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Purpose of the Query: At the end of each fiscal year, agencies need to ensure that no

requisitions are still sitting in a open/pending status. Agencies can see
this information on-line by navigating to the eProcurement > Manage
Requisitions page and filter by the “Request Status”:

Manage Requisitions
~ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button
Business Unit: 17300
Requisition 1D:

Requisition Name:
Request Status: Pending * | Budget Status: W

LI Albut Complete |

Entered By: Approved L POID: Q
Cancelled
Complete
Search Clear Denied
The Requester specified has no Requisitions. Open
PO(s) Created
PO(s) Dispatched
Create New Requisition Inquire Chanae Reguest Jalill} Pending

Received

Date From: 05/28/2012

LELL

Requester:

Requisition Report

This filters on the Requisition header status and will produce an on-

line listing of all the Requisitions for your Business Unit that has the
selected Requisition header status.

The on-line search will not identify all requisitions that have not
sourced to a PO. For example, if a Requisition has four (4) lines but
only one (1) of the four (4) lines successfully sources to a PO the
Requisition header status changes to “PO Dispatched” even though
there are three (3) requisition lines that have not sourced to a PO and
need some kind of attention to move forward. In this case, the
requisition more than likely can be found on the Sourcing Workbench.

Furthermore, this particular page does not allow users to export the
results to an excel document.

Query parameters:

e Budget Date is less than the budget date entered

e Requisition Header Status is in the following list: Initial, Line
Approved, Open, Pending or Preview. [Status’ not included are:
Approved, Complete, Denied, Cancelled]

e Requisition Line Status is in the following list: Hold, Open or
Pending Approval. [Status’ not included are: Approved, Closed,
Denied, Canceled.]
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Navigation: Reporting
Tools > Query > Query
Viewer

Enter
KS_PO_REQS_OPEN_PN
DNG as the query name.
Select the “Search”
button. Select the

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values

K3_FO_PCRD_VCHR_DE

*Search By: begins with
Searc

Advanced Search

Search Results

*Folder View: | — All Folders — b

Customize | Find | Vie

Description Owner |Folder

First (4] 1 or1 ] Last
Runto |Runto
HTML |Excel

oA
s Al I

KS_PO_PCRD_VCHR_DELETED Closed PCards with no Voucher Fublic HT[qh Excel Schedule Favorite
“HTML” link:
2. Enter the Budget Date
o Bud et Date . KS_PO_REQS_OPEN_PNDNG - Open and Pending Requisitions
budget Date:
Enter Business Unit: 58500
[Example: For 2012 Enter Budget Date: ’W@
fiscal year end the w{\
user WOUld enter Download results in - Excel SpreadSheet CSV TextFile (30 kb)
07/01/2012 to
1340734

determine all
requisitions/lines

Pending Allin-One Driver's License Workstation Configure and  Pending
1 56500 0000002556 e 1 MORPHO TRUST USAINC Install Mission & Andover e 01/03/2012 100800.000
Pending DELL PE T310 Server & Installation & Configure of Pending
that need to be 2 56500 0000002556 o B2 2 MORPHO TRUSTUSAING = PE 1 0ot hpproval 00312012 9440000
edited. a pp roved 3 56500 000002556 ":;:r"ﬂ‘c:‘ 3 MORPHO TRUSTUSAING SOTITASUal Seice o 300 8 new V" Restncton code o ":s;r"ﬂ‘c:‘ 0100312012 15000 000
, ’
4 56500  00DODO2040 FEnding STAPLES CONTRACT & i 5ocket Portiolios with Fasteners, Green, 10k 209N gapgmoia 34000
closed canceled Or Approval COMMERCIAL INC Approval
’ 5 56500 0000002940 Penmng‘ 2 STAPLES CONIIRACT& E“ermanf‘n&IAD Laser Labels, 2 Labels Per Sheet, White, Panmng‘ 03/2012012 235.920
denied before the
start of Fiscal Year
w g
Select the “View
”
Results” button.
%
Select the “Excel
/N
SpreadSheet” link.
3. Users might find it
. /ﬁj FIEEEE [Read-Only] [Compatibility Mode] - Microsoft Excel B
helpful to apply filters to _— 80
e 4 e he . . o |G [Z- A
h I d b O E amuncosen -0 <& A | (] | SiwrapTea Tert ijg‘ ﬁg [ = | E: ? @
t € exce Ocument y pate Bz u || A SMerge & Center - | [ $ - % 2 |[% | | Conditional Format _Cel e @ Sort & Find& | Call Business
. S LR 2 8B 58| ormatting - ot able - styles « | [EIFormat - | 2~ [piter |selecte | Unit
Se I e Ctl n g t h e row Clipboard Font ‘ o) Alignment 3 Number 2} Styles Cells 4] sotatoz
A2 ~ Jx | Business Unit %l sertztoa
.. . A 5 < B B G B customsort
containing headings and | |, ot -
2_ Business Unil - |Requisition 1D~ |Requisition Status. Gine Vendor Name [ilom Descriplion u) - Filter
lect the “Filter” ti Mo ooooszes — Open s T JOHN A MARSHALL COMPANY B]Hmmmmr((WWH)
4 00 ’b000005400 O 1 SHI INTERNATIONAL CORPORATION Re i f
selec € Filter” option 5T e — 2 SHI INTERNATIONAL CORPORATION | Renevo G| Enobie fiterng of the seectes
& To2st0 Toooosssss  Open 1 OXFORD INTERNATIONAL INC Ontord e cels,
f th ”S t & F' It i 7 [62000 70000005830 Cpen 1 SHIINTERNATIONAL CORPORATION  Support Rens -
rom tne Sor leer & Fozsao Tooooseocs pen 1561 INTERNATIONAL CORFPORATION |t et Qnee fising s tumed an, dick
9 62000 0000006004 Open 2 SHI INTERNATIONAL CORPORATION IBM Rational choose a filter for the column,
10 To2s00 Toooooe1zz Open | WRIGHT EXPRESS FINANGIAL SERVICES (NE REGION
drop down box on the Shw emr oy Deres Ehovs g o m
12 T2900 6000006244 Open ' CENVEO CORPORATION Envelopes, b
. 1 To2se0 Pooosseer>  open 1 TRANING & EVAL CNTR OF HUTCHINSONNOTARY ST)
ribbon at the top of the | [z s om e e
6 Toasto Toooorrats  Open 1 ANXTERING 18FOOT CATS PATCH CORDS open
p a ge 17 fo2s00 Tooo0007651 Open 1 CENTRAL MECHANICAL CONSTRUCTION TOPEKASVC CTR SUBCONTRACTOR AL Open ‘

Agency Action

Please refer to section one (1) of the Purchasing Month-end

processing document:

http://www.da.ks.gov/smart/Training/CList_ PO_Month-

End_20120504.docx
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