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Windows Security 

Enter your credentials 

Typ e your user name and password to conn ect to RCO 
RemoteApps 

Bransfield, Sheri 

rcc\sbransfield 

e choices 

OK Cancel 

X 

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. 

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 

Enter your RCC Username and 
Password, click OK. 
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Jenzabar One 

jenzabar· 

J.!ser: IJFULTON 

.Eassword: 

DQmain: RCC 

Qatabase: V 

OK Cancel 

Use of the Jenzabar One software system is permitt&d only by users with an 
authoriltd rtglsttrtd user account Only tht registered auth01iltd ustr 
(•Authoriled User•) may use sueh account and usage by an 
unauthoriltdlor unrt9isttrtd ustr Is strictly prohlblttd. Any oonfldtnlial 
information contained in the software systems accessed by an Authorized 
Ustr must bt ktpl oonfldentli l conslsttnl with i ll applicable policies ind 
proctdures. Click here for mor• inf01mation rogarding FERPA and privacy. 

Enter your RCC password and 
uncheck the Use Default Application 
Group box before selecting OK 

Once OK is selected this will open the J1 Desktop. 
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Drop -Down s 

U se selected search a n d d ispla y function in drop-down s : 

O p e n drop-downs automatically as typing begins : 

Addresses 

D isplay addresses b ased on selected Address Priority Code : 

W indows 

Save c h a n ges to the s ize a n d positio n of a ll w indow s : 

N otification Preferen ces 

N otify m e by : ,plication AJert a nd E -ma il 

[;2] Popu p n e w applicat io n a lert n otiflcatio n (s ) as I get the m 

Number of pop ups to be stacked s imulta n eously: 

H o ld t h e pop -up f o r t his m any seconds b efore f a d e : 

Default .Application Group 

Default .Application G roup : 

My Workspace T abs 

Default My Workspace T ab : 

OYes O No 

D Beset AJI Windows t o Default S ize a n d Position 

IPRO C U RSPEC Procu rem e nt S p ecia list 

ffiiiiffii§fiffitffi j 

121 

Customizing the J1  Desktop Workspace 

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. 

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

Select Home from the drop down under the My Workplace Tabs. 
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File Edit Actions Opliol?I Too ls Go Window Help 

MyWofbpm 

Links Reports 

liJ Bodgetlnquiry 

lil Mooth Close Process 

iil f>roiectlnquiry 

ii! Poo:haseOrdefCreation 

lil ?urcruseOrdefDel~toVendor 
(il ?ixt:haseOrdef lnquiry 

lil ?urcruseOrdef Reeeiwlg 
W?u«:haseOrdefl.lrienctA-nbfance 

Ill Reg ister Studetits 

WReports -Generalledger 
ll! ReJ)OOS -Pixt:hasing 

lll ReQ'.Ji,ition~MI, 

WReQ'.JisitionCreation 
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iil WOO:.wilhTasklists 
WWOO:.wilh Vendors 

!ii Add a link 

- Mla in< 

My Links 
{ ui,rtions 

f CreateR i,ition 

!iJ Ched:ReQ'.J1itionStatus 

I Create Poo:ha Ordm from Re(!'.Jisioons 

!iJ Crea\e/Ed~Pur se0roer1 

l!!I Pri ntor&Mil a 

!iJ PurdiaseOrderSerchandStatus 

!iJ ReceM!Good, 

t ereateMewVendors 

!iJ NameErtify 

l)Pe d ln<: l•Hli 11111\, 
Wlldow: 

O!Ji!'l 

Yoocooenlly ha'l'e noadi'l'e tasks.The TasksPanel 
dispiays acooent lo-dolistthal ridudes tasks 
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The Report, Panelquicklylinkslo oommool-fused 
lnlomaker,JenzabarOne.Excel. andSOl 
Reportir,gSer.-ices reporb. To aea\e alink lo a 
report. cl icklhegreen plus button 

l!i1J1 lleskl(l)Wlldow vi 
t' PO CreateRequslion 

PO Dea:e Purchase Orders lr001 Req.is/i:rn 

PO Dea:eA:d,Purchase Ordos 
Lookl4J Prevoosly Crea:ed PO 

PO MSOS Rep:,t 
PO Open Puchase Ordos ooi l1110CedRel)ll 
PO Open Puchase Ordm ool Recer1ed Repot 
PO ~lli oElllit aPO 
PO Puchase OrderSearch ar.J Status 
PO Puchase Ordos tri, Date ~llied Report 
PO Pu chase Orders tri, Veroo Rep:,t 
PO Puchasr'] ModJe Setup 
PO ReceiieGooJs 

O!Ji!'l 

Ver!Ul202'3.3.0.2001 D~se:JHEST I,<;! 

X 

e,y loVendo 
i 

0 

Setting up the Home Page 

Click the 
My Links  under 

a Link Add green + to open the Dialogue Box and select links from the 
Activity Center to display for easy access. The same can be done to 
add reports. 
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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. 

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

Assign Profiles. Rules and Approval Tracks 

Header Order Profile: '--------~~ ~ ,ril Disbursement Rule: '-------~ I Assign I 
~ Requisition Profile 
Requisition Number: ~---~ Group Number: ! I Requisition Text: 

Request Date: 

Assigned Track: 

08/01/ 202~.k)J Requested By: ! 6013831!@heri Bransfield !.!]I 
::===::========~ 

Requested For: ! .!]I 
'--------~.!lJ Status on Track: Requisition Total: ~ '---------'= 

\ Olll Set Pu-chasing Preferences W Suggest a Vendor di Designate as a Work Order 

Date To Order: 08/01/ 202~!d! Purchasing Agent: ~I---~~---------~ .!]I Disbursement Cycle Rule: ._ _______ _, 

Delivery Deadline: OO/ OO! ()(}aj1::l] Ship Goods Here: '----------------' 

Paste from Excel 

Default Line Items With 

Line Item Order Profile: '-------~~ ~ ,til Account Number: '---------~ Project: ._ _______ _, I Assign I 
Search Line Items 

□~ ___ 1n_v_c_o_de_:-=======~u_n_lt_;: ;--, - -:-'I Quantity: :,:I ====·@=_c_o_st_P_e_r u_n_lt_: ==,·-:()()aj:-~ Liner _T ot_a_l~: ====,~ 

Account: ::===========:;---~ ---;~_J=:!_ __ D_e_s_c_:rip_ti_o_n:--======;-;:::;-~ ~ ~ ---' Project: '--------' 
Catalog:._ _________ _, Part: '--------------' E2J OK To Group 

._ __ S_a_ve __ __,11 Save & Open New I ~I __ c_a_n_c_el __ ~ Submit for Approval 

I 
,....,,.""""',~ _.:.:u..-.- .... , ,,-.. ,.....,__, , ........ ~-

~ ~ Set lvchaoing Pref-- 1aSuwetl1Vtnder ~· ••• \'I<,'< Otdef -- -----
Date To a.de,: 08l01/202' :..ii Puchaw,g-'-1. LJ ~C)deAlje_ 

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. 
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Assign Pmfies. Rules and Approval Tracks 

Header Order Profile : II 7..:J Disbursemert Rule : 

, Requisition Profile 

Requisiion Number ~[ ___ 7_~ Group Numbe<: (~ ___ _,.. Requisition Text ·,'------------------' 

Request Date: 07/24/202~!'J Requested By: f 6013831, eli L Bransfield ~ 

Assigned Track: 

Requested For: ~ 
.l!1J Status on Track: ~-===::::::=======-----::Re- QU- isrt....,i=on===_Total : 7iq 

Assign Profiles, Rules, and Approval Tracks 

Header Order Profile 

Leave this blank 

Disbursement Rule 

Leave this blank 

Requisition Profile 

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) 
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Purchasing Preferences ; Suggest a Vendor Designate as a Work Order 

Date To Oider: 07/24/2024, .bl] Pun:hasing Agent:~j __ ~ ~--------~ _g Disbursement Cycle Rule : LC ______ ~ 

Delve!)' Deadline: I 00/ 00/~ bl] Ship Goods Here: ·~--------------

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 

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. 
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i 
R\C 

APE AP Email 

SO Services Or/ly 

ND R INo Delivery ReqUJired 

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

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

• 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. 

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. 
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Assigned Track : '---------'J!ll Status on Track : ~IN_ot_S_u_bm_ill_e_d ________ ~I Requisition Total: L___j.._i -----'-1'--'.000c..c...c.c.c·OO:"", 

Set Put:hasing Preferences ;. Suggest a Vendor Designate as a Work Order 

Date To Order: 07/24/ 202 !JI Purchasing Agent : '-----------' ~ Disbursement Cycle Rule: '---------' 

Delivel)' Deadline: 00/ 00/ooaj g Ship Goods Here : IRWC Redwood Campus Receiving 

Default Line Items W ith 

Set Purchasing Preferences ~ 

....I.I--- -·· ··- -·-

Suggiet 

Vendor: -----------.---
'°d:R81'.: 1----~--------1 

11247 

D u < ---~--, > 

l..l1e em 04de! Pilllie: ___ _J 

Set Purchasing Preferences w S. tggeSl a Vendot-

Vendor: fil247~ ~ INDUSTRIALSUPPLY CO. 

Address : :[HP LegallAlome / permanenl] .. 

Paslll from Excel 

300 E. NEWLAf'. 

L 
L 
FERNLEY 

Suggest a Vendor Tab 
Click on the Suggest a Vendor to open the tab. 

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

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

In the example, MSC was typed in the Vendor box and selected in the drop down. The 
system auto populated with the vendor data. 
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,\,signed T r11ck .l!IJ Sl.!lllJ$on Tr,,idc : 

Set Pun:hasing Preferences ;. Suggest a Vendor 

Date To Omer: PLrCha,slng Agent: I 

Set Purchasing Preferences ; Suggest a Vendor 

Location: ~===========~ 
Building: ~===========~ Room: '------------------' 

Set Purchasing Preferences 

Location : ~ RC Table Rock (White City) 

Building: ) B Bldg - High Tech Center 

Room: [~7 B-17 

.;l Suggest a Vendor 

I 
I 

GJ 

Reqtisition T 01111: 1J 

Desi9"1ale as a WOik Order 

~ Disbursement Cycle Rule: 

Designate as a Work Order-

Designate as a Work Order-

Del ault l ine Items With 

Line It.em Order Profile: Account Number:!~---------~ Project: 

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. 

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. 

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. 

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

Line-Item Order Profile 

Leave blank 

Account Number 

Leave blank 

Project 

Leave blank 
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Default l ine Items With 

l ine Item Order Profile: ~------~Q QQ Account Number:~---------~ Project: 
~-------~ 

Search line Items 

D ...i,._ ___ ln_v_Cod_ e:__!:::=====~U=n=it=: ~ ---.---:-''Quantity: I .oq Cost Per Unit: I .oooq Une Total:C .001 
:Acco~nt1 I _J Description: •:=====~---~==--::P-'roject J,_ _____ __,1 

Catalog:._ ________ _, PartJ ____________ __,I 0 OK To Group 

!II GL M a~ter A ccount Cod~ >< 

.AccO\Xlt Code ( Acc<><nt Type ( 

1110-50700-10050-51900 ~ F.CSSBS-Buelneec Offtoe..SS FICA ;---e A 

11 IO 50700 400..lin fi.X)O{l l -;,i:- C.$.~FLC. RI 1:"lln.t'::'.'11 O ffit":t': Orh PR l=•r,, 11 " 11 1~'JO/UCJ-c100~~ZlUU f.ir-~-".:i~l::l~-t:Ju-.:i1..-,:-.: r .. \l l.._-...4 1-'t K~ 11 t 

1110-50700-10050-52300 ~ F.CSSBS-Buelneec Offtoe4 UnEmo Inc I E -11 IO .!'i0700 4.00..li0t; I 110 1-;,i=- c .$.~FLC. Ro !'\1~ '11 O ffit":t': i=,,, ..,. <S l f'lc: 11 " 1, 1~'JO/U0-c100', u-tn 1m f .ir-~·".:i~l::l~-t:Ju-.:i1..-,:-,; ( .. \11-._-......r_lllK--... ~u~,., 11 t 

1110-50700-1-11 21 f3F.CSSBS-8ue1neec Offtoe4 MtQ Supply I E 

1110 50700 40050 6 1200 ~ F CSSBS Bu3IOC33 Ofhoc Pnncng 11 E 
1, ,~~~':,,0-(,;1 :JOU f _;1 <,.''.,; '.,;U~ -1.Jusi~s ( .. 'ltfic:e4 1 r~ v el 11 L 

1110-50700-1-1510 f3F.CSSBS-8ue1neec Offtoe4 Audl I E 
V 

~-◊-K_~I I c . ....... 

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. 
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O Inv Code 

ccount : 11 10-50700-40050-611 20 

Catalog : 123 ~---------~ 

-1111 

GJ Unit [EA I Quantity: I 2.aj Cost Per Unit : 

ISi Description : [Machinery, 1500 lbs 

Part □ OK To Group 
~-------------', 

500.()l}aj Ur 

I Project 

Note: When the checkmark next to an account number is green, this indicates that the 
account has budget available. When a red X 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. 

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. 
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Default Line Items With 

Line Item Order Profile: Account Number: Project: .__ ______ __, I Assign I 
Sear ch Line I terns 

D :.Q~~ ~ ln~v=C=o~de~:...,':::======'---u_n_it :----';--:;:::;-,--~ Quantity: I~===2=aj=----c~o~st=Pe_r_u_nit_:--'==:::;-2_~~ Une~To_l a_l_.l====:;-4_.oo~: 
Account : 10-50700-40040--611 20 Description : !Boise Pens. black. 12 pk I Project :~-----~ 

Catalog:I~12_3 ________ ~ Part :~-----------~ 0 OK To Group 

.. □ Inv Code: Unit : IEA I Quantity I 1.aj Cost Per Unit : .0001 Line Total: 

Account : 1110-50700-40040--611 20 I~ Description : mnia ontract 1234 564 6 Project : 

Catalog : T 1C45PLO Part : 0 OK ToGroup 

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. 

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. 

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. 
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Line Item Order Profile: '---------~ Q ~ ,M Account Number '-----------~ Project: '----------~ I Assign I 
Search Line Items 

D Q Inv Code: 

Account: 1110-50700-400~1120 
I Quantity: ;:;::::;:==::;:=::2.;:;aj;!,.....c_ost_ P_er_u_n_lt:-==,500_ .ooaj-:--' Line;:. ..:_T ot: a: I:..!: =====;:"""' 

Description: Machine,y, 1500 lbs Project: ...__ _____ _, 

Unit: IEA 

I~ 
Catalog:..._@_12_3 ________ _, Part: '---------------' D OK To Group 

...__ __ S_av_e __ _.l I Save & Open New I ..._I __ c_a_n_ce_l __ _, 

1 DJ Kev,ew/ A dd Lomments a nd Attach m ents 

Fccdb.::ick (on procurement documcnt3} 

I 63(1) - Machlne,y. 1500lbs 

No oommerts or anactrnerr.s made. 

Malk all as Read: D 

:X: I 

~ 

:=_::.::.::.::.::.::.::.::.::.::.::.::.::.::.::.::,C-;;:.hc::.k::.p-.,-,,..::.-,-clip::.. ::.,::.o _a_cld::,::.a::_fi-,-. ::.::.::.::.::.::.::.::.::.::.::.::.::.::....,- !-~~~ 3 
Dtil Avoiloble to Corrwnent: !>21 

Ooee 

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. 
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!I] Review/ Add Comments and Attachments 

Feedback (on procurement documents) 

63 (1) • Machinery. 1500 lbs 

X 

Maik all as Read: D 
Sheri L. Bransfield (8) 

Please change ship to location to TRC-HTC. ~ipment arriving on a pallet. 

07/24/2024 8:29:05 AM 

Type yoll' cornmert here .. 

._ __________ O_ ick_ p_a_per_ di_._P_to_a_dd_ a_ fi_l_e _ .. ________ _,_,I I ®.I 
Stil Available to Comment: 1000 

Oose 

!I) Select th e File t.O Attach 

~ .,, ~I =lf!l~Uocumori ___ •------------~~, 0 ~ ~ § -

Qulc.k acce~~ 

Oeslctop ---Libn,ric:s 

lh1s P(.. 

N.amc-

Jc-nz:obor J1 2023 
D mult1 p-,gc PO 

15:i PO from Jeruab.ar 

< 

Hlcn.;)mc; ( Kl trom Jom.>bor 

I PDF Ab (" ,xJf) 

U..itc- modrhc-d 

3/ 2712024 4: 13 PM 
lF.!3/2024 1 Z;!,9 PM 
6F27/202A8:13AM 

Add 

X 

lypc­

r ilc: f< 
M1crc 

M lcrc 

> 

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

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. 

Once this is done, click close and the system will go back to the Requisition screen. 
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nzabar :66005 

~ Requisit ion 213 was successfu lly submitted. Would you like to 
IF create another requisit ion? 

,___v_e_s _ __,1 1 ~ __ N_o_~ 

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. 

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

Activity Centers ~ 

~l5i_~_rch __________ ~I ~ 

1±1 Budget Inquiry 

1±1 Mo nth Close Rrocess 

1±1 Proj,ect Inquiry 

1±1 Plurohas e Ord er Or,eatio n 

1±1 Plurohas e Ord er D:eli'lllery to V,end or 

1±1 Plurchas e Ord er Inqu iry 

1±1 Plurohas e Ord er Receiving 

1±1 Plurchas e Ord er I.J nencumbra noe Pro~ 

1±1 R!eg ister Stud ents 

1±1 R!e:ports - Genera l Led ger 

1±1 R!eports- Purchas ing 

~ Requ isition Approva ls 

1±1 R!equisitio n Cr,eatio n 

El Requisition Inqu iry 

Bud get to Actua l Va ria no:e Heport 

Check Requ isition Status 

Look IJ p Acoou nt T ra nsa ctions 

!ii L 1e e 

Display Requisitions 

Status 

Requested By ·;::::::::::::c:::=--
Approved By : c:::=--

Requested For c:::=--

0 SelectAJI ViewinQ : ~ uisition Details 

Select Status Requisition # 

□ 

Pnnt Requ1Sit on s 

Reque sted By Requested For 

Delele Requi-s:ition(-s:) L Oose ~ 

Checking the Status of a Requisition 
Login to Jenzabar

link. 
 Requisition Inquiry 

My Workspace 
the locate down and 

. On the screen, on the left under the Activity Center, 
click on the + to open the drop Check 
Requisition Status 

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. 



 
 

  

 

 
      

 

 

 

 
  

 

iii ~ ln<lt,.nt)' 

!ii ~ CloM ProoeH 
I.ti Projed lnquil)' 

!11 Putd!.»e Order C.ealion 
Iii Purdl-Ordeto....ytc>V•MOl' 
9:1 p~ Orde, fncwll)' 

(t1 Purdlase c.der Rec:errino 
i) Purd'!.»e Order Uneneumbtance 

Iii it.o,t•• s,~ 
Iii ~pOltS•Oenel'♦lledo,e• 
li:I Re-port, ·P1.tl'd\Ofing 
(il RequiMl:ior,. AppjOY11!S 

Iii ~•MOtt CrlMloOn 
R.ocio.,,s,lon lnq"''Y 

Rev,- lno,en,c,,y L~lions 

lfJ Settiroos • Puid\aS1ng 

Iii s.tlinott. Petm'"'4)1'1• C 
Iii V91\do1 P♦)T'llf)Ol 

&J Wort wilhHT &u<k-nb 

ii Wottt~Sl:udents 
Iii W<>ttwilh Tultl,Mt 
fil Woi\ wilh Ver'ldott 

( ·, .. , k ~ .. I" , iii Ill '\,, ' " 

G. n(111,-,1 R1'1'JIIC'Oliu· ~ 

My links 
., Appto.-e Reou,,.._ 

CrNte ReQUfllllon 
!D c~ Req~,,.,on s1.,M 

"'C•~~-f\lt(fl~fl ~'''''°"" 
(D Cr•~i..1:.d,1 Pta"CNIN Or-den 

II Pnnc or Email a PO 
!lJ Purd!.»e Order Seairch .-rKI Slatus 
lD R«- Good, 
~ CreoteN'iewVel!dot, 

(D ~meE~ 

Group , u,rber- 'I ------7!'°.-,! 
-:~'1 1it. tnn \ 11,rh,-,. 

Cre:ud on or at:er ------,0"7,"'08r.1>'°'•""~~ ~ 
SI.Jiu, 

R,qui<lid B, ,=======j,----------,~ 

A:orovco Uy J!! 
Ri,,q,...-sto:d F... ~ 

I " ' • " " 

'3ei ReculEtllOl"'t 

This may be saved as a favorite under “My Links” as shown in the screenshot below. 

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

By clicking on any of the fields above, a drop-down menu will provide options within that 
field. 
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!I] Check Requisition Status 

~ 0.splay Requioitiom 

Group l'uroer: L 
i'----------, 

ReQ..isllion l'uroer: 
~ated on or after: :=c===-------=0=1 /06/20-=-=2-:--:4 ~ 

Status: v 
1-,---------''""'-I 

Re(!Uested By: ~ Submtted Yet 
1'1>!>roved By: Penclrig Ppproval 

R~ed F«: rovod 0• not ~ PO) 
1'1>!>roved Os a PO) 

D Select A'I Denied 
Rell.med 

~ Display Req.-sitions 

r-------~ 
Gro'-" Number: ~-==----~ 

Requistion Number: 

s 

~ ated on or after: r--------=0""7/06/=-=20= tlj 

Status: 

V 

Requested By: '.bransfield, shel Iv] ~ 

,Approved By:~------~~------------~~ 
Requested For: ~l ~ 

D Select/Ill 'newing: Requisiion Details V 

Select Status Req.-sition # 

D 

L Get Requsltions 

[ Get Requisitions J 

Reque 

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

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

name. 

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 necessary to get to the desired 

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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!lJ Jenzabar One · [Check Requis~ion Status] 

!IJ Ale Edit Actions Optiolll Tools Go \\1ndow Help 

:~81@1 ~-~ i•'.!lll ~IBII01 

D DS!)a'/ Req.i!liooS 

~tl.mler•[ =---~ 

D Select II llem.1 ~soon Detais 

LJ SelectPI 

Status 

Ct 
D Retuned 

D Retuned 

□ 

D 
D 
D 
D 
D 
D 
□ 
□ 
D 
D 
D 
□ 

Returned 

ved Os II PO SOII0029, 50( 

Not Si.timitted 

,cWPYed Os a PQ 5000028) @ .. 
f:woved Os a PO 5000045) 
,Jlooroved jls a PO 5000027) 11.~ 
1/iwoved (Is a PO 5000035. 5(1( _[_~ 

ved s a PO 500003 __[ 

'f!!!!Yved jl:; a PO 5000005} i 
ved :. a PO 50000 

ved Os a PO SOOOOOS. 50( 

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. 

The detailed status will reflect one of the following: 

• Not Submitted 
• Pending Approval 
• Returned 
• Approved (Is a PO XXXXXX) The blue text is 

a hyperlink to view a Purchase Order once 
created 

• Approved (Is not a PO) The requisition is 
approved but Purchasing has yet to change 
the status to a Purchase Order 

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. 

23 



 
 

 

 
 

   

  

 

 
  

 

 

 
 
 
 
 
 
 
 

  
  

 
  

 

 
  
  

 

11< nitior ;; 
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1.00 

1.IOOOO 

2,15100 

5th 

~ ----~___,....,._. -~ 
~ ed fly ~sted For J 
L , I 1 

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 
if wanting to view the requisition 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. 

The Requested By and the Requested For columns indicate the designated staff. 
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Aaq,ed-11Tracll _I 

lF•Shpping & ~ -31.lskuu Offic! - and Workforce Oe-,elopmenl 

m Approval Track Members 

[JI A:>oroval Tra::k 

7/31/2024 

. 
' 1 • 

-

~-------------------------------~ Track Nane: GFCO~R ~-------------------------------~ 

X 

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. The date will 
vary depending on the circumstance of the purchase. 

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. 

The symbol next to the department name is 
an active link. When clicked it will bring up the 
approval chain for the assigned account. 

The image below shows the approval track and status for a selected requisition. The 
number of staff approving may vary. 
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Created on or lit.er: 
9.atus· 

01/06/2024 d 

ReQue•ed Br 

....,,,ed By· 

R,Que<ed Fo, c~-====; 

□ Sdea/1 V.wng· ~Detah 

The Entered By column is the last column within this screen. This identifies the person 
who entered the requisition. 

26 


