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How to Access Jenzabar One

To access Jenzabar One (J1), locate the remote access in the Start menu on the desktop.
Click the Windows icon on the lower left corner of the screen and scroll to RCO
RemoteApps’(RADC) and click the drop down to expand the file. Select J1 Desktop.

. RCO RemoteApps (RADC)

H Cloud Explorer (RCO RemoteApps)

. InfoMaker IDE 2022 (RCO RemoteAp...

J1 11 Desktop (RCO RemoteApps)
PowerFAIDS (RCO RemoteApps)

P SQAL Server Management Studio (RC...

- RogueNet v

If the RCO RemoteApps (RADC) is not located in the windows menu contact IT at
ithelpme@roguecc.edu to create a ticket. Someone from IT will assist with getting this

loaded on the computer. Remote users will be required to follow directions as listed in the
following link: J1 Desktop Setup in Remote 6.pdf

Windows Security Py

Enter your credentials

Enter your RCC Username and Type your user name and password to connect to RCO
RemotefApps

Password, click O
Bransfield, Sheri

—

rcc\sbransfield

e choices

OK Cancel


mailto:ithelpme@roguecc.edu
https://staffroguecc-my.sharepoint.com/:b:/g/personal/jtaylor_roguecc_edu/EabeYzSxJtJOuBZo0PtTNV8Bt_MA3pRyQwXj3aRy9rRbwg?e=3frEke

Jenzabar One

User: |JFULTON
Password: || e
Domain:  |RCC

Database: | J1 Production

e Default Application Group

T

Use of the Jenzabar One software system is permitted only by users with an
authorized registered user account. Only the registered authorized user
[*Authorized User™) may use such account and usage by an
unauthorizedior unregistered user is strictly prohibited, Any confidential
information contained in the software systems accessed by an Authorized
User must be kept confidential consistent with all applicable policies and
procedures, Click here for more information regarding FERFA and privacy,

Once OK is selected this will open the J1 Desktop.

Enter your RCC password and
~ uncheck the Use Default Application

w box before selecting OK




Customizing the J1 Desktop Workspace

B Jencabar One - &
File Edit Amiens Optioss Teols Go  Windew Hep

| A

My Workspace

@ Month Close Process

5 ProjectInquiry

# Purchase Order Creation
% Purchase rdes Delwery o Vendor
& Purchase Order Inquiny

& Purchase Order Receiving
@ Purchase Order Unencumbranch Procs
5 Register Students

# Reports - General Ledger

# Reports - Purchasing

+ Requisbon Approvaly

& Requision Creation

% Requision Inguiry

® Rivew Inveniony Locations

5 Setings - Purchasing
 Seftinga & Permizaion - CRM 8

Th Linis Panel provides quick and sazy access o The Fieports Panel quickly inks i comemonly:
frequently used 41 windows. web aites. and MS. Infamaker. Jenzabar Dne. Excel. and SGL
Office documents. To create & link, click the green Reporting Senvices reports. To create a link 12,8
phus button report cick the gieen pus bulton.

& Work with Students
& Work with Taskints
® Work with Vendors

You curenty have 1o acive tasks. The Tasks Panel
displays a current to-do list that includes tasks
‘assigned by your Manager and tasks or rerinders.
you axmgned ko yoursel! To crean 2 personal fask,
ok the green phua buicn

Nersiorc 2021202801 Database HTEST

Teadl

J1 defaults to the Getting Started tab. To customize the workspace, click on the Home

tab.

Setting the |Home Screen as the default location when opening J1 can be done by

selecting Tools on the top of the screen, then User Preferences from the drop down.

e P —— ===

User Mame
User Preferences for : SBRAMNSFIELD

Drop-Downs
Use selected search and display function in drop-downs:

Open drop-downs automatically as typing begins: ) res ) Mo
Addresses
Display addresses based on selected Address Prionty Code:

Windows

Sawve changes to the size and position of all windows: 1 Beset All Windows to Default Size and Position
_.l Motification Preferences

Motify me by: Application Alet and E-mail

Popup new application alert notification(s) as | get them

MNumber of popups to be stacked simultaneoushy: 4
Hold the pop-up for this many seconds before fade: ]
Default Application Group
Default Application Group: PROCLIRSPEC Procurement Specialist

My Workspace Tabs
Default My Workspace Tab:

Make Getting Started Tab Awailable Upon Star

Select Home from the drop down under the My Workplace Tabs.




Setting up the Home Page

1) enzabar One - X
Fle Edi Adions Options Tools Go Window Hep

=1L

My Workspace

Activity Centers | Links Reports

[feach ¥ oLE QEW
Budge Inquiy My Links

] Month Closs Process o ApproveMBquisitions

8] Project Inquiry £ Create Reqisition

Purchass Order Creation
Purchase Order Defieryto Vendor
Purchase Order nquiry

Purchase Order Receiing
Purchase Order Unencumbrance Proo|
Register Students
Reports - General Ledger
Reports - Purchasing

Check Requiition Status

@8 Create Purchale Orders from Requisiions
Create/Edit Purchase Orders

& FrintorEmaila

Purchase Order Selrch and Stalus
Receive Goods

A CreatelVien Vendors

Requisiton Approvals Name Entty
Requisifion Creation ‘The Reports Panel quickly links to commonly used
Requisition Inguiry

Infornaker, Jenzabar One, Excel, and SQL
Reporing Senices reports. Tocreatea linktoa
report, clckthe green plus buton

Revew Invertory Locations
Setings - Purchasing

Safings & Permission - CRM Staff
Vendor Payment

Workvwith NT Students

Workwith Students

Workwith Tasklsts

Workvih Vendors

oLz

You currently have no active tasks. The Tasks Panel
displays a currentto-do lst that includes tasks

assigned by your Manager and fasks or reminders
you assigned o yoursel, To creale a personal ask,
ik the green plus buton.

< >| "\ fi ome /custom Cotent { y Jenzabar  Geing Said \ O

= Z \,

Version 2023302801 Dtabase JITEST == |

Click the green + to open the Add a Link Dialogue Box and select links from the

Activity Center to display und y Links for easy access. The same can be done to
add reports.

AddaLink

X 0] Add 78k X
il * Aialik
Typef Lik: - |[]1 Deson Wicow v
N | M &ﬁ | Wndow: AP Clede Reision
Descrption | | | Desrpion PU Create Purchage Orders from Requistions
| ! Pl Create Requisiion
Display For: Basaciate with: |

Display For PO Create/Edt Purchase Orders

Budget | | T )

Muungtﬁtruwly’mcess ‘ KEPD Loskup Prsiously Crested PO

Froject Inquiny FO M3D3 Repart

PufchaseDrderElealion PO Open Purchase Orders nat Invaiced Fiepart o
Puchass Dide Dty o Vendo PO pen Purchase Dices not Received Repot o Vendan

Purchase Order Inquity

BP0 PiitorEmal sFD
PO Purchase Order Search and Status
PO Puchase Orders by Date Printed Rrepart
PO Puichase Orders by Vendar Repart

Cancel 9 PO Puichasing Module Setup

, FO Receive Goods




Creating a Requisition

Login to J1. On the My Workspace screen, on the left under the Activity Center, click on
the + Requisition Creation to open the drop down and locate Create Requisition link.
This may already be saved as a favorite under “My Links” as shown in the screenshot
below.

BE] Jenzabar One
File Edit Adtigad Optiosd Tools Go Weadow Helg

Bl
My Workipace
v oLm
i Budged Inguiry My Links
¥ Manth Closs Process W Approve Requistions.
£ Project Inguiry & Creats Rsquistion
il Purchase Ovder Creation M) Check Requsition Stabus
¥ Purchase Ovcer Delasiy 10 Vendor ﬁ Crm chaas Ovidars from Requisitions
£l Purchass Qrder Inquiry Creabe/Edit Purchase Diders
# Purchaze Crder Receiing B Prird or Email a PO

# Purchase Ovder Unencumbrance Proce
i Ragiater Stdants

& Reports - Genedal Ledger

1 Raports - Purchasing

# Requisiion Approvals

@ Regquiston Creation

& Requisbon Inqury

+ Feview Inveritorny Locabons

¥ Settinga - Purchasing

# Settings & Permisson - CRM Safl
5 Vendar Fayment

+ 'Work with NT Swudents

¥ Waork with Swudents

i Work with Tasklists

& Wark with Vendon

Purchase Order Search and Stahss
Raceive Goods

R Create/View Vendors

EE Mame Entity

Click the Create Requisition link and a requisition form will open for data to be entered
about the purchase.



m Create Requisition

Assign Profiles, Rules and Approval Tracks
Header Order Profile:

" Requisition Profile
Requisition Number:
Request Date:

08/01/2024 2

Assigned Track:

jii Disbursement Rule:

Group Number:
Requested By:

Requested For:

J Status on Track:

& Suggest a Vendor

Date To Order:

Delivery Deadline:

Default Line Items WwWith

Line Ibem Order Profile:

08/01/2024 8| Purchasing Agent:
00/00/0000 5| Ship Goods Here:

jij Account Number:

(2 ][® ]ms]
Assign
Requisition Text:
6013831/ Sheri Bransfield ﬂ
=
Requisition Total: 1 _00

gl Designate as a Work Order

g Disbursement Cycle Rule:

Paste from Excel

Project: Assign

Search Line ltems

Inv Code: Lnit: Quantity: .00 Cost Per Unit: 0000 Line Total: .00
Account: J Description: Project:
Catalog: Part; 0K To Group
ﬁ X Save Save & Open New Cancel Su

A requisition consists of two main components: the Header and the Details.

Header — General information related to the entire requisition such as: Order profile,
Disbursement rule, Approval track, Requestor, Vendor name and address, Purchasing
agent, Delivery Deadline, Delivery location and Work order.

Details - Specifics on each individual item identified in the requisition such as: Expense
account, Inventory Code (Not applicable), Catalog item, Description, Part number (Not
applicable), Cost per unit and Associated project (IF applicable).

The information will be entered on the three tabs within the Requisition before submitting
for approval. The tabs are Set Purchasing Preferences, Suggest a Vendor and
Designate a Work Order.

8 E—

| L Set Purchasing Preferences

Diate To Ceder:

P IR T

| & Supgest a Vendor

080172024 ] Purchasing Agent

b Tep——— 1 . e

2l Designate as a Work Order

il Disburseenent Cyclas Rule



Assign Profiles, Rules, and Approval Tracks

Assign Profiles, Rules and Approval Tracks
Header Order Profile: | v JI il __.l’ Disbursement Rule:

Header Order Profile
Leave this blank
Disbursement Rule

Leave this blank

Requisition Profile

3 Requisition Profile

Requisition Number: Group Number; Requisition Text:

Reguest Date: 07/24/2024 j Requested By: £013831| Sheri L Bransfield a__l]
Requested For: ﬂ_JJ

Assigned Track: JJ Status on Track: Requisition Total:

Fully complete the following fields and save often (Control S):

Requisition Number

This field auto-populates when data has been entered and the Requisition has been

saved.

Group Number
This auto-fills once the requisition is saved.

Requisition Text

On the Requisition profile, the Requisition Text field is specific to the purchase and
should only contain one of these three options in bold below to communicate to

Purchasing staff how to process the requisition:

1. Non-Order

No ordering necessary. An example would be a One Card purchase that has
already been made or a membership renewal where the vendor does not need a

copy of the PO once approved.

2. Process Order

This tells Purchasing to place the order with the vendor once approved.

3. Send PO to (add the email address where to send the PO)

Assign



This is sometimes needed when staff request a copy of the approved PO to place
the order or when a vendor sales rep has requested a copy.

Request Date
The date the requisition is being completed.
Requested By

This should only be the individual completing the requisition and will autofill once the
requisition is created.

Requested For

If ordering on behalf of someone else, enter their name in the Requested For field.
Otherwise, be sure to enter your name. Start typing last name and the system will bring
up a list of names to select and it may require scrolling down to locate the name.

Assigned Track
This auto-populates once an account is assigned.
Status on Track

This auto-populates once an account is assigned.

Purchasing Preferences Tab

dill Set Purchasing Preferences ' & Suggest a Vendor an Designate as a Work Order

Date To Order: 07/24/2024 J Purchasing Agent: J Disbursement Cycle Rule:
Delivery Deadline: 00000000 j Ship Goods Here:

Date To Order

This field auto-populates to the date the requisition is created. It does not need to be
changed.

Purchasing Agent

Leave Blank
Disbursement Cycle Rule
Leave this blank

Delivery Deadline

There are different considerations when completing the Delivery Deadline date box.



e When ordering items, the Delivery Deadline should be used to designate the date
items are needed.

e If the purchase was made on the One Card, please use the date of purchase as
the Delivery Deadline.

e If the purchase is to pay for services that have been completed, please use the
date services were rendered. If services are pending, leave blank.

Ship Goods Here

When creating a requisition for items that will be delivered, only select the Redwood
Campus address. The Purchasing Use Only addresses are to be used by Purchasing
staff only.

If there are items that are too large or heavy and will need to be delivered to another
campus location open the *comment bubble and indicate where the items need to be
shipped as well as notifying shipping and receiving at shippingreceiving@roguecc.edu.
Purchasing will change the ship to address to the appropriate location as indicated in the
comment when creating the purchase order.

The *comments bubble will be discussed in detail below.

RWC Regue Commurity College ”
TRL Purchasing Use Only-TRC A

RVC Purchasing Use Cniy-RVC

HTC Purchasing Use Only-TRC B

HPC Purchasing Use Oniy-TRC C

AP Purchasing Use Only-AP e
AFE AF Email

50 Services Only

MDR Mo Delivery Required

If the One Card was used for an in-store purchase and there are no items needing to be
delivered, please select No Delivery Required.

If the requisition is for services such as a renewal: i.e., memberships, software licensing,
contracted services, etc., please select Services Only from the Location drop down
menu.

10
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Suggest a Vendor Tab

Click on the Suggest a Vendor to open the tab.

Assigned Trach: J Status on Track: [Mot Submitted Requisition Total: 1 1.000.00
@l Set Purchasing Preferences 44 Suggest a Vendor 4 Designate as a Work Onder

Date To Order: 07/24/2024 ﬂ Purchasing Agent:

H Disbursement Cycle Rule:
Delivery Deadiine: 004000000 ﬂ Ship Goods Here: |RWC Redwood Campus Receiving

Paste from Excel
Drefault Line [hems Witk

Click in the Vendor box and begin typing the name of the vendor.

@l Set Purchasing Preferences ; Sugge:
Vendor: |ms| ~ | Mot Found! E
Address: Q

Then click on the drop down and a list of vendors that match your criteria will show below,
scroll down as needed tolocate the appropriate vendor to select.

S —

[
o Set Purchasing P = Sugge:
Vendor: | v|MotFond! ﬁ

Acbess: |0 umber | Name |
11247 M5C INDLSTRIAL SUFFL|
Dl Li € »
Lines Item Oider Profile !I iil At

In the example, MSC was typed in the Vendor box and selected in the drop down. The
system auto populated with the vendor data.

@i} Set Purchasing Preferences ; Suggest a Vendor

Vendor: (11247 ~ | IMSC INDUSTRIAL SUPPLY CO. [

2300 E. NEWLAM
Address: "LHP Legal/home/permanent | [l

FERNLEY

[ S S TR T MO [ S H T

11



Designate as a Work Order Tab

Click Save and select the Designate a Work Order to open the tab. This is where staff
will designate a delivery location.

Assigned Track: |2]] Status on Track: Requistion Total: 1 .00
JI} Set Purchasing Preferences ' & Suggest a Vendor a1 Designate as a Work Order
Date To Onder: 07/24/2024) [ Purchasing Agent: 47| Disbursement Cyce Rule:

Enter the location of where the items should be delivered once they arrive at the Redwood
Campus and have been received in the system. Or if the items are shipping directly to
another campus due to size, etc,, it is necessary to know where these items should be
delivered.

@I Set Purchasing Preferences 4 Suggest a Vendor 44| Designate as a Work Order

Location:
Building:

Room:

Select the Location, Building and Room from the drop-down menu until it is complete.
This will be used by Shipping and Receiving to deliver items to the appropriate location.

il Set Purchasing Preferences 4 Suggest a Vendor g Designate as a Work Order

Location: TRC Table Rock (White City)
Building: B B Bldg - High Tech Center

Room: 17 B-17 v

Line-ltem Details (how to enter the order information)

Default Line Items With

Ling [tem Order Profile: i] i] __‘.] Account Number; Project:

Line-ltem Order Profile
Leave blank

Account Number
Leave blank

Project

Leave blank

12



Default Ling lkems With
Ling [tem Order Profile: ilil__‘! Account Nurmber: Project: Assign

Search Line ltems

Inv Code: Unit: Quantity: .00 Cost Per Unit: 0000 Line Total: .00
Account: J Description: Project:
Catalog: Part: 0K To Group
Inv Code
Leave Blank
Unit

Enter only the bold two letter code EA — Each, BX — Box or CS - Case for the item(s)
being purchased.

Quantity
Enter the number of items (UNITS) being purchased.
Cost Per Unit

Enter the Cost Per Unit. It is important to use unit pricing when ordering more than one
quantity. This ensures the items are received and paid for in our system properly.

If an item has no cost but needs to be listed, enter it as a cost per unit of .0001, this will
not calculate a cost for the item but will allow it to be listed on the PO when created. (The
system will not recognize a zero-dollar item)

Account

Type in the Account Number or right click in the account number box and select Account
Number List from the drop down. Click in the box below Description and enter your
department name. NOTE: A % is needed in front of the department name for the system
to “search” and locate the name. E.g., %Business or %Business Office. Then click the
Tab key.

BE] GL Master Account Codes =

The search.sort and scroll will be applied only on retrieved page(s). User can enter a new criterion in the header to fetch additional records.

Account Code | Description
“business

110-50700-40050-51900 GF-C55B5-Business Office-55 FICA E -~
110-50700-40050-52000 GF-CSSBS-Business Office-Oth PR Exp E
110-50700-40050-522200 GFLS55B5-Business Office-PERS E
110-50700-40050-52300 GFAC55B5-Business Office-LUInEmp Ins E
110-50700-40050-61110 GFCSSBS-Business Office-Equip <S10k E
110-50700-40050-61 120 GFLS5B5-Business Office-Office Supplies E
110-50700-40050-61121 GFCS55B5-Business Office-Mta Supply E
110-50700-240050-61 200 GFCS5S5BS-Business Office-Printing E
110-50700-40050-61300 GF-L55B5-Business Office-Travel E
110-50700-40050-61510 GF-CSS5BS-Business Office-Audit E

~

13



Note: When the checkmark next to an account number is green, this indicates that the
account has budget available. When a [ is next to the account number, this indicates
that the account is over budget. A requisition that is over budget will not allow a user to
send for approval.

1 k__d Inv Code: Unit: EA Quantity: 2.00 Cost Per Unit: 2.0000 Line Tetal: 400
Account: |110-50700-40040-61120 @ Description: Boise Pens, black, 12 pk Project:
Catalog:[123 Part: [] 0K To Group
Description

Enter the Description of the item being purchased. There is a limited number of
characters allowed in this field. Be as clear and detailed as space allows. If additional
data is needed, please add this information in the *comment bubble for reference. E.g.,
Meeting specifics and student travel details.

Project
Enter a Project if applicable. Otherwise leave blank
Catalog

The Catalog field is for entering a part number for the item being ordered. IF the purchase
was made on a One Card, please use this field to enter the place and date of purchase.
E.g., Albertsons- 7/31

Part Number
The Part Number box is not available for use.
OK to Group

Always uncheck the “OK to Group” box. The purpose of this box is to add requisitions to
one purchase order. This is not a function that will be used at this time.

1 D] Inv Code: || we | Unit: [EA Quartity: 200 Cost Per Unit: 500.0000 Li
ccount: [110-50700-40050-61120 Description: Machinery, 1500 |bs Project
Catalog: G123 Part: [] OK To Group

14



Adding Additional Lines to the Requisition

If there is more than one item being purchased, right click near the details box and select
Add Row from the drop down. This will create another line on the Requisition.

Default Line [tems 'With

Lire: [temn Order Prafile: J A Ll Account Number: Fraject: Pssign
Search Line ltems
1 Cad I Code: Unit: [EA Quantity: 200 Cost Per Unit: 20000 Line Total: 4.00
Account: [110-50700-40040-61120 @ Description: |Boise Pens, black, 12 pk Project:
Catalog: 123 Part: [] OK To Group

N
L

Continue to add rows as needed until all items are entered for purchase. Complete each
line as detailed above. This includes items that may be included in the purchase but are
at no additional cost to the College. *In order to enter this information on the requisition
without increasing the cost, the Cost per Unit would be entered as $0.0001. The system
does not allow a zero-dollar amount and therefore will not allow the requisition to be sent
for approval using a unit cost of $.00.

Quote and Contract Information

Quotes and/or contract data should be referenced on the requisition and quotes attached.
Vendors use this information, and many require it to be noted, to ensure the price “quoted”
is honored when the order is processed. This means the quote and contract number, if
applicable, should be added as a line item on the requisition using the Cost per Unit of
$0.0001 as listed above.

In the image below, the name of the contract and contract number are listed in the
description box. The quote number is referenced in the Catalog box. If the quote number
is too long for the Catalog box, add an additional line for the quote information.

= Inv Code: Unit: [EA Quantity: 1.00 Cost Per Unit: .0001| Line Total: .00
Account: |110-50700-40040-61120 @ Description: Omnia Contract 123456456 Project:
Catalog: G TE/ 1C45PLO Part: ] OK To Group

Save the Requisition.

Upon saving, the system will activate the *comment bubble to add notes and/or attach
quotes as needed.

*Please note the comment bubble does not display until the Requisition is saved.

15



Line Item Order Profile: AJJ Account Number: Project: Assign

Search Line [tems

i Q Inv Code: Unit: EA Guantity: 200 Cost Per Unit: 500.0000 Line Total: 1.000.00
Account: [110-50700-40050-61120 Description: [Machinery, 1500 lbs Project:
Catalog: G123 Part: ] 0K To Group
ﬁ - Save Save & Open Mew Cancel Submit for Approval

Click on the comment bubble to open the dialog box. Type a message or add information
as needed in the comments box and then click Add. The message is for internal use only
and does not transfer to the PO document once created.

Quotes and other correspondence should be attached to share with Purchasing regarding
the order and provides documentation for the audit file.

! !ﬂ Review/Add Comments and Attachments =

ey

Feedback {on procurement documents)
&3 (1) - Machinery, 1500 bs

Mark all as Read: []

Mo comments or attachments made.

Please change the ship to location to TRC-HTC. Equipment is amiving on pallst |

:

Still Available to Comment: 921

Close @ J;b

16



Review/Add Comments and Attachrments >

Feedback (on procurement documents)
63 (1) - Machinery, 1500 lbs

Mark all a= Read: [ ]
- Sheri L. Bransfield [=] 2
Please change ship to location to TRC-HTC. Equipment amiving on a pallet.

07/24/2024 3:25:05 AM

If adding a file, such as a quote or correspondence, click on the paperclip to attach the
document to the Requisition.

Still Available to Comment: 1000

Clozse G @

A dialog box will open. Be sure to select the appropriate file type and then locate the file
to attach. Click open when done and the document will be uploaded to the requisition.

Select the File to Attach =
Look: im: | |= Documents ~ o 7 = -
i Mame - Date modified Type
. lenzabar J1 2023 27272024 413 PM File fc
Quick access = multi-page PO TA23/2024 12:58 PM Micrc
- = PO from Jenzabar 6272024 8:13 AM Micre
Desktop
™
Libraries
This PC
@ <€ >
Metwork
File name: I PO from Jenzabar - |
Files of type: PDF Files (" pdf) - Cancel

Once this is done, click close and the system will go back to the Requisition screen.

17



Note: The comments bubble is also where information about a returned or denied
requisition may be found.

Carefully review the requisition to ensure it is completed properly and has all the pertinent
data for the purchase.

The last step is to Save and Send for Approval. A dialog box will appear indicating the
requisition was successfully submitted along with the number that has been assigned to

this specific requisition.

Jenzabar : 66005 ——

Requisition 213 was successfully submitted. Would you like to
* create another requisition?

Yes ] ‘ No |

The Requisition will go through an approval process which can be reviewed for status
updates under Check Requisition Status.

18



Additional Notes

Returning a Requisition

If a requisition needs to be returned for modification, it can only be returned by someone
in the Approval Track. The person who is next in line for approval (pending approval) is
the only one who has the ability to return it. This information can be found in Requisition
Status by viewing the approval track. Purchasing no longer can return a request when it
is waiting for approvals by others.

Denied Requisitions

If a requisition is denied, it will no longer be available for modifying/correcting and
submitting for approval. If it was denied in error, the system allows for copying a
requisition and creating a new one. The newly generated requisition can be modified as
needed and sent for approval.

Notifications

Notifications via email should be sent to the originator if a requisition has been returned
or denied. In addition, the requisitioner along with Purchasing should receive notice once
the requisition has been approved. Please note to check the status of requisitions often.

Receipts

All receipts for reimbursements should be sent to Accounts Payable via email at
Accountspayable@roguecc.edu with the corresponding Requisition number written on
the receipt. All members of the Accounts Payable team will get the email and can process.

Amazon, Office Depot and Staples Advantage Orders

When placing an order for approval with the vendors above, remember to add the
Requisition number as the PO number for the order. Purchasing will update the number
to the actual PO number once requisition is approved and the order is released.

19
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Checking the Status of a Requisition

Login to Jenzabar. On the My Workspace screen, on the left under the Activity Center,
click on the + Requisition | iry to open the drop down and-iocate the Check
Requisition Status link

My Workspace

Activity Centers

23

&

Budget Inquiry

Month Close Process

Project Inquiry

Furchase Order Creation

Purchase Order Delivery to Vendor
Purchase Order Inguiry

Purchase COrder Receiving

Furchase Order Unencumbrance Proc
Register Students

Repors - General Ledager

HEEEHEEIEEEEEE

Reports - Purchasing
| & Requisition Approvals |
Requisition Creation

= Requisition Inquiny

Budaget to Actual Variance Report
Check Requisition Status

Look Up Account Transactions

The search criteria in the Activity Center will vary depending on each users permissions.

Click the Check Requisition Status link and the Display Requisition window will open.

BE] Check Requisition Status ===
@ Display Requisitions

Group Number:

Requisition Number:

Created on or after: 06.24/2024) B
Status:
Requested By: |
Approved By e
Requested For: ) Get Requisitions
[ select A1 Viewing: | Requisition Details ~
[ Selsct | status Requisition # Requisition Amourtt Requested By Requested For Request Date | Deliver Deadiine | Assigned A
| O 00| [po-o0/0000 |p0-00/0000
< 2
Print Requisition|s) Delete Requisition[z] Close (7]
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This may be saved as a favorite under “My Links” as shown in the screenshot below.
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Click the Check Requisition Status link and the Display Requisition window will open.

@ Digplay Requisitions

Group Number: |

Requisition Mumber: |

Created on or after: |

07/08/2024 2|

Status: |

Requested By: |

| JE=|

Approved By: |

| JEE|

Requested For: |

n o

By clicking on any of the fields above, a drop-down menu will provide options within that

field.
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The criteria to narrow down the number of requisitions being displayed by Status is listed
in the drop down below.

Check Requisition Status

v D &y Requistions
R 4 Dioplsy
Group Number.
Requisition Number
Created on or after: 07/06/2024 ;‘
Status: @
A "
e MNot Submitted Yet 31
Approved By: |Pending Approval 2]
Requested For- |APproved (Is not a PO) " Get .
Approved (Is a PO) _Jj Requistions
Denied |
D Sedect Al Retumed Ils o

Note: If no criteria are selected, the list will display requisitions created by ALL users.

When searching for requisitions created by name, click the box next to Requested By and
start typing the name of the staff person. Then click on the drop-down arrow and the field
will bring up a list of names to select, scrolling may be neces to get to the desired
name.

F
w Digplay Requisitions

Group Mumber:

Requisition Number:

Created on or after:
Status:
Requested By: bransfield, she| a ﬂ
Approved By: ﬂ
Requested Far: ﬂ Get Requisitions

] Select &l Viewing: | Reguisition Details w /

Select | Status Requisition # Hequiw Requested By Reque
] | 00|

Click the Get Requisitions button and the system will display the ones within the desired
criteria or if selecting no criteria, it will show you a list of all requisitions and the status of
each. Expand the window to see all columns within the screen.
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!i] Jenzabar One - [Check Requisition Status]
File Edit Acions Options Tools Go Window Help

el [T 0 (L
F
@ Display Requistions
Group Number:
Requistion Number:
Cededonr e =
Status:
Requested By: FITELE]| | Shei Bransfeld ﬂ
Approved By: 4
Requested For: Q
[] SelectAl  Viewing: Requistion Detals v
Select | Status < Requistion # | Requistion Amount| | Requested By Requested For Request Date | Deliver Deadine | Assigned Approval Track Ertered By |
i '\ | W | P oo ‘ |
[ Pending Approval | 10 im Fheri Bransfield \nde Futon PMWZDZJ 0819/2024  GF ontracts and Procurement _]Shen Bransfield |

By clicking on any of the header columns, the system will organize the data. For example,
if you click on Status, the system will re-organize the display to group each type of status
together.

There are several columns with detailed information regarding the requisition and are
defined below. The first column specifies the actual status for the requisition.

|| Select Al Viewing: | Reguistion Dk

Se;i — i The detailed status will reflect one of the following:
[1 |Retumed ] e Not Submitted
[ |Retumed | e Pending Approval
L] [petimed [ e Returned
O ’:ﬁ S | | e Approved (Is a PO XXXXXX) The blue text is
g h?fﬁi?:; o } 2r23£eeélink to view a Purchase Order once
g r.m wﬂd T U}- e Approved (Is not a PO) The requisition is
0] ved 0 000045 | | approved but Purchasing has yet to change
[0 |Acoroved (s PO 5000027) | {j | = the status to a Purchase Order
[] [Approved (s 2 PO 5000035.50( |
[] |Aoproved (s a PO 5000036) [
[0 |Aoproved (s a PO 5000005) [
[] |Aoproved (s a PO S000036) I
[ |Aeproved (s a PO 5000009, 50{ |

In the screenshot above, a paperclip to the right signifies an attachment exists. This was
done when the requisition was created and a document, such as a quote, was added for

audit purposes.
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The Requisition # column displays the corresponding
requisition number. This number was generated when
the requisition was saved before sending for approval.

The blue font indicates a hyperlink which can be clicked
Wm details.

The total cost of the requisition displays in the
Requisition Amount column. This may be useful if
multiple requisitions were created and looking for a
specific dollar amount.

If a Requisition contains a comment or an attachment, the comment bubble will display
in green with three dots. Hover over the bubble and a note will display. Click the bubble
to view.

| comment &

Llick to wview feedback |

The Requested By and the Requested For columns indicate the designated staff.

Ty .

Requested By Requested For
a A Haga [Travis J Elerman

A Haga Deborah Dice

A Haga Laura A Haga

24



The Request Date is the date the requisition was created in the system. The Deliver
Deadline is a field_that was completed when the requisition was created. date will
vary depending on the-circumstance of the purchase.

Request Date | Delver Deadine
100/00/0000 00/00/0000

70172024 [07/15/2024 |
07/01/2024  |07/15/2024 |
7/01202¢  07/31/2024 |

The Assigned Approval track will show the name of the department that was tied to the
account on the requisition. It is important to understand the process of approval and to
view who may be approving requisitions.

Hssigned Approval Track
_i The E symbol next to the department name is
[GF-Shipping & Receiving A an active link. When clicked it will bring up the
il qF approval chain for the assigned account.
E&»frm.:tymd'l'l'nrldame[)ewﬁcpnﬁrt ; 5__ PP g

The image below shows the approval track and status for a selected requisition. The
number of staff approving may vary.

Approval Track Members >

[
Approval Track i

Track Name: | GFCOPR | ||

Approval Order Name Approval Status Date ApprovedtDenied
0000/ D000
.IcudiEe Fulton Pending Approval 004000000
Second Liza Stanton Pending Approval 00000000
Third Sheri Bransfield Pending Approval 00000000
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The Entered By column is the last column within this screen. This identifies the person
who entered t

@ Display Requistions
GowpMumber: | [v]
T
Created on o fer ()=
EE
Requested By: | | u|
oproved B:| I =]
Requested For: | \g | Get Requistions |
[ Select Al Viewing: |Requ\sitinn Details v
Select | Status Requistion # Requistion Amourt | | Requested By Requested For Request Date | Deliver Deadline | Assigned Approval Track Entered By
U D0/00/0000 [00/00/0000
[ |Not Submited 20 g (Sher Bransfield 8 ‘Sher Bransfield
W Pending Approval r Il | 4.E'Dr Sheri Bransfield r-.l-:nj\a Futton GFCortracts and Procurement Shan Bransfield r
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