle. Al rights reserved.

IF REQUISITION STATUS IS “INCOMPLETE”, RETURN TO THE HOME PAGE TO CHECK NOTIFICATIONS IN THE WORKLIST. CLICK

ON A NOTIFICATION TO OPEN IT. NOTIFICATION SHOULD INFORM YOU OF WHAT IS MISSING OR IF THERE IS A FUNDING ISSUE.
CORRECT IF NEEDED AND RE-SUBMIT.

*******N OTE******

TO SUBMIT AN RFP REQUEST:

FOLLOW THIS SAME FORMAT — ZERO DOLLAR REQUISITION

GIVE A BREIF DESCRIPTION ON REQUISITION OF WHAT YOU ARE LOOKING TO PROCURE AND INCLUDE THE CONTROL VALUE,
BLANKET PERIOD, AND ELECTRONIC FILE OF RFP DOCUMENT.

END
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STATE OF RHODE ISLAND
DEPARTMENT OF ADMINISTRATION
DIVISION OF PURCHASES

RIFANS

CHANGE ORDER INSTRUCTIONS
ELECTRONIC CHANGE ORDERS
PAPER CHANGE ORDER FORMS
CHANGE ORDER REQUISITIONS
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ELECTRONIC CHANGE ORDER
PROCESS

INSTRUCTIONS:

The electronic change order process can be utilized for changing Blanket Releases, Contract Releases, and Standard Purchase Orders
under $5000.00. These would all have “Autocreate” as a buyer. A change order form is not required.

The person who created the requisition for the purchase order will have to be the one to do the electronic change order. Here are the
instructions for the electronic change order process:



o -

I *Usar Name |
| (exampie: michasl.ames.smith) !
1 *Password :
: Login : Cancel
Forgot vour password? State Employees must contact the service desk at 574-9709. Do not use this link. Suppliers must amail
doa.stateportalhelp@doa.ri.gov
Accessibility None -

Select a Language:
English

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

LOGIN
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B Favorites ¥ Logout Preferences Help

Enterprise Search | All E | Go Search Results Display Preferance I Standard :

Logged In As
Oracle Applications Home Page

Main Menu Worklist

Personalize Full List
— i —————
5

0680-Requisitioner || =) Previous I 1-25 : Next 25 &
B TRt Phanca! fhadiy [From Type [Subject [sent~  [Due]
CJR1 General Ledaer Reports 0'Donnel, RI Requisition Purchase Requisition 1437377 has been approved 09-Mar-2016
| RI Purchasing Reports Thomas
0'Donnel, RI Requisition Purchase Requisition 1437376 has been approved 09-Mar-2016
Thomas
RI Requisition Purchase Requisition 1437379 faled correctness check 09-Mar-2016
RI Requisition Purchase Requisition 1437378 failed correctness check 09-Mar-2016
Orgel, Daniel RI Requisition Purchase Requisition 1437375 has been approved 09-Mar-2016
RI Requisition Purchase Requisition 1437374 failed correctness check 09-Mar-2016
Schiappa, Marco  Reguester Change Order Response to Requisition 1437373 (10,000.00 USD} Change Request for Raposa 09-Mar-2016
Approval Sandra
Reynolds, Kimberly RI Requisition Purchase Requisition 1437373 has been approved 09-Mar-2016
HOME PAGE

CLICK ON: REQUISITIONER
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n Navigatorv B Favorites ¥ Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | Non-Catalog Request | Contractor Request

Search | Main Store IZ| I Go | Advanced Search
Stores Shopping Cart
Main Store WB Mason TEMPORARY SERVICES-ADIL Your cart is empty.
Main Store WB Mason Temporary Personnel Services
B _B_&__i
L_Full List
P . . . This is where the customer puts their own
Requisition Description Total (USD) Status Copy Change Receive e e e Aty i)
1437387 LINE#1 - RECEIVING STANDARD PURCHASE ORDER TEST 4,450.00 |Approved _I'_'-I > &
1437386 FIRE ALARM REPAIRS, TESTING, AND INSPECTION FOR FY16, FY17, AND FY18 0.00|In Process _"—- 53
1437383 LINE #1 STANDARD PURCHASE ORDER 750.00 Approved _I"-I a &
1437381 MPA-8888 FY16 ITEM#1 160.00 Approved _"—- 53 &
1437379 TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLANKET END DATE DO RELEASE 800.00 Incomplete e

C

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright 06, Oracle. All rights reserved.

SHOP SCREEN

CLICK ON: FULL LIST
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M Navigatorv g Favorites ¥ Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
Requisitions | Notifications | Approvals

Requisitions

Search

Views

View IAII My Requisitions : Go

@ Indicates requisition with a pending change request.

Select Object: Copy To Cart | Cancel Requisition Complete <) Previous I 1-25 j Next 25 (=)
Qty Qty Open

Select Requisition |Description Total Quantity Delivered Cancelled Quantity|Creation Date * Status |Order
© |143‘T'3---8-8-_-‘RECEI‘.-"II‘-JG STANDARD PURCHASE ORDER TEST 2 4,450.00 USD 650 650 0 0|18-Mar-2016 09:07:39 Approved (3441900
© |1437387 LINE#1 - RECEIVING STANDARD PURCHASE ORDER TEST 4,450.00 USD 650 650 0 0|18-Mar-2016 08:47:04 Approved (3441838
m 1437386 FIRE ALARM REPAIRS, TESTING, AND INSPECTION FOR FY16, FY17, AND 0.00 USD 9 0 0 9/14-Mar-2016 16:02:41 In Process
) [Riek:]
© |1437383 LINE #1 STANDARD PURCHASE ORDER 750.00 USD 3 0 0 3|11-Mar-2016 11:36:11 Approved (3441895
© 1437381 MPA-8888 FY16 ITEM#1 160.00 USD 160 0 0 160 10-Mar-2016 10:42:37 Approved 3441864-2
. 1437379 TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLANKET END DATE DO 800.00 USD 600 0 0 600/09-Mar-2016 14:24:37|Incomplete
© |1437378 APA-14422 F¥19 RENTAL FOR PARKING SPACES AT RICC 800.00 USD 600 0 0 600 09-Mar-2016 14:15:35 Incomplete
. 1437377 TEST - DECEMBER 2015 SCENARIO 42 STANDARD CRIT CAPITOL PROJECT 8,000.00 USD 1 0 0 109-Mar-2016 12:01:20 Approved
: ACCOUNT CAT:939.21 FIXED ASSET OVER $5000
m 1437376 TEST - DECEMBER 2015 SCENARIO 41 STANDARD CRIT CAPITOL PROJECT 4,000.00 USD 1 0 0 1|/09-Mar-2016 11:54:54 Approved (3441891
‘ ACCOUNT CAT:939.21 FIXED ASSET UNDER $5000
. 1437375 TEST DECEMBER 2015 SCENARIO 39 EXCEED WORK ORDER LIMIT ON 900,000.00 USD 900000 0 0 900000|09-Mar-2016 10:57:13 | Approved |3441864-1
) BLANKET
P 1437374 TEST DECEMBER 2015 SCENARIO 39 EXCEED WORK ORDER LIMIT ON 1,500,000.00 USD 1500000 0 0 1500000 09-Mar-2016 10:45:23 Incomplete
) BLANKET
) 1437373 TEST - DECEMBER 2015 SCEMARIO 37 CONTRACT RELEASE EXCEED AMOUNT 5,000.00 USD 1 i} 0 1/09-Mar-2016 09:31:17 Approved (3441889
: AGREED
. 1437372 TEST - DECEMBER 2015 SCENARIO 35 AWARD BID WITH INITIATE APPROVAL 8,000.00 USD 1 i} 0 1 08-Mar-2016 16:11:06 Approved 3441885
: UNCHECKED

CLICK ON: REQUISITION NUMBER

(DO NOT CLICK ON THE RADIO BUTTON)
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m Navigatorv @B Favorites ¥ Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
Requisitions | MNotifications | Approvals
Requisitions: Requisitions >

Requisition 1437388

Copy To Cart Change
Description RECEIVING STANDARD PURCHASE ORDER TEST 2
Status Approved
Created By )
) Change History Mo
Creation Date 18-Mar-2016 09:07:39 -
. Urgent Requisition No
Deliver-To DOA CENTRAL SERVICES ONE CAPITOL HILL, ZND
Attachment None
FLOOR SMITH ST PROVIDENCE,RL 02908
. ) Note to Buyer
Justification
Details
Line Description Need-By Defiver-To Unit Quantity Qty Delivered Qty Cancelled Open Quantity Price Amount (USD) Details Order
1 LINE#1 - RECEIVING STANDARD PURCHASE ORDER TEST 23-Mar-2016 00:00:00 08800-025 Each 150 150 0 0 15UsD 2,250.00 E_J 3441900
2 LINE#2 - RECEIVING STANDARD PURCHASE ORDER TEST 23-Mar-2016 00:00:00 06800-025 Each 200 200 ] 0 5UsSD 1,000.00 E_J 3441900
3 LINE#3 - RECEIVING STANDARD PURCHASE ORDER TEST 23-Mar-2016 00:00:00 06800-025 Each 300 300 a 0 4UsD 1,200.00 E_J 3441900
Total 4,450.00

Return Copy To Cart I-Change

Shop Requisitions Receming Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright { Jl rights reserved.

CLICK ON: CHANGE BUTTON
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n Navigator v g Favorites v Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Requisitions = Notifications | Approvals

"

Enter Changes View Approvals Review And Submit
Change Order 1437388 (4,450.00 USD): Select Lines
For lines with multiple distributions, click on the Quantity link to change quantities or click on the Amount link to change amount. PE— Step10f3 | Next
order S —— Amount. [Cincall  E——— _
Line Description Type Order “Need-By Unit 1 Quantity Pr'lcel (usp) | Line I AttachmentgReason |
1 I | 1 l|quanTrry FrRom 150 TO |
] b 51 If175 |
1 LINE#1 - RECEIVING STANDARD PURCHASE ORDER Purchase 3441900 |23-Mar-2016 5 |Each ’1 175 *I 15 USDl 2,625.00 I 1 & |
TEST 1 : 1 : !
: | | 1 I QUANTITY FROM 200 TO i
= | 1 { : gl I
2 LINE#2 - RECEIVING STANDARD PURCHASE ORDER Purchase 3441900 |23-Mar-2016 [ [Each *i 210 *I 5 uspl 1,050.00 | I e | |
TEST I - 1 I I |
| : 1 1 llPricE FROM 4 TO 4.50 |
I ] | g1 | |
3 LINE#3 - RECEIVING STANDARD PURCHASE ORDER Purchase 3441900 |23-Mar-2016 & |Each *L 300 ’i 4.5 USDl 1,350.00 I_ - d & I_ |
TEST

¥ TIP Note that not all lines may be eligible for changes.

r--q
Cancel Step1of37 Next ||

Shop Requisitions Receimving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright {c) 2006, Oracle. Al rights reserved.

THE QUANTITY AND PRICE CAN BE CHANGED AS NEEDED

*NOTE: IF CHANGING A BLANKET RELEASE THE PRICE WILL NOT BE ABLE TO BE CHANGED BECAUSE IT IS A PRE-
DETERMINED PRICE FROM THE STORE.

IF ALINEIS ELIGIBLE TO BE CANCELED (LINE CANNOT BE RECEIVED OR BILLED ON)
CLICK ON: CANCEL LINE BOX

TYPE IN A REASON IN THE REASON BOX
(WILL NOT GO TO NEXT SCREEN IF REASON IS NOT ENTERED)

CLICK ON: NEXT
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m Navigator v g Favorites ¥ Shopping Cart Home Logout Prefi
Shop | Requisitions | Receiving | Contractors

Requisitions | Notifications | Approvals

L
Enter Changes
Change Order: Select Approvers
Your changes will be sent to the following list of approvers.

J
View Approvals Review And Submit

Cancel Back | Step2of3| Hext
Approvals
Manage Approvals
B— | v U

Note to Approver

r I
Cancel Back | Step2 01‘3. Nex i
Shop Requisitions Recewning Contractors Shopping Cat Home Logout Preferences

Privacy Statement

Copyright (c) 2006, Oracle. All rights reserved.
CLICK ON: NEXT

(IF APPROVERS ARE ALREADY THERE YOU SHOULD NOT HAVE TO ADD ANYTHING TO THIS SCREEN)
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M Navigatorv B Favorites v Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
Requisitions = Notifications | Approvals
o O 4
Enter Changes View Approvals Review And Submit
Change Order 1437388: Review and Submit

Cancel Back | Step 3 of 3 Submit

%t Indicates new value

Order Amount MNon Recoverable Recoverable Tax Cancel

Details Line Description Type Order HNeed-By Unit Quantity Price (usD) Tax (USD) (usD) Attachments Line Reason

1 Show |1 LINE#1 - RECEIVING Purchase 3441900 23-Mar-2016 00:00:00 Each *>0 2:250.00 QUANTITY FROM
STANDARD PURCHASE ORDER 175 33 |15 USD 2,625.00 33 |0.00 0.00 150 TO 175
TEST

o 200 1,000.00

[ Show|2 LINE#2 - RECEIVING Purchase 3441900 23-Mar-2016 00:00:00 Each QUANTITY FROM
STANDARD PURCHASE ORDER 210 gx |5 USD 1,050.00 3¢ 0.00 0.00 200 TO 210
TEST

- Show 3 LINE#3 - RECEIVING Purchase 3441900 23-Mar-2016 00:00:00 Each 4 USD  12,200.00 PRICE FROM 4
STANDARD PURCHASE ORDER 300 4.5 USD y¢ 1,350.00 i 0.00 0.00 TO 4.50
TEST

[
Cancel Back | Step 3 of 3 ' Submit :

. All rights reserved.

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement

THIS PAGE SHOWS THE CHANGES MADE WITH THE NEW VALUE INDICATOR ,_,2

CLICK ON: SUBMIT
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M Navigatorv @B Favorites ¥ Shopping Catt Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
Requisitions | Notifications | Approvals

[ S

| L_'g-, Confirmation 1
i Your change reguest{s) for Requisition 1437388 have been submitted for processing. View status of the change request{s) from the Requisition Status page. 1

Change Order 1437388: Confirmation Details

Reqguest Created By 0Old Mon-Recoverable Tax  0.00 USD
Reguest Creation Date 21-Mar-2016 08:57:31 MNew Non-Recoverable Tax 0.00 USD
0ld Requisition Total 4,450.00 USD Note to Approver
New Requisition Total 5,025.00 USD
4 Indicates new value
Order Amount HNon Recoverable Recoverable Tax Cancel
Details Line Description Type Order HNeed-By Unit Quantity Price (usD) Tax (UsD) (usD) Attachments Line Reason
71 Show |1 LINE#1 - RECEIVING Purchase 3441900 23-Mar-2016 00:00:00 Each 2 2200 QUANTITY FROM
STANDARD PURCHASE ORDER 175 §& 15 UsD 2,625.00 §% 0.00 0.00 150 TO 175
TEST
- 200 1,000.00
71 Show |2 LINE#2 - RECEIVING Purchase 3441900 23-Mar-2016 00:00:00 Each QUANTITY FROM
STANDARD PURCHASE ORDER 210 3 5 UsD 1,050.00 3% 0.00 0.00 200 TO 210
TEST
7] Show |3 LINE#3 - RECEIVING Purchase 3441900 23-Mar-2016 00:00:00 Each i U TALEEL FRICE FROM 4
STANDARD PURCHASE ORDER 300 4.5 USD {§ 1,350.00 3§ 0.00 0.00 TO 4.50
TEST

Return to Requisition Details

Shop Reguisitions Receiving Contracters Shopping Cat Home Logout Preferences Help

Privacy Statement yright (c) 2006, Oracle. Al rights reserved.

CONFIRMATION NOTICE

SEE INSTRUCTIONS BELOW TO CHECK THE STATUS OF AN ELECTRONIC CHANGE ORDER.
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Shop } Requisitions | Receiving | Contractors
L}
Stores | Shopping Lists | Non-Catalog Request | Contractor Request

Search | Main Store E I Go | Advanced Search
Stores
Main Store WB Mason
Main Store WB Mason
My Requisiti

Requisition  Description

1437388 RECEIVING STANDARD PURCHASE ORDER TEST 2

1437387 LINE#1 - RECEIVING STANDARD PURCHASE ORDER TEST

1437386 FIRE ALARM REPAIRS, TESTING, AND INSPECTION FOR FY16, FY17, AND FY18
1437383 LINE #1 STANDARD PURCHASE ORDER

1437381 MPA-B888 FY16 ITEM#1

M Navigatorv B Favorites ¥ Shopping Catt Home Logout Prefere

Shopping Cart
TEMPORARY SERVICES-ADIL Your cart is empty.
Temporary Personnel Services

Purchasi

- —
I-I Full List i

Total (USD) Status Copy Change Receive
4,450.00 Approved

This is where the customer puts their own
purchasing news items (this is an HTML plugin).

4,450.00 Approved ™ 5

0.00|In Process fe) 3
750.00 Approved e ¥ &
160.00 Approved e > %

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement

TO CHECK THE STATUS OF AN ELECTRONIC CHANGE ORDER

GO BACK TO THE SHOP TAB

CLICK ON: FULL LIST
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M Navigatorv B Favorites ¥ Shopping Cart Home Lo

Shop | Requisitions | Receiving | Contractors
Requisitions = MNotifications | Approvals

Requisitions

Search

Views

View IAII My Requisitions El Go

@ Indicates requisition with a pending change request.

Select Object: Copy To Cart | Cancel Requisition Complete Previous I 1-25 : Next 25 (2
Qry Qty Open
Select|Requisition |Description Total Quantity Delivered Cancelled Quantity|Creation Date « Status Order
1437388 RECEIVING STAMDARD PURCHASE ORDER TEST 2 4,450.00 USD 650 650 i] 0/18-Mar-2016 09:07:39)Approved g 3441900
1437387 LINE#1 - RECEIVING STANDARD PURCHASE ORDER TEST 4,450.00 USD 650 6350 a 0/18-Mar-2016 08:47:04 Approved 3441898
1437386 EIRE ALARM REPAIRS, TESTING, AND INSPECTION FOR FY16, FY17, AND 0.00 USD 9 i} i] 9 14-Mar-2016 16:02:41 In Process
EY18
1437383 LINE #1 STANDARD PURCHASE ORDER 730,00 USD 3 0 0 3/11-Mar-2016 11:36:11 Approved 3441895
1437381 MPA-8888 FY16 ITEM#1 160.00 USD 160 i} 0 160 10-Mar-2016 10:42:37 Approved 3441864-2
1437379 TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLAMKET END DATE DO 800.00 USD 600 a 0 600 09-Mar-2016 14:24:37 Incomplete
1437378 APA-14422 FY19 RENTAL FOR PARKING SPACES AT RICC 800.00 USD 600 0 0 600 09-Mar-2016 14:15:35 Incomplete
1437377 TEST - DECEMBER 2015 SCENARIO 42 STANDARD CRIT CAPITOL PROJECT 8,000.00 USD 1 i} ] 1/09-Mar-2016 12:01:20 Approved
ACCOUNT CAT:939.21 FIXED ASSET OVER $5000
1437376 TEST - DECEMBER 2015 SCENARIO 41 STANDARD CRIT CAPITOL PROJECT 4,000.00 USD 1 i} i] 1 09-Mar-2016 11:54:54 Approved 3441891

ACCOUNT CAT:939.21 FIXED ASSET UNDER $5000

THERE WILL BE A BLUE DOT FOR A CHANGE ORDER THAT IS IN PROGRESS.

CLICK ON: APPROVED NEXT TO THE BLUE DOT .0
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N MNavigator v @ Favorites v Shopping Cat Home Logout Prefere

Shop | Requisitions | Receiving | Contractors

Requisitions = Notifications | Approvals

Requisitions: Requisitions >

Approval History for Requisition 1437388

To view the requisition change history, click View Change History button.

View Change History | 0K |
D—' Approved
|Sequenoe v Approver Organization Name Action Action Date Notes
7 State of Rhode Island
6 State of Rhode Island Pending
5 State of Rhode Island Change Requested 21-Mar-2016 08:59:32
4 State of Rhode Island Approved 18-Mar-2016 09:09:09
3 State of Rhode Island Approved 18-Mar-2016 09:08:56
2 State of Rhode Island Reserved 18-Mar-2016 09:08:39
1 State of Rhode Island Submitted 18-Mar-2016 09:08:35

[ e e

View Change History OK

Requisitions Receiving Contractors Shopping Cait Home Logout Preferences Help

THIS PAGE WILL SHOW YOU THE APPROVAL PATH

CLICK ON: VIEW CHANGE HISTORY
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n Navigator v g Favorites v Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors

Requisitions | Notifications | Approvals

Requisitions: Reguisitions >  Approval History for Requisition 1437388 >
Requisition 1437388 Change History

Lok |

~ @ : .

|_,"—" | - | - In Process

i} Indicates new value — o 1

Deta'isll!equmted Date I_ine|[)mcﬁpt'|on Order Type|Order |Heed—By Unit]Quantity Price Amount (USDj;Ca ncel Line |0veral Status|

B Shovll21-Mar-2016 08:56:13 LINE#1 - RECETVING STANDARD PURCHASE ORDER TEST |Purchase 3441900 23-Mar-2016 00:00:00 EEIC"I:LSD BTN I IPending}
| I 175 3% 15 usb 262500 &% | ———
I ! 4 USD 1,200.00 -

@_Shcu'l?_l-l‘\"lar-mlﬁ 08:56:13% LINE#3 - RECEIVING STANDARD PURCHASE ORDER TEST |Purchase 3441900 23-Mar-2016 00:00:00 Eacfl T 1 Pending
1 1300 4.5 USD §0F 1,350.00 &3 |
i ! b0 1,000.00 I

B Shc-.'\l' 21-Mar-2016 08:56:13k LINE#2 - RECETVING STANDARD PURCHASE ORDER TEST |Purchase 3441900 23-Mar-2016 00:00:00 EacHl ! 1 Pending
I j210 L 5 UsSD 1,050.00 % 1

-
Y TIP Click the Overall Status link to view the line's change status details o —————————

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help
Privacy Statement Copyright () 2006, Oracle. Al rights reserved.

THIS SCREEN SHOWS YOU THE CHANGE THAT WAS MADE AND THE DATE IS WAS REQUESTED. IT SHOWS THE STATUS
WHICH IN THIS EXAMPLE IS " PENDING”

YOU SHOULD ALWAYS CHECK ON YOUR STATUS. IF THE STATUS SHOWS AS "REJECTED”
CLICK ON: REJECTED
(IT SHOULD GIVE YOU A MESSAGE AS TO WHY IT WAS REJECTED)

*kkkkk I M PORTANT*******
SEE TIPS ON THE NEXT PAGE TO AVOID AN ELECTRONIC CHANGE ORDER GETTING REJECTED.
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Here are a few tips to help you avoid any problems:

*Make sure that the purchase order you are making the electronic change order to does not have any pending
payments in process. (NO OPEN INVOCES)

*The Purchase Order to be changed should be in “Approved” status.
*The receiving should match what was billed.
oIf increasing a line be sure there are enough funds in the account to cover the increase.

*If the Purchase Order to be changed is a release from a Blanket Purchase Order or Contract Purchase Order the
Blanket/Contract needs to be active and not expired.

*The total increase to a Purchase Order Release against a Blanket/Contract should not exceed the Amount Agreed
on the main Blanket/Contract

The electronic change order will go into “Rejected” status if the above requirements are not met.



PAPER CHANGE ORDER FORM
PROCESS

When to use the paper change order form:

To make a change to a Contract Purchase Agreement or a Blanket Purchase Agreement.

Blanket/Contract Control Value (Amount Agreed) increase or decrease
Blanket/Contract Date change
Blanket Purchase Agreement Line description change or price change

To Request a supplier name change on a Standard Purchase Order that was created in Central Purchasing or a
Blanket/Contract Purchase Agreement.

To request the cancellation of a purchase order.

For a decrease to a Standard Purchase Order over $5000.00 or a Single/Sole Source Purchase order (Any Amount)
that has been assigned to a buyer and is not a contract release or blanket release:

Submit a Purchase Order Change form to Purchasing advising us of the change and then we will contact you to make the
electronic change. The reason for this is that we need to have documentation of any changes to update our file.

Form is located on the purchasing website: www.purchasing.ri.gov

An example of the form is on the following page.


http://www.purchasing.ri.gov/

STATE OF RHODE ISLAND AND PROVIDENCE PLANTATIONS
Department of Administration

DIVISION OF PURCHASES

FAX ¥ 401-222-6387

oy RI-FAN

PURCHASE ORDER CHANGE FORM

DATE: AGENCY DOCUMENT |LD. #
PURCHASE ORDER NUMBER TO BE CHANGED:
(ONLY 1 PURCHASE ORDER PER FORM)

DELEGATED AUTHORITY O
NON-DELEGATED AUTHORITY [

TYPE OF CHANGE TO BE MADE | FROM T0

SUPPLIER NAME (include W-8 FORM)

LINE ITEM DESCRIPTION CHANGE
(MUST IDENTIFY LINE # )

DELETE/CANCEL A LINE ITEM

(MUST IDENTIFY LINE # ) N/A N/A

REDUCE THE QUANTITY ON A LINE ITEM
(MUST IDENTIFY LINE # )

CHANGE ACCOUNT NUMBER
(MUST IDENTIFY LINE # ____)

BLANKET/CONTRACT CONTROL VALUE CHANGE

BLANKET/CONTRACT DATE CHANGE

CANCEL ENTIRE PURCHASE ORDER

| (give justification/reason below) | YES

NIA | N/A

REASON/JUSTIFICATION:

CONTACT PERSON: PHONE NUMBER:

AUTHORIZED AGENT:

PRINTED NAME SIGNATURE

[LITHIS FORM DOES NOT APPLY FOR ADDING A LINE ITEM OR INCREASING A QUANTITY OF AN
EXISTING LINE ITEM. A REQUISITION MUST BE CREATED IN iPROCUREMENT.

Rev'd 712808

140
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CHANGE ORDER REQUISITION
INSTRUCTIONS

For an increase to a Standard Purchase Order over $5000.00 or a Single/Sole Source Purchase Order (Any Amount)
that has been assigned to a buyer and is not a contract release or blanket release:

A change order requisition with backup documentation attached will need to be submitted.

See Change Order Requisition Instructions on the following pages.



M Navigator v B¢ Favorites ¥ Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors

Stores | Shopping Lists | E[Etaloq_ke&u&sl_ | Contractor Request
Search | Main Store IZ| I ﬂ Advanced Search
Stores Shopping Cart
Main Store WB Mason TEMPORARY SERVICES-ADIL Your cart is empty.
Main Store WB Mason Temporary Personnel Services
Full List
Requisition  Description Total (USD) Status Copy Change Receive Eirz‘ifa::zr:eﬁ: ii;t:r{l;?sﬁ:t:nmk;:dt?ugin}.
1437390 TEST - LINE#1 INVOICE VIEWING 5,000.00 Approved _I"_—I > G
1437388 RECEIVING STANDARD PURCHASE ORDER TEST 2 4,450.00 Approved B
1437387 LINE#1 - RECEIVING STANDARD PURCHASE ORDER TEST 4,450.00 Approved I"—I >
1437386 FIRE ALARM REPAIRS, TESTING, AND INSPECTION FOR FY16, FY17, AND FY18 0.00|In Process _"—- 4
1437383 LINE #1 STANDARD PURCHASE ORDER 750.00 Approved _I"_-I > %

=

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement

SHOP SCREEN

All rights reserved.

CLICK ON: NON-CATALOG REQUEST

4/20/2016 142
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Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | MNon-Catalog Request | Contractor Request

S —— -  Shopping Cart
Clear All | | Addtocart | | Add to Favorites | | Your cart is empty.
r * tem Type  Goods billed by quantity - [0 : Contract Number X
I ~ Item Description  TEST - CHANGE ORDER REQUISITION | [ News Supplier
: OVER $5000.00 : Supplier Name N
I I Site %
: * Category [800.16 = : Contact Name
1 * Quantity 1 1 Fhone
: * Unit of Measure |Each Q : Supplier Ttem
1 * Unit Price 6000 1
1 * Currency USD - I

[CTrrg Required
O Megotiated

Clear All Add to Cart I Add to Favorites

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement yright (c) 2008, Oracle. All rights reserved.

COMPLETE THE FOLLOWING FIELDS:
*ITEM DESCRIPTION

*CATEGORY CODE
*UNIT OF MEASURE
*UNIT PRICE

****N OTE****
SUPPLIER IS NOT NEEDED WHEN CREATING A CHANGE ORDER REQUISITION.

CLICK ON: ADD TO CART
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Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | MNon-Catalog Request | Contractor Request
Non-Catalog Request

™ Indicates required field Clear All | | Addtocart | | Add to Favorites | | Your car‘t(zoixains 1line. :
~ I Recently Added Lines
* tem Type  Goods billed by quantity - o Contract Number <% LTEST__CH&NEEE_ -l _Eachy
* Item Description  TEST - CHANGE ORDER REQUISITION [ New Supplier T ————————
OVER $5000.00 Supplier Name Q 1 view cart and Checkout |1
Site o §
* Category [800.16 @ Contact Name
* Quantity 1 Phone
* Unit of Measure |Each Q Supplier tem
* Unit Price 6000
* Currency USD -
@ RFQ Required
& Megotiated
Clear All Add to Cart Add to Favorites

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement

CLICK ON: VIEW CART AND CHECKOUT

Copyright (c) 2006, Oracle. All rights reserved.
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N Navigatorv B Favorites ¥
Shop | Requisitions | Receiving | Contractors

Shopping Cart Home Logout Prefere
Shopping Cart

Save Checkout
Line Item Description Special Info Unit Quantity Price Amount (USD) Delete
1 TEST - CHANGE ORDER REQUISITION OVER $5000.00 Each I 1 I 6000 UsD 6,000.00 m
Total 6,000.00
Return to Shopping

Shop Requisitions Receiving Contractors

Privacy Statement

REVIEW LINE

Shopping Cart Home Logout Preferences Help

006, Oracle. All rights reserved.

CLICK ON: CHECKOUT
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1 Navegator - B Favonigs - Shopping Tl Home Logoul Prelerences Help

Heduisitions L Contractors
=} J
Rnquiisition Information Apprimaals Rimamw Arnid Sulaimt
Checkour Reguislden Information
= Indicates required feld = - - - ———— ] ] .
e Sawe | Suibin Edit Linies | Step 1 of 3 | Hoxt |
—————
* Requisition Description  |TEST - CHANGE CRDER REQUISITION OVER $5000.00
————————————————————
Dacumant to Creats  |[Change Crdér 4,
Lo o - S wll
i o o
I* Type of Requistion? [*OTHER
S R R R R
tandsnd
Prior PO#?
————— s Y |
Changs Order? Y L=
B e - - o
------- =
IPO to ba CFIEI'.EH 34415098 I
e —
Change waill make FO aver 3&7  |Y =1
l ------------ L8 B
= Naod-By Date  |02-Apr-2006 00:00:00 o GL Date  [28-Mar-2016 &
wnmerishis 20-Far- 2016 E9 4% D0
* Requester 4,

= Deliver-To Location | 0GB00-025

 TIP Reminder: All Addgtional Ling Information felds must be completad
whan reqoesting Contractor Sanices

ENTER:

*DOCUMENT TO CREATE — CHANGE ORDER
*TYPE OF REQUISITION

*Bill TO LOCATION

**VERY IMPORTANT***
ENTER:
Y ON THE CHANGE ORDER? FIELD
PO NUMBER TO BE CHANGED IN THE PO TO BE CHANGED FIELD
Y ON THE CHANGE WILL MAKE PO OVER 5K? FIELD IF CHANGE ORDER IS OVER $5,000.00 USD

CLICK ON: EDIT LINES
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COMPLETE REQUISITION
PROCESS:

* APPLY CHARGE ACCOUNT
* ADD ATTACHMENTS (IF CRITICAL EXPENSE FORM OR BACKUP DOCUMENTATION IS NEEDED FOR THE INCREASE)



CHANGING AN ACCOUNT
NUMBER INSTRUCTIONS

*PURCHASING CANNOT CHANGE ACCOUNT NUMBERS AS WE DO NOT HAVE ACCESS TO YOUR ACCOUNTS.
There are two steps to changing an account number on a Purchase Order:
Step: 1

Follow the electronic change order process to close out the line that needs a new account number. To close out a line that has been billed
on the amount needs to be reduced to what was billed.

To close out a line that has not been received or billed on you can select the “Cancel Line” box and type in a reason.
Step: 2

A change order requisition will need to be submitted to add the line back to the purchase order with the correct accounting information. The
requisition will be created the same as the original requisition except the Document to Create you will select “Change Order Requisition”. Fill
in the “PO to Change” box with complete purchase order number including the release number if applicable.

*|MPORTANT**

Add an attachment to the change order requisition “Internal to Requisition” Attention: Donna Brennan — This change order requisition is to
replace original line because of an account number change. The amount of the purchase order will not change.

When the change order requisition is received in Purchasing it will be processed to add the line back to the purchase order with the new

information.



STATE OF RHODE ISLAND
DEPARTMENT OF ADMINISTRATION
DIVISION OF PURCHASES
RIFANS

RECEIVING INSTRUCTIONS
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s I *User Name | 1
B Q%" | (exemple: michaeljamss.smith ) -
<A | "Password I
tmmmmmmmmme————

| Login || Cancel
Forgot vour password? State Employees must contact the service desk at 574-9709. Do not use this link. Suppliers must amail
doa.stateportalhelp@doa.ri.gov

Accessibility None -

Select a Language:
English

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

LOGIN

FIRST OPTION
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B Favorites ¥ Logout Preferences Help

Enterprise Search | All E | Go Search Results Display Preferance I Standard :

Logged In As
Oracle Applications Home Page

Main Menu Worklist

Personalize Full List
— i —————
5

0680-Requisitioner || =) Previous I 1-25 : Next 25 &
B TRt Phanca! fhadiy [From Type [Subject [sent~  [Due]
CJR1 General Ledaer Reports 0'Donnel, RI Requisition Purchase Requisition 1437377 has been approved 09-Mar-2016
| RI Purchasing Reports Thomas
0'Donnel, RI Requisition Purchase Requisition 1437376 has been approved 09-Mar-2016
Thomas
RI Requisition Purchase Requisition 1437379 faled correctness check 09-Mar-2016
RI Requisition Purchase Requisition 1437378 failed correctness check 09-Mar-2016
Orgel, Daniel RI Requisition Purchase Requisition 1437375 has been approved 09-Mar-2016
RI Requisition Purchase Requisition 1437374 failed correctness check 09-Mar-2016
Schiappa, Marco  Reguester Change Order Response to Requisition 1437373 (10,000.00 USD} Change Request for Raposa 09-Mar-2016
Approval Sandra
Reynolds, Kimberly RI Requisition Purchase Requisition 1437373 has been approved 09-Mar-2016
HOME PAGE

CLICK ON: REQUISITIONER
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Shop § Requisitions | Receiving | Contractors
Stores | Shopping Lists | Non-Catalog Request | Contractor Request

Search I Main Store IZ| I Go | Advanced Search
Stores
Main Store WB Mason
Main Store WB Mason
My Requisitions

Requisition Description

1437387 LINE#1 - RECEIVING STANDARD PURCHASE ORDER TEST

1437386 FIRE ALARM REPAIRS, TESTING, AND INSPECTION FOR FY16, FY17, AND FY18
1437383 LINE #1 STANDARD PURCHASE ORDER

1437381 MPA-B888 FY16 ITEM#1

1437379 TEST - DECEMBER SCENARIO 45 CHANGE PARENT BLAMKET END DATE DO RELEASE

n Navigatorv B Favorites ¥ Shopping Cart Home Logout Pre

Shopping Cart

Your cart is empty.

TEMPORARY SERVICES-ADIL
Temporary Personnel Services

Purchasing News

Full List

This is where the customer puts their own

Total U-BD} Status Copy Cha"ge Rﬂm purchasing news items (this is an HTML plugin).
4,450.00 |Approved = 1 &
0.00 In Process 1'—-- + ==
750.00 Approved & %
160.00 Approved _‘—_ ¥ &

800.00 Incomplete

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement

SHOP SCREEN

THERE ARE TWO WAYS TO BEGIN RECEIVING

Copyright (c 06, Oracle. All rights reserved.

IF THERE IS A RECEIVING ICON “¢* ON THIS SCREEN NEXT TO THE REQUISITION YOU WANT TO RECEIVE ON

CLICK ON: RECEIVING ICON

4/20/2016
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N MNavigator « B Favories = Shopping Cart Home Logout Freferences Help

Contractors

Stores | Shopping Lists | H:m-tl‘lllng Request | Contractor Request
¥ J
Selact leams Receipt Information Revaw And Submit

Racaive lams: Salect ems

Cance] | Chear Changes | Step 1l of 3 | Next |
Requester =
Include peapls from all organaations
Radquisitaon Humbar -
Cuppligr a
Order Number ,
Shipment Humber 4
Mo Due I.l".rl".- Tirme
et B St v BERROMH S - - "
Chesar |
salect all | Selecs none
i_ —— T | | oL
i Renehr] | order Order  Shipment PO Line Cncumbered
Select Requisithon (N - By Quantityinit Ordered Recehved Involced Suppler Type  |[Wumber Humber [Humber |Date Attachments
Lddras 23-Mar-2018 m:.-nu-.:m:l 150 l Each |-| 150 0 0 NARRAGANSETT  Purchass 3441898 1 18-Mar-2016
=prir [ | ELECTRIC C/O
| QE I : 1 HATIOHAL GRID B
|
1 I i
| I 23-Mar-2016 ﬂﬂ:ﬂ-@:ﬂ'{‘ 200 g Each i 200 0 0 HARRAGANSE Purchase 3441098 2 18-Mar-2Z016
| | I ELECTRIC C/0
=1 I : NATIONAL GRID ¥
1 | I I
1 ! I -
1 I1s 23-Mar-2016 ﬂﬂ:ﬂ-‘l‘!.‘ﬂ‘-ﬂ‘ 300 § Each |"' 300 0 0 HARRAGANSE Purchase 3441896 3 18-Mar-2016
1 i ELECTRIC CfO
| R 1 p—— | HATIONAL GRID .l
'- -—

Cance] | Chear Changes | Step 1 of 3
|

Shop Requisions Recering Contractors Shopping Cant Home  Logout  Prafarances  Halp

Capyright (o) 2008, Oracie AN righis resersed

CHECK THE BOX NEXT TO LINE YOU WANT TO RECEIVE ON

CHECK THE RECEIPT QUANTITY THAT AUTOMATICLLY POPULATES. EITHERLEAVEIT IFIT IS THE CORRECT AMOUNT TO
RECEIVE OR CHANGE.

CLICK ON: NEXT
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m Navigatorv g Favorites ¥ Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | Mon-Cataleg Request | Contractor Request

(& ) O
Select ltems Receipt Information Review And Submit
Receive ltems: Enter Receipt Information
* Indicates required field

i o o o Cancel Back | Step 2of 3 | mext |
* Receipt Date |18-Mar-2016 08:57:39  [5]
(example: 18-Mar-2016 19:45:00)
waybill |

Packing Slip I

Receipt Comments

Does this information apply to all items?

© No, some receipt information differs by item 1

Attachments

Add Attachment...

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
Mo results found.

Cancel Back | Step 2 of BrHext

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Cracle. Al rights reserved.

ADD INFORMATION IF NEEDED BUT NOT REQUIRED

CLICK ON: NEXT
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M Navigatorv B Favorites ¥ Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | MNon-Catalog Request | Contractor Request

o @ J
Select ltems Receipt Information Review And Submit
Receive Items: Review and Submit

Cancel Back | Step 3 of 3 Submit

Receipt Information

Receipt Date 18-Mar-2016 08:57:39
Receipt Comments

Received Item Details
Requisition Description Receipt Quantity Unit Waybill Packing Slip Item Comments Supplier Attachments
1437387 LINE#1 - RECEIVING STANDARD PURCHASE ORDER TEST 150 Each NARRAGANSETT ELECTRIC C/O NATIONAL GRID
1437387 LINE#2 - RECEIVING STANDARD PURCHASE ORDER TEST 200 Each NARRAGANSETT ELECTRIC C/O MATIONAL GRID
1437387 LINE#3 - RECEIVING STANDARD PURCHASE ORDER TEST 300 Each NARRAGANSETT ELECTRIC C/O NATIONAL GRID

F S
Cancel | Back | Step3of3 I Submit :

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement Copyright 06, Oracle. All rights reserved.

CLICK ON: SUBMIT
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M Navigatorv @B Favorites ¥ Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Stores Shopping Lists | Mon-Catalog Request | Contractor Request
e
| “& Confirmation
| Receipt 480962 has been created for you.
p you. |

Receive ltems: Confirmation Details

Receipt Information

Receipt Date 18-Mar-2016 08:57:39

Received Item Details
Receipt Packing Item Receipt

Receipt Requisition Description Quantity Unit Waybill Ship Comments Comments Supplier Attachments
480962 1437387 LINE#1 - RECEIVING STANDARD PURCHASE ORDER 150 Each MARRAGANSETT ELECTRIC C/O NATIONAL

TEST GRID
480962 1437387 LINE#2 - RECEIVING STANDARD PURCHASE ORDER 200 Each NARRAGANSETT ELECTRIC C/O NATIONAL

TEST GRID
480962 1437387 LINE#3 - RECEIVING STANDARD PURCHASE ORDER 300 Each NARRAGANSETT ELECTRIC C/O NATIONAL

TEST GRID

Return to Receiving

Shop Requisitions Receimving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement

CONFIRMATION NOTICE WITH RECEIPT NUMBER

Copyright (c) 2006, Oracle. All rights reserved.
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n Navigator v g Favorites v Shopping Cart Home Logout Preferences Help

Shop | Requisitions § Receiving | Contractors

Stores Shopping Lists | Non-Catalog Request | Contractor Request
Search | Main Store |Z| I Go | Advanced Search

Stores Shopping Cart

Main Store WB Mason TEMPORARY SERVICES-ADIL Your cart is empty.

Main Store WB Mason Temporary Personnel Services

My Requisitions Purchasing News

Full List
P R . This is where the customer puts their own
Requisition  Description Total (USD) Status Copy Change Receive purchasing news items (this is an HTML plugin).
1437388 RECEIVING STANDARD PURCHASE ORDER TEST 2 4,450.00 Approved - = &
1437387 LINE#1 - RECEIVING STANDARD PURCHASE ORDER TEST 4,450.00 Approved ™
1437386 EIRE ALARM REPAIRS, TESTING, AND INSPECTION FOR FY16, FY17, AND FY18 0.00|In Process o 5
1437383 LINE #1 STANDARD PURCHASE ORDER 750.00 Approved ™ s
A v

1437381 MPA-B888 FY16 ITEM#1 160.00 Approved o

Shop Regquisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright {c) 2006, Oracle. Al rights reserved.

IN THE SHOP SCREEN,

CLICK ON: RECEIVING TAB

SECOND OPTION
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M Navigator v B Favorites ¥ Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Receiving Work Confirmations

Search I Items to Receive E Search Attribute | Find by Requisition Number El Search Value Go

Receiving

Select the receiving action you want to perform. Receiving Process
Py e e e . ) ®  Receive

RECEIVE LIEMS Lorrect Receipts : -

[ R_ECE\iIEm_S -! - Record receipt of the items you ordered, or

® Return tems ® View Receipts receive on behalf of others.

Receive ftems
isitions to -

Click Receive to create receipts for the items on the requisition.
Requisition Requisition Description
1437388 RECEIVING STANDARD PURCHASE ORDER TEST 2
1437383 LINE #1 STANDARD PURCHASE ORDER
1437381 MPA-8888 FY16 ITEM#1
1437376 TEST - DECEMBER 2015 SCENARIO 41 STANDARD CRIT CAPITOL PROJECT ACCOUNT

CAT:939.21 FIXED ASSET UNDER. $5000
1437375 TEST DECEMBER. 2015 SCENARIO 39 EXCEED WORK ORDER LIMIT ON BLANKET

My Receipts at a Glance

CLICK ON: RECEIVE ITEMS

4/20/2016

® Return
Need to send items back to the supplier?

Full List Return tems

Order ®  Correct
Supplier Number Receive Did you record the wrong receipt quantity?
NARRAGANSETT ELECTRIC C/O 3441900 & Correct Receipts
NATIONAL GRID S
NARRAGANSETT ELECTRIC C/O 3441895 & View receipts with all associated returns and
NATIONAL GRID corrections.
NARRAGANSETT ELECTRIC C/O 3441864 3 View Receipts
NATIONAL GRID N
J & B SOFTWARE INC 3441891

NARRAGANSETT ELECTRIC C/O 3441864
NATIONAL GRID hd
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M Navigator v g Favorites v

Shopping Cart Home Logout Preferences Help

Contractors

Shop | Requisitions
o

Work Confirmations

Select ltems Receipt Information

Receive ltems: Select ltems

Review And Submit

Cancel Clear Changes Step 1 of 3 | Next
Requester Q,
[ Include people from all organizations
[ ——— - ==
Requisition Number [143733¢] -
L ------- L_§_ 5 8 8 8 N | ‘ X
Supplier i §
__________ ——
Order Number —{|
[Pl ————
Shipment Number 2
Items Due IAny Time j
(Enter st least one additional search criterion when selecting Ttems Dus Any Time)
L8 N _ | _ N N __§N_J
| go_I_glear
Select All | Select None
GL
Receipt Order |Order Shipment |PO Line [Encumbered
Select|Requisition |Description Need-By Quantity Unit Ordered Received Invoiced |Supplier Type |[Number [Number |Number Date Attachments

CLICK ON: CLEAR
ENTER: REQUISITION NUMBER OR PURCHASE ORDER NUMBER

****NOTE***
*IF REQUISITION IS RECEIVED IN FULL IT WILLNOT SHOW UP.

*IF REQUISITION HAS BEEN PARTIALLY RECEIVED ANY LINES THAT HAVE BEEN RECEIVED IN FULL WILL NOT SHOW UP
*IF THERE IS MORE THAN ONE REQUISITION ASSOCIATED WITH A PURCHASE ORDER IT IS BETTER TO SEARCH BY PURCHASE

ORDER NUMBER SO ALL REQUISITIONS WILL SHOW UP

CLICK ON: GO

4/20/2016
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Mavigator + B Favonles Shapm

* - ¥

Selact [tems Recaipt idormatsn Rawaw Anid Subers

Rueceive ltems; Solect llems

__Clear Changes | Swplof3| mest

Requaster =y
Include peaple from all arganizations

Bgguisstion Murmibe L1 3ITIEE Gl
Supplier 4
Order Number &,
Shprment Murmibses =9

mems Dus

select All | Select Hong

| L
|Clrdqr L.‘Iﬂjﬁr Shipment [P0 Line ’frl.ﬂ.n'ﬂ‘u‘lm
[Typa

Salect Requisition Descrpton  Haed: By it orderad Recohved Involced Suppliar HumBar Humber Bar [Date Attachments
— 1437388 NE=] 23-Mar-2016 00:00:00 Lsn’ Each =l 150 0 0 HARPAGANSETT  Purchase 3441900 1 16-Mar-2016
1.1 I ELECTRIC C/O
I 154 I I 1 MAT IGMNAL GRID L =]
1 I !
1 23-Mar-2016 nu:uu:un’ zunl Each |- 200 0 0 MARFAGANSETT  Furchase 3441000 2 18-Mar-2016
11 I ELECTRIC Cf0
I = 1 1 I MAT IOMNAL GRID L
1 1 | I
1 1 1 -
L 23-Mar-2016 un:nn:nui 300 [ cach [=] 300 0 0 NARRAGANSETT  Purchoss 3441500 3 18-Mar-2016
I S, ELECTRIC /0
l ~"I NAT EONAL GRID i
=1

= TIPF Use the Previous/Hext navigatien tool to make salections across multiple pages

Canced | Chear i.'h.'mgr-':- | Step 1 of 1I TR
-

Shop Requmilions Hecepang Contrecltors Shopping Cad Homae  Logool  Pralerences  Help

Copyright (¢ Owrpcie. AN rights reserved

CHECK THE BOX NEXT TO LINE YOU WANT TO RECEIVE ON

CHECK THE RECEIPT QUANTITY THAT AUTOMATICLLY POPULATES. EITHERLEAVEIT IFIT IS THE CORRECT AMOUNT TO
RECEIVE OR CHANGE.

CLICK ON: NEXT
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M Navigator v B Favorites v Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
Receiving | Work Confirmations

] ) N
Select ltems Receipt Information Review And Submit
Receive Items: Enter Receipt Information

* Indicates required field
a e ————— cancel Back | Step 2 of 3 | Mext |
| * Receipt Date |18-Mar—2016 09:21:58 [ 1
I [example: 18-Mar-2016 19:45:00) I
: Waybill | I
1 Packing Slip | :
| Receipt Comments 1
1 I
1 I
1 I
1 I
:Dues this information apply to all items? @ vyeg :
b N0 SO receipt information differs by ftem

Attachments

Add Attachment...

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
No results found.

Cancel Back | Step 2 of 3r Next i

Shop Requisitions Receiving Contractors Shopping Cart Home Logout Preferences Help

Privacy Statement yri 005, Oracle. Al rights reserved.

ADD INFORMATION IF NEEDED BUT NOT REQUIRED

CLICK ON: NEXT
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N MNavigator v @ Favorites v Shopping Cart Home Logout Pre

Shop | Requisitions | Receiving | Contractors
Receiving | Work Confirmations
o < J
Select ltems Receipt Information Review And Submit
Receive Items: Review and Submit

Cancel Back | Step 3 of 3 Submit

Receipt Information

Receipt Date 18-Mar-2016 09:21:58
Receipt Comments

Received Item Details
Requisition Description Receipt Quantity Unit Waybill Packing Slip Item Comments Supplier Attachments
1437388 LINE#1 - RECEIVING STANDARD PURCHASE ORDER TEST 150 Each NARRAGANSETT ELECTRIC C/O NATIONAL GRID
1437388 LINE#2 - RECEIVING STANDARD PURCHASE ORDER TEST 200 Each NARRAGANSETT ELECTRIC CfO NATIONAL GRID
1437388 LINE#3 - RECEIVING STANDARD PURCHASE ORDER TEST 300 Each NARRAGANSETT ELECTRIC C/O NATIONAL GRID

F T —
Cancel | Back | Step 3 of 3 | Submit :

Copyright (c) 2006, Oracle. All rights reserved.

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences

Privacy Statement

CLICK ON: SUBMIT
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M Navigatorv & Favorites ¥

Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving | Contractors
Receivi

Work Confirmations

1 '__-a Confirmation I
| Receipt 480963 has been created for yoﬂ

Receive ltems: Confirmation Details

Receipt Information

Receipt Date 18-Mar-2016 09:21:58

Received Ttem Details
Receipt Packing Ttem Receipt

Receipt Requisition Description Quantity Unit Wayhbill Slip Comments Comments Supplier Attachments
480963 1437388 LINE#1 - RECEIVING STANDARD PURCHASE ORDER 150 Each NARRAGANSETT ELECTRIC C/O NATIONAL

TEST GRID
480963 1437388 LINE#2 - RECEIVING STANDARD PURCHASE ORDER 200 Each NARRAGANSETT ELECTRIC CfO NATIONAL

TEST GRID
480963 1437388 LINE#3 - RECEIVING STANDARD PURCHASE ORDER 300 Each NARRAGANSETT ELECTRIC CfO NATIONAL

TEST

GRID

Return to Receiving

Shop Requisitions Receining Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement 2008, Cracle. All rights reserved.

CONFIRMATION NOTICE WITH RECEIPT NUMBER

IF YOU NEED TO CORRECT OR RETURN OR VIEW ITEMS FOLLOW THE SAME INSTRUCTIONS AS ABOVE EXCEPT INSTEAD OF
SELECTING RECEIVE SELECT:

*CORRECT

*RETURN

*REVIEW

END
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STATE OF RHODE ISLAND
DEPARTMENT OF ADMINISTRATION
DIVISION OF PURCHASES

RIFANS

REQUISITION AND PURCHASE ORDER
INQUIRY INSTRUCTIONS
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o -

- I *Usar Name | 1
= m | (example: michael.james.smith) !

| "Password I

i —

| Login || Cancel
Forgot vour password? State Employees must contact the service desk at 574-9709. Do not use this link. Suppliers must amail
doa.stateportalhelp@doa.ri.gov

Accessibility None -

Select a Language:
English

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

LOGIN

REQUISITION INQUIRY
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B Favorites

Logout Preferenc

Enterprise Search | All El I

Oracle Applications Home Page

6o |

Search Results Display Preference I Standard j

Logged In As

Main Menu
Personalize
o S L0680R g isigner m
I2 O riFinancial nquiry |

|_ @ Reguisition Inguiﬁ __!
Purchase Order Inguiry
F) Invoices Inguiry
= Payments Inquiry
® 6L mauiry
# [J g1 General Ledger Reports
B g Purchasing Reports

HOME PAGE

CLICK ON: FINANCIAL INQUIRY
CLICK ON: REQUISITION INQUIRY

4/20/2016

Worklist
Full List
<) Previous I 1-25 j Next 25 (2
|From Type |Subject |Sent v |Due|
Schiappa, Marco RI Requisition Purchase Requisition 1437388 has been approved 18-Mar-2016
Schiappa, Marco RI Requisition Purchase Requisition 1437387 has been approved 18-Mar-2016
Schiappa, Marco RI Requisition Purchase Requisition 1437383 has been approved 11-Mar-2016
RI Requisition Purchase Requisition 1437382 failed correctness check 11-Mar-2016
Schiappa, Marco RI Requisition Purchase Requisition 1437381 has been approved 10-Mar-2016
O'Donnell, RI Requisition Purchase Requisition 1437377 has been approved 09-Mar-2016
Thomas
0'Donnell, RI Requisition Purchase Requisition 1437376 has been approved 09-Mar-2016
Thomas

BT Ranuicitinn

Eurrhaca Rannicitinn 14277270 failad rarrartnace rhark
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Do you want to run this application?

Name: Oracle E-Business Suite

Publisher: 5tate of Rhode Island Division of In ...

Location: htip://ent-ap-rintl.enterprise.ri.gov:3005

This application will run with unrestricted access which may put your computer and personal
information at risk. Run this application only if you trust the location and publisher above,

6 More Information : Run =| Cancel
e 1
.

A JAVA WINDOW MIGHT OPEN UP ASKING FOR TO RUN THE APPLICATION.

CLICK ON: RUN
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' Find Requisitions

L RN State of Rhode Island

Requisition Number h Type

Preparer Requester
B uyer Modified

Reference Num Import Source

Line Line Type |

Results

ltem, Rev

Category ¥ ines
Description ® Distributions
Supplier ltem

ENTER THE REQUISITION NUMBER IN THE REQUISITION NUMBER BOX

CLICK ON: EIND

4/20/2016
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Approval Stat
Approved

O e

‘ You cannot open this requisition.

This requisition is in one of the following states:
cancelled, approved, in pr
pre-approved.

THE REQUISITION HEADER SUMMARY WINDOW WILL SHOW REQUISITION INFORMATION IN THE HEADER

REQUISITIONS CANNOT BE OPENED WHILE IN REQUISITION INQUIRY.

CLICK ON: LINES TO VIEW THE REQUISITION LINE SUMMARY
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g
= W=
MNumber | Line|| Category| Order Mumber || Buyi| Location | Invoice Description) Amount | Supg| Site | Mote)| Source PO Mur) Negotiatid| Source Qual| Price

1 80016 13441900 Autc|06800- 06800-021LINE#1 - R 2.250.00 |NAR|01 3441893 Contract Pij150 13=
14373882 80016 13441900 Autc06800- 06800-021/LINE#2 - R 1,000.00 |NAR|O1 3441893 Contract P1j200 5?
143738813 80016 13441900 Autcl06800- 06300-021FLINE#3 - R§ 1.200.00 \NARJO1 3441893 Contract P11300
I 3

Distributions [ ew Open

THE REQUISITION LINES SUMMARY WINDOW WILL SHOW INFORMATION PERTAINING TO ALL LINES

4/20/2016 170



4 o © [ New. DR & (LD D% 7
QOpen...
Save
Save As... Aviga antialing
Delete.. Functions
Requisition Inguiry
Hide Field Requisition Summary
= | Move Right :

Move Left
Move Up
Move Diown
Widen Field Category| Order Number | Buyi Location || Invoice Description| Amount || Supj| Site || Note| Source PO Nur| Megotiatic| Source Qua| Price
Shrink Field 800.16 | 3441900 Autc| 06800-02506800-021 LINE#1 - R| 2,250.00 |NAR|01 3441893 |\Contract Pi[160 | 15
Change Prompt.. | 800.16 |3441900 Autc| 06800-02506800-021 LINE#2 - R| 1,000.00 |NAR|01 3441893 | Contract Py 200
Autosize All... 80016 (3441900 Autc|06800-025 06800-021|LINE#3 - R| 1.200.00 [NAR| 01 3441893 [Contract Pif300
Sort Data...
View Query...
Reset Query
Folder Tools

S »

Distributions New Open

TO VIEW A LIST OF HIDDEN FIELDS OF INFORMATION IN THE REQUISITION,

CLICK ON: FOLDER
CLICK ON: SHOW FIELD

4/20/2016

171



rEl 1ow Field

Bid Line Mumber
Bid MNumber
Cancel Date
Cancel Reason
Closed Date
Closed Reason

Created By
Created Date
Currency
Currency Amount
Currency Price
Cialivo

A LIST OF ALL THE FIELDS WILL APPEAR
SELECT A FIELD NEEDED FROM THE LIST

CLICK ON: OK
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) Requisition Lines Summan

IE req unes

Mumber ¢ Contact Bid Mumber Phone Preparer
al ]

L |

L |

|
|
|
|
|
|
_

-
-
-
-
-
-
-

i

NOTICE THE FIELD APPEARS WITHIN THE REQUISITION LINE NOW

TO OPEN THE REQUISITION DISTRIBUTION SUMMARY OF A SPECIFIC LINE,
SELECT A LINE
CLICK ON: DISTRIBUTIONS
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=

Number Line Distribution Charge Account ltem Description Quantity Price UOoM Amount Contract Line
1 1 16.10.068.1000101.01 6| |LINE#1 - RECEIVING STANDAR| 150 15 IEach 2,250.00
L AP AEAAPAT 4
New Open

THE REQUISITION DISTRIBUTION SUMMARY WINDOW WILL SHOW INFORMATION FROM A SPECIFIC LINE SELECTED

4/20/2016
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s I *User Name | 1
B Q%" | (exemple: michaeljamss.smith ) -
<A | "Password I
tmmmmmmmmme————

| Login || Cancel
Forgot vour password? State Employees must contact the service desk at 574-9709. Do not use this link. Suppliers must amail
doa.stateportalhelp@doa.ri.gov

Accessibility None -

Select a Language:
English

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

LOGIN

RCHASE ORDER
INQUIRY
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Logout Preferences Help

Enterprise Search | All El I

Oracle Applications Home Page

Go Search Results Display Preference I Standard j

Logged In As

Main Menu
Personalize
& LL0680Reguigigner o o
I_—‘ g1 Fmanual | Inquiry _|

U Re U|S|t|0n Inguj

I =8 purchase Order Inquiry |l
T voices nquiry
= Payments Inquiry
® 6L mauiry
# [J g1 General Ledger Reports
B g Purchasing Reports

HOME PAGE

CLICK ON: FINANCIAL INQUIRY

Worklist
Full List
! Previous I 1-25 j Next 25 (2
|From Type |Subject |Sent v |Due|
Schiappa, Marco RI Requisition Purchase Requisition 1437388 has been approved 18-Mar-2016
Schiappa, Marco RI Requisition Purchase Requisition 1437387 has been approved 18-Mar-2016
Schiappa, Marco RI Requisition Purchase Requisition 1437383 has been approved 11-Mar-2016
RI Requisition Purchase Requisition 1437382 failed correctness check 11-Mar-2016
Schiappa, Marco RI Requisition Purchase Requisition 1437381 has been approved 10-Mar-2016
O'Donnell, RI Requisition Purchase Requisition 1437377 has been approved 09-Mar-2016
Thomas
0'Donnell, RI Requisition Purchase Requisition 1437376 has been approved 09-Mar-2016
Thomas

CLICK ON: PURCHASE ORDER INQUIRY

4/20/2016
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Do you want to run this application?

Name: Oracle E-Business Suite

Publisher: 5tate of Rhode Island Division of In ...

Location: htip://ent-ap-rintl.enterprise.ri.gov:3005

This application will run with unrestricted access which may put your computer and personal
information at risk. Run this application only if you trust the location and publisher above,

6 More Information i R.un | Cancel
',

A JAVA WINDOW MIGHT OPEN UP ASKING TO RUN THE APPLICATION.

CLICK ON: RUN
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3 Find Purchase Orders
@It BT State of Rhode Island
Mumber Type
Release Currency

Supplier Site

Ship-To Org
Bill-To Line Type

Ship-To Buyer
Line

B Consumption Advice

M Global Agreement

W\With Contract Terms

Shipment

Item., Rewv
Category
Description ® Shipments
Supplier ltem ® Djstributions
W
Consigned

e a0

ENTER PURCHASE ORDER NUMBER IN THE NUMBER BOX

CLICK ON: EIND
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3441895

Order Date

Supplier Ship-To

Rev

Description

Expires On

Type

Amount Agreed

Amount

Matched A

1M-MAR-2016 1)

NARRAGANSETT [ 06800-025

Standard Purch

750.00 =

THE PURCHASE ORDER HEADER WINDOW WILL SHOW PURCHASE ORDER INFORMATION IN THE HEADER

Lines

[New Release

[New PO

QOpen

PURCHASE ORDERS CANNOT BE OPENED WHILE IN PURCHASE ORDER INQUIRY WINDOW.

CLICK ON: LINES TO VIEW THE PURCHASE ORDER LINES

4/20/2016

179




rchase COrder Headers

S Purchase Order Lines

Item Rev Category Description Quantity
800.16 LIME #1 STANDAR 1
800.16 LINE #2 STANDAR| 1

80016 }UNE#ESI’AN AR

|
| I

G BT T

THE_ PURCHASE ORDER LINES WINDOW WILL APPEAR SHOWING INFORMATION FOR ALL LINES
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el
£
Line

Save As...
Delete. ..

Hide Field
Move Right
Move Left

Mave Up

Move Down

Widen Field
Shrink Field

Change Prompt...
Autosize All...

Sort Data...
View Query...
Reset Query

Folder Tools

08 W E G AP 5% 2

State of Rhode Island
3441895

rg|| Number

1]

Line

ltem

ltem Rev || Category

Description Quanti

Uom

Price | Amount

Buyer

Cancelled | Closure Status

3441895

800.16

LINE #1 STANDAR1

Each

250 250.00

Autocreate, *

3441895

800.16

LINE #2 STANDAR|1

Each

250 250.00

Autocreate, *

@

3441895

800.16

LINE #3 STANDAR| 1

Each

250 250.00

Autocreate, *

Type || Supplier
Open Goods |NARRAGANSE]
Open Goods |NARRAGANSE|
Open Goods |NARRAGAMSE]

Shipments

INew Release

New BO

Open

TO VIEW A LIST OF HIDDEN FIELDS OF INFORMATION IN THE PURCHASE ORDER,

CLICK ON: FOLDER

CLICK ON: SHOW FIELD
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Show Field

Field

1089 Type

Agreed Amount
Agreed Quuantity
Allow Price Override on Release
Approval Status
Approved Date
Automatically Priced
Bid Line Number

Bid Mumber

Bill To

Bill To Old -Dont Use
Cancelled By

A LIST OF ALL THE FIELDS WILL APPEAR
SELECT A FIELD NEEDED FROM THE LIST

CLICK ON: OK
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€ 'Purchase Order Lines

Purchasing OrgjjAmount Released

|Each | 250 25000 |Autocreate, *
Each | 250§ 250.00JAutocreate, *
Each | 2500 250.00}Autocreate, ©

L

|

L

L L L L L L L

GIEEE BT T

NOTICE THE FIELD APPEARS WITHIN THE PURCHASE ORDER LINES NOW

TO OPEN THE PURCHASE ORDER SHIPMENTS OF A SPECIFIC LINE,
SELECT A LINE
CLICK ON:_ SHIPMENTS
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€ Purchase Order Shipments 2 A X

B

. | Amount Billed | Release ‘ ' |

G EEEEE TR

THE PURCHASE ORDER SHIPMENT INFORMATION FOR THE LINE SELECTED WILL APPEAR

CLICK ON: DISTRIBUTION TO VIEW THE PURCHASE ORDER DISTRIBUTION WINDOW
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=3

Number || Release| Line | Shipment|| Distribution|| ltem|| Description UOM [ Quantity Ordered || Charge Account Amount || Currency|| Contract Line Num|| Deliverable Num || Approval S
1 1 1 LINE #1 STAMDAR [Each |1 16.10.068.1000101.01.67 250.00 JUSD Appmved! =
[l I 3
Mew Belease Mew PO Open

PURCHASE ORDER DISTRIBUTION INFORMATION WILL APPEAR FOR THE LINE SELECTED

*****N OTE*****
REMEMBER HIDDEN FIELDS OF INFORMATION CAN ALWAYS BE VIEWED ON THE HEADER, SUMMARY, SHIPMENTS, AND
DISTRIBUTION WINDOWS BY CLICKING ON FOLDERS AND THEN CLICKING ON SHOW FIELDS

END
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STATE OF RHODE ISLAND
DEPARTMENT OF ADMINISTRATION
DIVISION OF PURCHASES
RIFANS

INVOICE INSTRUCTIONS
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o -

I *Usar Name |
| (exampie: michasl.ames.smith) !
1 *Password :
: Login : Cancel
Forgot vour password? State Employees must contact the service desk at 574-9709. Do not use this link. Suppliers must amail
doa.stateportalhelp@doa.ri.gov
Accessibility None -

Select a Language:
English

Privacy Statement Copyright (c) 2006, Oracle. Al rights reserved.

LOGIN
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B Favorites ¥ Logout Preferences Help

Enterprise Search | All E | Go Search Results Display Preferance I Standard :

Logged In As
Oracle Applications Home Page

Main Menu Worklist

Personalize Full List
— i —————
5

0680-Requisitioner || =) Previous I 1-25 : Next 25 &
B TRt Phanca! fhadiy [From Type [Subject [sent~  [Due]
CJR1 General Ledaer Reports 0'Donnel, RI Requisition Purchase Requisition 1437377 has been approved 09-Mar-2016
| RI Purchasing Reports Thomas
0'Donnel, RI Requisition Purchase Requisition 1437376 has been approved 09-Mar-2016
Thomas
RI Requisition Purchase Requisition 1437379 faled correctness check 09-Mar-2016
RI Requisition Purchase Requisition 1437378 failed correctness check 09-Mar-2016
Orgel, Daniel RI Requisition Purchase Requisition 1437375 has been approved 09-Mar-2016
RI Requisition Purchase Requisition 1437374 failed correctness check 09-Mar-2016
Schiappa, Marco  Reguester Change Order Response to Requisition 1437373 (10,000.00 USD} Change Request for Raposa 09-Mar-2016
Approval Sandra
Reynolds, Kimberly RI Requisition Purchase Requisition 1437373 has been approved 09-Mar-2016
HOME PAGE

CLICK ON: REQUISITIONER
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n Navigatorv B Favorites ¥ Shopping Cart Home Logout Prefere

Shop | Requisitions | Receiving | Contractors
Stores | Shopping Lists | Non-Catalog Request | Contractor Request

Search | Main Store IZ| I Go | Advanced Search
Stores Shopping Cart
Main Store WB Mason TEMPORARY SERVICES-ADIL Your cart is empty.
Main Store WB Mason Temporary Personnel Services
r BB |
i Full List i
P . . " This is where the customer puts their own
Requisition Description Total (USD) Status Copy Change Receive e e e Aty i)
1437387 LINE#1 - RECEIVING STANDARD PURCHASE ORDER TEST 4,450.00 |Approved _I"-I > &
1437386 FIRE ALARM REPAIRS, TESTING, AND INSPECTION FOR FY16, FY17, AND FY18 0.00 In Process _"—- 53
1437383 LINE #1 STANDARD PURCHASE ORDER 750.00 Approved _I"-I a &
1437381 MPA-8888 FY16 ITEM#1 160.00 Approved _"—- 53 &
1437379 TEST - DECEMBER. SCEMARIO 45 CHANGE PARENT BLAMKET END DATE DO RELEASE 800.00 Incomplete e

C

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright 06, Oracle. All rights reserved.

SHOP SCREEN

CLICK ON: FULL LIST
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Motfications |

-R-Eﬁ::ls.rt ons; Requisitions. »

Requisitions | Approval

Requisitions Search

[ Viewhavigation TableRi )
Enter search critena and press the Go button to find the requsiions.

Persa I

5
Requisition Created By |St. Hiare, Dabra A L |

[THndude paopie from al arganizations

Requestar i Q

Clinchede peopla from all organgations

Reguistion Created Ay Time | Requesiton Status ot |
Requistion Humber Raguistion Description I
Order Humber 3, suppler [ a,

Total Quantity

1,862.91 USD 1852.91

WIRS PER WEEK FOR APPROXD: 26 WEEKS B0,080.00 USD 010
61,60 USD i

148,811.00 USD 148811

1,113 806.93 USD 1113806,93

495.00 USD 1

13,100.00 USD 1

10,135.00 UsD 6

101.98 USD 2

MRY] BED FOR ST AT EDHHS 000 LSO I

Select Object: cup\rTom-t! Cancel Requisition | | Change |

oty Qty
Delvered  Cancelied
1862.91 o
0o ]

0 0

0 o

0 a

1 0]

0 ]

n i

2 0

] i

& Previous 10 | 11-20

.
{Creation Date + |smus |Drﬂ|='
0.06-Jan-2016 13:23:16 e, 1

i {1

Open

010 05-Fan-2016 09:23:58 A

1 05-3an-2016 09:18:47 A

148811 29-D2c-2015 12:4%:05 Anp

1113806.93 20-Dac-2015 12:43.:33 4

018Dec-2015 14:29:58 4

118-Dec-2015 10:57:00 Apg

6 17-Dac-2015 11:06:32° 1

0 17-Dac-2015 10:00:01

017-Dec-2015 08:46:47 £3n

5 Previous 10§ 11-20 H

CLICK ON: ORDER NUMBER TO BRING UP PURCHASE ORDER INFORMATION
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Help Pa

Shop | Requisitions | Receiving | Contractors

Requisitions | Haotifications. | Approvals

Requisitions: Requisitions » Reguisiions Search =

Standard Purchase Order: 3445139, 0 (Total USD 101.98)

View Invoices
- -

o e i s

il e | e afgyk Singia Colyr
Terms and C i Total 101.98
Recehed 101,98
Toml 101.98 Invoicad 101,08
Supplér  DELL MARKETING LP Payment Terms HET 30 Payment Status Mot Pakd
Suppler Sike 02 Carmar
Address PO BOX 643561 FOB Destination
PITTSBURGH, PA 15264-3561 Freight Terms = Paid
Order Date  17-Dec-2015 15:05:23 Shipping Control
Description  DELL 8 GM CERTIFIED REPLACEMENT MEMORY
MODULE
Status - Approved
Wote to Suppbar
Operting Unit  State of Rhode Island Address DOA-OLIS-INFORMATION PROCESSING
ity Dodiimet ONE CAPITOL HILL, 2HD FLOOR
Supphier Order Number PROVIDENCE, RI 02908
Attachments \iew Parson Bi-To Addrece”
Bill-To Address
Address MASTER PRICE AGREEMENT
SEE BELOW
RELEASE AGAINST, RI MPA
Details [ine = [Type  Ttem/Job Supplier Ttem Description uoM qQty  Price Amount Status Attachments  Reason
(5 ahowl Goods DELL & GM CERTIFIED REPLACEMENT MEMORY MODULE Each 2 50.99 101,98 Closed L
Actions | View Invoices L= _l‘._i[_a_ Ol(

CLICK ON: DROPDOWN ARROW NEXT TO THE ACTIONS FIELD

CLICK ON: VIEW INVOICES

CLICK ON: GO
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Shopping Cat Close Window Preferences Personalize Page Diagnostics
| Shop | Requisitions | Receving | Contractors
Requisitions  tiotficitons | Adgrovak
Requisiions: Requisfions = Requistons Searen =
Invoices for Standard Purchase Grder: 3448138

View Qrder Delads >

Personake "invoice Results

Export |
Invoice Description |lmmi:ebate" Type  Suppher Suppher Site Currency | Amount,  DueStatus  On Hold Payment Status  Remit-to Suppher Remit-to Supplier Site  Due Date - Payment PO Humber tmtﬁtudmtsl
l:J-'..".u!."l: PKDER 034720778 18-Dec-2015 Standard DELL MARKETING LP 02 Ush 101.98 101.98 Approved [iot Paid 1 5-1AN-2016 448132 | .] l
Vigw Qrder Datals Export |

Aboutinis Page - Privacy Siatoment

Copnight () 2008, Cencie. All rights rmsasved
CLICK ON: INVOCE NUMBER TO VIEW ADDITIONAL INFORMATION

ATTACHMENT ICON | CAN BE CLICKED ON TO VIEW INVOICE BACKUP
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shop | Requisitions | Receiving | Contractors

‘Requisitions | Notficabons | Approvals

"IQE'IEI;\.’ESIEOHST RE(‘,IJIC.-I-I‘;Ejﬂs.- > Q;qaéll—'.‘.‘llons Search = View OrderDetglic > View Imvoices »

Standard invoi
Curmency=U5D

ce: KJWI912T1 (Total USD 101.98)

Invoice Date: 18-Dec-2015

Status Approved
On Hold

'-ttachmencs i
= Tnome T DETL anmn e
Suppler Site: 02
Address PO BOX 643561
PITTSBURGH, PA 15264-2561

Invoice Lines  Scheduled Payments  Hok! Reasons

Personalze “Invoie Lnes'

line~ [Type |Description
1 Tem  DELL § GM CERTIFIED REPLACEMENT MEMORY MODULE

Ratum bo View Invoicas

i i tement

THIS IS THE ADDITIONAL INVOICE INFORMATION.

Item

[Freight
Miscelaneaus
Tax

Prepayment
Retanage
withholding Tax
Total

Qy UOM Price Tax Included|  Amount|

2 Each 50.59

101.98
0.00
0.00
.00 &
0.00
0.00
0.00
101.98

101.98

CLICK ON: VIEW NEXT TO ATTACHMENTS TO VIEW THE INVOICE BACKUP

4/20/2016

Export |
 Personales Defsult Sngle Cobrmm: {Pavmentinfo)
Pad 0.00
Dscount Taken 0,00
Oue 101.98
Status Not Paid
Payment Date
Payment
Term  NET 30
Retainage|Status PO Humber POLline PO Shipment Buyer Receipt
48135 1 1 Autogeais, =
Export |

Copyright (g 20
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*XWIIT®

EREE

"3RG

LT

*DELL-MARKETTN-1P*

*2DEC-15*

Report date: 29-Dec=-201%
Page 1 of 1

Initiated By

MKELLEY

Craation From Date:

2015/12/23 00:00:00

Creaticn To Date:

2015/12/2% 00:00:00

Invoice Number: XKJW2312T1

Inwodce ID: | 3830198
Supplier Number: | 5§
Supplier Mame: | DELL MARKETING LP
Craation Date; | 29-DEC-15

__Inveice Date:

18-DEC-15

COriginal Amcunt: | 101.%8
Pay Group:
Involce Type: | STANDARD
Summary of Distribucion By Agency DiseAncunt:
Agency 068 101,38
GL Date; | 29-DEC=15

THE INVOICE ATTACHMENT WILL BE DISPLAYED

END
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