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How to Create a Requisition

In OCCC Employee Portal

Director of Purchasing: Craig Sisco

REQUISTIONS TAKE 3-5 BUSINESS DAYS TO PROCESS.




How to create a requisition in OCCC Employee Portal

1. Loginto the OCCC Employee Portal.
a. Click on ‘Employee’ to open the drop down menu.

| Self-Service

| 9  STUDENTS

| » FACULTY

‘ 3 EMPLOYEE

STUDENTS

FACULTY

EMPLOYEE

User Account

Employee Position

Employea Leave

Employee Benefils

Employee Pay

Time Entry and Approval
Communicatlon

Financial Informatler

Documentallon

I

c. Then, ‘Requisition for Goods and Services.’
Financial Information

Budget Selection

Approve Documents

Requisition for Goods and Services

View/Modify/Delete Requisitions

v L I T AT N Y " ~



Enter Vendor Name or Vendor ID Number (e.g. Staples or 324717)

Requisttior. {of Goods and Services "

Vendor IO or Nam& | Staples

| do not wish to perform a Vendor LookUp { }

—p  SUBMIT

< a.j Click the Submit button.
b. A list of possible vendors will appear. Select and click on the submit button again.

oose Ona  Vendor 1D Vendor Name Vendor Address
0038432  Ms. Cherie A Stapies
0172473 Ms Lynn Nunn

0324717  Staples Contract & Commarcial (n¢ 5100 Norih Brookline #575 Oklahoma City OK 73112-382¢8

***IMPORTANT NOTE: If there is no vendor available. ***
Please obtain a W-9 from vendor as soon as possible and send to Purchasing.
This is so Purchasing can put the new vendor in the system. Using OCCC Portal,
the requisition cannot be entered or processed into a purchase order
without a W-9.

0387244  Ms. Jeannelte SHaplas

0395668  Kimberly Staples

3. Click Submit button again.

***CONTINUED ON NEXT PAGE***



***After clicking Submit a screen similar to the one below will appear ***

vicy; Budgel

Requistion Date* fovdne

e [FoTiER

Confirmation E-Mai Addreas* [rachel | pollar@occe edu

hwlic {01 OKE Comemuniy Callage |
Desred Dale

Vet 10 oe Hame o33sss2
Pencn Vender

AP Type -

Pointed Coanmemty ‘

Comments

Nt v

***CONTINUED ON NEXT PAGE***



4. After choosing the correct vendor, the following sections will automatically populate with the
correct information. DO NOT CHANGE THE DEFAULT SETTINGS IN THESE FIELDS.

- Requisition Date:

Initiator:

Confirmation E-Mail Address: (This is where the confirmation email will be sent.)

Ship to:

Desired Date: ***Leave Blank***

Vendor Id or Name:

Person Vendor: DO NOT USE.
AP Type: DO NOT USE.

Erter g Regptioe e Goeds and Seraces x

Go back

View Budget
Requisition Date* 1211118
Initiator® LOVERDOR

Confirmation E-Mai Address” [ Iéﬁcéj,dvesdorﬂ@m'(ﬁ.é&u

Ship to” 01 OKC Community College v
Desiwed Dale ®
Vendor |D or Name 0324717

Person Vendor
AP Type 1 4

- IMPORTANT NOTE: If you need to view the budget prior to creating a requisition,
click on the 'View Budget' link shown at the top of the above page to view
available funds. Click on the 'Close Window' button to return to requisition
form.

***DO NOT PUT ANYTHING IN THE “DESIRED DATE” FIELD***

If the requisition is time-sensitive, an e-mail should be sent to Purchasing with justification on why the
requisition needs to be ahead of other outstanding requisitions entered prior to the one in question.

ALL OTHER REQUISTIONS TAKE 3-5 BUSINESS DAYS TO PROCESS.




Poiion vandor

AP [epe v

nem Das<rpion” vendor em Quanvity” UaR of issue Prce oat Cantg

Tax Codos
v

v

5. Item Description: Enter brief description of items needed (more information can be added later
p.14-20 in How to View/Modify Requisitions).
a. Vendor Item # should be listed in Description line Item and Vendor item.
- This field is limited to 25-26 characters.
- Example located below.
- Vendor Item: YES for Shipping acceptance
AP Type

v

ftem Description” Vendor ttem Quantity” U

itam Number I:léa%éﬁ

***CONTINUED ON NEXT PAGE***



LOYERDOR

1 e | overdorRifecoe ey

01 DK Camerisnty Colege »

axarey

Vandoy Aem Quanirg® L3at OF (wEue Prica Cont Cenitot Object Tode

04100 Madanats § Sucpiat

FH FACKAGE

6. Other important fields to enter information:
a. Quantity: Numeric amount to be ordered.
b. Unit of Issue: Use drop down arrow to choose from populated list. Example below.
) Unit of Issue Pris
" [EAEACH v] fo.
$ DOLLARS
— | BD BUNDLE -
| BF BOARD FOOT
-~ _|BGBAG
| BL BARREL
| BO BOTTLE
~ | BXBOX
| CG CARTRIDGE
— CS CASE =
| CT CARTON |
— CY CUBIC YARD N—
| OR DRUM
—- | DZDOZEN ==
EA EACH
J FTFOOT
| GL GALLON
| | oM GRAM
— | GR GROSS
| HF HUNDRED FEET ~

v

c. Price: Enter vendor's price for the item. For example, if price is $245.99, enter 245.99.



d. Cost Center: Use the drop down arrow to select the correct GL account number to
charge. Example below.

Cost Center

10-15-52010 Student Support Services

— -

10-15-52010 Student Support Services i
11-01-95057 Special Events-Sludent Supp Sv = |
20-11-18049 Upward Bound 2010- 11 !
20-11-18059 Upward Bound FY 11/12
20-11-18062 TRIO FY 12/13

20-11-18063 Upward Bound FY 12/13

"120-11-18066 TRIO FY 13/14

20-11-18067 Upward Bound FY 13/14 g
20-11-18071 Upward Bound FY 14/15 :
20-11-18075 Upward Bound FY 15/16 -

- 20-11-18083 Upward Bound FY 16/17

20-11-18085 Upward Bound FY2018-2022
20-11-18589 Carl Perkins FY 2011
20-11-18903 Carl Perkins FY12
20-11-18916 Carl Perkins FY 2013

| 20-11-18926 Carl Perkins FY14

20-11-18830 Carl Perkins FY15

20-11-18941 Carl Perkins FY2016

e. Object Code: Use the drop down arrow to select the appropriate Object Code.
Example below.

Object Code F

504100 Materials & Supplies v |
- 501410 Classified-part time -l
501420 Classified-temporary

— 1501500 Work Study-temporary 1

502000 Budget Pool |
| 502400 Flex Spending Fee |
502700 FICA . J

502705 WORKERS COMPENSATION
1502710 STATE UNEMPLOYMENT 8|
502715 MUTUAL OF OMAHA LIFE INSURANCE |

—1502720 Health insurance e

502725 Dental insurance l

1502730 OTRS &

502740 OTRS ADMIN FEE

1502750 403B contribution

|
503000 Budget Pool | '
| 503100 equipment

503120 furniture
1 504000 Budget Pool |
504100 Materials & Supplies

: 1 503110 computers & equipment $500+ F
s

f. Project ID: Do

not use ***

g. Tax Code: Do not use ***



o Printed Comments: These comments will PRINT on PO.
a. Necessary comments for the vendor to see include:
- Quote numbers
- Who provided the quote (vendor employee)
- Customer account numbers
- PCard purchases (with name of PCard Holder included)

Quote 12345
" . A
Printed Comments Pricing Per John Doe
Customer Acct # v
PCard Purchasing/Initiators name.
Comments

Comments: These comments will not print on the PO and are used for instructions given to the
Purchasing department.

a. Necessary comments to include in this field:

- “Quote sent to Purchasing”

- “Send PO to: (Initiator and/or Vendors name)”

- Vendor contact information (email, phone, fax)

- “Sole Source Affidavit or Budget Expenditure Form (BVF) sent.”

Quote 12345

Pricing Per John Doe ~
Customer Acct # v
PCard Purchasing/ initiators name.

Prinfed Lomments

PCard Purchase

Quote/Sole Source/ BVF sent to purchasing
Send PO to vendor

Vendor contact information (email, phone, fax)

>

Comment

<

Next Approver

— =]

***All information including but not limited to: quotes, Sole Sources, BVF's, W-9’s, correspondence,
etc. need to be sent to Purchasing. This should be done IMMEDIATELY AFTER COMPLETION of the
requisition. Requisition# should be in the subject line of the e-mail. This is to avoid delays in
processing purchase orders. ***

10



9. If the requisition needs to be MODIFIED (see p.14-21 and follow steps 1-15) and/or it is NOT
COMPLETE, then skip to the bottom of the page and click Submit. This will save all entered
information WITHOUT submitting for approval.
- IMPORTANT NOTE: If the requisition is NOT COMPLETE and the Budget Officers
name is entered into the field at this step, the Budget Officer will receive an
email to approve the requisition every time the initiator modifies it.

10. If the requisition IS COMPLETE continue with the following steps to submit for approval:
a. Scroll down to Next Approver
b. Click the dropdown menu on the right of the first field under Next Approver and select
the Budget Officer for that account. Example below.
c. After selecting Budget Officer, click Submit.

Comments |

Next Approver

[ AISLINN.V.BURROWS ‘
| ALEXA.C. MASHLAN |
AMANDA WILLIAMS-MIZE |
| ANNMARIE F.RAIA :
| BRENDA K. CARPENTER
BRENDA S REINKE
| BRYON A.DICKENS
CALLISON M.COBURN ,
| CAROLYN.MWITTENBACH |
CECIL.M.SIMMONS '
| CFRENCH !
CHARLOTTE K BAIRD -
{ CHERYL.D.WOLFE
| CHRIS M.SNOW
{ CHRISTOPHER.SHELLEY
| COMESHA N.WOODS
| CONNIE.R.DRUMMOND
I CYNTHIAD.GARY SUBMIT
| DANIEL.C PIAZZA |

11. After completing the requisition, a red notification will appear at the top of the page
confirming that the modifications were successfully created. Also, a confirmation email will
automatically be sent to the Initiator (plus the Budget Officer if added). An example of the
notification is on p.12; an example of the e-mail is on p.13. ‘

11



Roquisition was swcooessfnlly creatad

Requntion Numbar [ DT 139
Rexguration Total 35409
Vondar 10 andfor Name 0324717 Siapies Conlract & Commercial ng

Requisiion Stutus  Not Approved AP Type

Requision Osta 0472510 Statwy Dale 0172548 Malnlenance Oafe 0172518  Desived Dale
Requestor Name  Rachei L Polter Iniator Name Rachel L Polter

Shiplo 01 OKC Gommunily Colege  Cammadity Code

Purchase Orders Created
ltorn Description  Vendor tem  Quantd
y i = - FEe= N

| 3

Tax Codes Dasired
Moot X0 THIALER

Unitof Issue __Price Extended Prico GL Distribution

PLad Purt hasingAnBaies nama

Commonts Approval Date

DuwelaSole Soarcal BUF sint o Purchaung
T =]

Vandor contact movmatonicmall phonn, T

Next Aiiro\ml

***All information including but not limited to: quotes, Sole Sources, BVF’s, W-9's, correspondence,
etc. should be sent to Purchasing via e-mail/campus mail. This should be done IMMEDIATELY AFTER
COMPLETING a requisition. The requisition # should be in the subject line of the e-mail. This is to
avoid delays in processing purchase orders. ***

12. For examples of the 3 different kinds of PO’s:

- Refer to p.22 for PO examples: this is for TANGIBLE ITEMS.

- Refer to p.25 for BPO examples: this is for Registrations, Memberships,
Contract Services, etc.

- Refer to p.29 for BPO's for TANGIBLE items examples: This is a general PO for
materials and supplies. To be used for the entire year when there is not a
specific list of items to be purchased. The purpose of this type of PO is so
that the Initiator is not bound to a specific item when purchasing with PCard e.g.
Office supplies, materials for student events, etc... This Must be a Local Vendor

***CONTINUED ON NEXT PAGE***
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13. if modifications need to be made to the requisition (p.14-21), everything on the e-mail below
will look the same (except that the Budget Officers name will not appear at the bottom). Once the
requisition has been modified, the Initiator will need to manually enter the Budget Officers name.

A drop down will not be provided during/after modifications.

14. If separate line items need to be added to the requisition, see p.31-37 in the How to Add a

Line Item section.

Regquisition Status  Not Approved

AP Type

Requisition Date  01/25/19

Status Date 01/25/19

Maintenance Date  01/25/19

Desired Date

Requestor Name Rachel L. Potter
Initiator Name Rachel L. Potter

Ship ta 01 OKC Community College

Commeodity Code

ltem 1
ltem Description  Item Number 485526 Green
Vendor Item

Quantity 1.000
Unit of Issue PK PACKAGE
Price 54.5900

Extended Price  54.99

GL Distribution  11-01-93030-514100 Pioneer : Materials & Supplies
Project 1D

Desired Date

Fixed Asset

Tax Info

ttem Comments Deliver to JMC 142(c) Purchasing

Printed Comments
Quote 12345

Pricing Per John Doe
Customer Acct #
PCard
Purchasing/Initiators
name.

Comments

PCard Purchase

Quote/Sole Source/ BVF sent to Purchasing
Send PO to Vendor

Vendor contact information{email, phone, fax}

Approval Date

Next Approval
MICHAEL.C.SISCO

***purchasing is not able to process a requisition that has not been ‘Approved’

by the Budget Officer. ***

13



How to View/Modify Requisitions

1. Go back into OCCC Employee Portal >>> Employees >>> Financial Information. To find this (or if
more detail is needed), please refer to step 1 (a., b., &c.) in the How to Create a Requisition in
OCCC Employee Portal section located on p.3.

a. Select View/Modify/Delete Requisitions to view information about a requisition.
Example below.

¢ EMPLOYEE

Finanaial Information

Budget Selection

Approve Documents

Requisition for Goods and Services
\-ﬁewIModlfleelele Regquisitions

View/Modify/Void Purchase Orders

2. Alist of requisitions that the initiator has completed will appear.

Requistion Numibes  Requisition Date  Sius Purchase Qijers Created Réyuentor Name Inniator Nome Verdo - Vendor Nima Tewsl Arouni,

0087131 12 Mol Agproved Mr tance J Ovisdorft My Lanca J Quendorff 0324717 Staples Conlract & Coawnercisl ne 62 58 Racowva Modfy Deleta
008707 1203118 PO Craated  BODMS3EE Mr Lance J Overdorfl Mr Lence ) Overdort! OA1G4S1  Educators Leadeschip Academy 189 00 Maghae Liaat, [alsw
008707 ¢ 120318 FOCrenled  B0049873 M Lance J Cvwndarl W Lance 7 Owrope 0000148 AHESD 88500 Recola Mooty Devece

3. To add information to a requisition, choose Modify on any requisition that does not have a PO
number associated with it.
- IMPORTANT NOTE: ‘Receive’ is for Shipping and Receiving ONLY.

Total Amount

inc 62.98 Receive Modify Delete

199.00 Receive Modify Delete

665.00 Receive Modify Delete

14



***pfter clicking Modify a screen similar to the one below will appear***
Initiator Mr. Lance J. OverdorfiDesired Date Commaodity Code
Confirmation E-Mail Address* | lance.j.overdortt@occc.edu
Ship to [ 01 OKC Community Cotiege v |
Vendor ID or Name | 0324717

Staples Contract & Commercial inc

Person Vendor
AP Type v
Modify Delete Item Description Vendor item Quantity* Unit of Issue Price
Q g m | | 1.000 [EA EACH v| |o.0010
Number of Line Items to Add | 0 |
Pcard Lance | send PO to Lance will pay on Pgard
Printed Comments i Comments

o

Next Approval

***XCONTINUED ON NEXT PAGE***
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4. The following sections will automatically populate with the correct information. DO NOT
CHANGE DEFAULT SETTING IN THESE FIELDS.

- Confirmation E-mail Address: This is where the confirmation email will be sent.

- Ship to:

- Vendor Id or Name:

Modily a @ requisilic

* = Required

| View Budget

|
Requigition NumbeX 0087 133Requisition Date 12/11/18Status Not ApprovedStatus Date 12/11/18

Initiator Mr. Lance J. QverdorfiDesired Date Commodity Code

Confirmation E-Mail Add\ess® | lance j.overdorff@occc.edu

Ship to
[

Vendor 1D or Name 0324717

(01 OKC Community College ¥ |

Staplas Contract & Commercial Inc

5. Check the Modify box (shown below) BEFORE clicking Submit.

Vendor ID or Name |032471 7
Staples Contract & Commercial In¢
Person Vendor O
AP Type [ v|

enor Item

Quant

Number of Line ltems to Add |0

Quote 12345 N

Printed nts Pricing Per John Doe Comments
Customer Acct # v
PCard

Next Approval Approval Date




6. Line Items: This is for PO’s for TANGIBLE items ONLY. If Line Items need to be added, put the
number of lines to be added in the Line Items field. A separate Line Item should be added for
each TANGIBLE item of the same nature. For example: 25 packages of GREEN file folders go into
the same line item, but if also adding 25 packages of BLUE file folders a separate Line Item must
be created to indicate that these items are different. More information on how to add new Line
Items is located on p.31-37. Please add number of Line Items to include BEFORE clicking Submit.

7. COMMENTS/PRINTED COMMENTS: If Comments/Printed Comments were not entered at the
time the requisition was created (or additional information is needed), please add them in the
fields below BEFORE clicking Submit.

Number of Line items to Add |2

If comment= were not If comments were not entered or need editing at

. encered or need edicing A the time the requisition was created, add them ir
Priated Comments |5 the cime che | ™™™ |this field vefore hitting submic,
requisition was created, |
- : w, ———
Next Approval Approval Date

8. Next Approval: Leave Blank until all modifications have been made.

‘ |
Printed Comiments i Commenls |

§
{

i
L |

Next Approval

Approvat Date

9. Submit.

17



***After clicking Submit, a screen similar to the one below will appear. ***

= Required
Requisition Number 0086366
Initiator Rachei L. Potisr
Desired Date I
Commodty Code [_
[1cem number ssosze
item Dascription*
L — = = S |
Vendor om I
Quantity+ |1,000
Uit ofissue [PKPACKAGE V]|
e [6a:9900
Trade Diac Pet I Trade Disc Amt I
Cost Center Object Code

11-01-93030 Ploneer v | ] 514100 Materlals & Supplies

***CONTINUED ON NEXT PAGE***



10. item Description:
a. This SECOND section for Item Description allows more than 26 characters.
b. This is so the Initiator can enter detailed information about the product.

* = Required
Requisition Number 0096866
tnitiator Rachel L. Palter

Desired Date l

Commodity Code " -

Eeenfile fcza_er_;
8x11.,5 25 per pack.
Item # 499526

Vendor em I

Quandity* W

Unitof sue [PKPACKAGE V]|
Price [54.9900

Trade Disc Pcl i" . " Trade Disc Amt [_ T

11. The Comments section on this page goes to SHIPPING/RECEIVING, so items can be delivered to
the correct department.

a. Necessary comments to include in this field:
- Deliver to: Office number, Department, Building, etc. Example below.

| : —| State |
IDeliver to dMC l42(c) PurchasD

Tax Form l

Comments

**¥Purchasing DOES NOT see these comments***

12. Once all modifications have been made, click Submit at the bottom of the page to
complete the process.

13. Adding the Budget Officers name: Once the requisition has been madified, the Initiator will
need to manually enter the Budget Officers name. A drop down will not be provided
during/after modifications. Repeat steps 1-5 of this section and type in the budget officers name
as it appears on their OCCC email e.g. michael.c.sisco. Example below.

Approval Date
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14. Click Submit again. This time, a confirmation email will be sent to the initiator and a separate
email will be sent to the Budget Officer requesting them to approve the requisition. Example
below.

SR Mon 1/28/2019 436 PM

purchasing@occc.edu

Modify a Requisition Confirmation
Yo  ¥iPotter, Rachel L.
OWe removed extra line breaks from this message.

Requisition Number 0086866

Requisition Total  $54.99
Vendor |10 and/or Name 0324717 Staples Contract & Commercial Inc

Requisition Status  Not Approved
AP Type

Requisition Date  01/25/19

Status Date 01/25/19
Maintenance Date  01/25/19
Desired Date

Requestor Name Rachel L. Potter
Initiator Name Rachel L. Patter

Ship to 01 OKC Community College
Commodity Code

Item 1

Itern Description  Item Number 489526 Green
Vendor item

Quantity 1.000

Unit of issue PK PACKAGE

Price 54,9900

Extended Price  54.99

GL Distribution  11-01-33030-514100 Pioneer : Materials & Supplies
Project ID

Desired Date

Fixed Asset

Tax Info

item Comments Deliver to IMC 142(c) Purchasing

Printed Comments
Quote 12345

Pricing Per John Doe
Customer Acct #
PCard
Purchasing/Initiators
name.

Comments
PCard Purchase
Quote/Sole Source/ BVF sent to Purchasing Send PO to Vendor Vendor contact information{email, phone, fax)

Approval Date



15. Each time after modifying the requisition, a red notification will appear at the top of the page
confirming that the requisition was successfully created or edited. Example below.

Reguisiton

<"‘ i was succasshully i
e —

Requisitioh Number 0087365

Raouisition Total §0.00
Vendor (D andior Name 0324717 Staples Contract & Commercial Inc

Requisition Status Not ApprovedAP Type
Requitition Date 01/23119Status Date 01/23/19Maintenance Date 01/23/19Desied Date
Requestor Name Mr Lance J. Overdorflintiator Name Mr Lance J Overdorft

Ship to 01 OKC Community ColegeCommodity Code

Purchase Orders Craated
Item Vendor Unit of " Extended i Tax Desired Fixed Tax
- ts
Daseription Hem Quantity Issue frice Price GL Distribution Codes Date Assel  Info iGommen
EA 10-15-52010-504100 Student Suppon Shipping Comments. Please
1 .0
N V000 pagy 00010 000 oo vices :Materiais & Suppties detver to SS9 Offce 1E7

Printed Comments

Pcard Lance

Requisition was successfully modified
e ——

Requisition Number 0087365
Requisition Total $0.00

Vendor 1D and/or Name (324747 Staples Contract & Commercial inc

Raquisition Status Not ApprovedAFP Type
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PO (PURCHASE ORDER) EXAMPLE

Price, Unit of Issue, & Quantity: To find or enter information in the fields; Price, Unit of Issue and
Quantity please repeat steps 1-7 in How to View/Modify Requisitions. This information is located on

p.14-21 OR repeat steps 1-6 in How to create a requisition in OCCC Employee Portal located on p.3-13
Example of the correct information to include in these fields is shown below.

Uni Isu _

I

% DOLLARS

Number of Line items to Add |0

BD BUNDLE
BF BOARD FOOT
BG BAG

- IMPORTANT NOTE: A drop down menu will appear for Unit of Issue by clicking
on the downward pointing arrow to the right of the field. If the vendors
information on the product says; 25 per pack and the Initiator only wants one of
them, then the Quantity will be 1, the Unit of Issue will be PK Pack and the Item
Description will say 25 per pack’. If the initiator is purchasing more than one pack
of the same item, the Quantity should reflect the amount of packages ordered,
instead of the amounts within the packages. This information is applied to all

selected Unit of Issues.
Unit of Issue Prii

| [EAEACH

$ DOLLARS
| BD BUNDLE
| BF BOARD FOOT
| BGBAG
BL BARREL ;
BO BOTTLE .
1 BX BOX I
CG CARTRIDGE
——1CS CASE
CT CARTON |
— 1 CY CUBIC YARD .
DR DRUM |

' _|DZDOZEN
EA EACH
[FT FOOT |
GL GALLON f
GM GRAM | |
1 GR GROSS —
HF HUNDRED FEET v |

v |
vi



Line Items: If line items need to be added, put the number of lines to be added in the Line Items field
(example below). A separate line item should be added for each TANGIBLE item of the same nature. For
example: 25 packages of GREEN file folders go into the same line item, but if also adding 25 packages of
BLUE file folders a separate line item must be created to indicate that these items are different. More
information on how to add new line items is located on p.31-37.

ltem 1 Vendor Item Quantity”

= s e Om
‘ Mumber of Line Hems lo Add IO )
- IMPORTANT NOTE: Shipping charges should be added on a separate line item.
Shipping’s Unit of Issue will always be LT LOT and its Object Code will always be
the same as the item(s) being purchased.
Shipping Comments: This Comments section is for information for Shipping & Receiving ONLY.
(e.g. Please list: what department, Attn: individual from the initiators department, and location:

building/room). To find or enter information into the Shipping Comments field please refer to How to
View/Modify Requisitions by following steps 1-10 on p.14-19. Example shown below.

: : v  Stale
= EhD T .

Hem 10f 2

Tax Form |

Comments

Printed Comments: To find or enter information in the Printed Comments field please repeat steps 1-6
in How to View/Modify Requisitions located on p.14. OR repeat steps 1-7 in How to create a
requisition in OCCC Employee Portal located on p.3-13.

Example of correct information to include in the Printed Comments field for TANGIBLE items (below).

PCard
Purchasing/Initiators
name. Quote# and Customer
Account# (if applicable).

Printed Comments

23



Purchasing Comments: To find or enter information into the Purchasing Comments field please refer to
steps 1-6 in How to View/Madify Requisitions located on p.14 OR refer to steps 1-8 in How to create a

requisition in OCCC Employee Portal located on p.3.

Example of correct information to include in the Comments field for TANGIBLE items (below).

Comments

Quote sent to Purchasing, vendor contact
infermation, Sole Source{$5000-%$24,995)/8VF
($25,808+), PCard Purchasing/Initiators
name .

Description Instructions: To find or enter a detailed description in the correct field, please repeat steps
1-9in “How to View/Modify Requisitions” located on p.14.

Example of correct information to include for TANGIBLE items [below).

* = Required

Requisition Number

Initiator

Desired Date

Commodiy Code

0086866
Rachel L Potter

=
I

Item Number 489526 Green
file folders 8x11.5 25 i
per pack, o

Item Description~

Vendor ttem [ o

Quantity |1.000

Unit of Issue l"_’<_P{\9K6§?_ S v]
e CE T

Trade DiscPct [ Trade Disc Amt [

After including all necessary information, refer to steps 12-14 in How to View/Modify Requisitions on
located on p.19-20 to submit the requisition for the Budget Officers approval.

***CONTINUED ON NEXT PAGE***

24



BPO (BLANKET PURCHASE ORDER) EXAMPLE

Price, Unit of Issue, & Quantity: To find or enter information in the fields; Price, Unit of Issue and
Quantity please repeat steps 1-7 in How to View/Modify Requisitions located on p.14 OR repeat steps
1-6 in How to create a requisition in OCCC Employee Portal located on p.3-13. Example of the correct
information to include in these fields is shown below.

|

e— e —
Vendor item Quantity* Unit of Issue Price
j | D gl-j ot ]ffe0 ]
_—?-L——

- IMPORTANT NOTE: A drop down menu will appear for Unit of Issue by clicking
on the downward pointing arrow to the right of this field. For this registration
example, either SDOLLARS or LT LOT can be applied.

DR DRUM ~

DZ DOZEN

zd Sta|lEA EACH

FT FOOT

—|GL GALLON

GM GRAM

GR GROSS

HF HUNDRED FEET -

HR Hour :

IN INCH

JR JAR

KG KILOGRAM

LB POUND

LF LINEAR FOOT

LG LENGTH | Pric

LT LOT @60

M thousand

MO MONTHLY

OZ OUNCE

e PC. PIECE Y
PD PAD '

te se PK PACKAGE . dor ¢

ormatJPL PAIL i

PR Pair

—|PT PINT

= |QT QUART

RE REEL

RL ROLL

RM REAM

SF SQUARE FOOT
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Line Items: On a BPO only the FIRST Line Item on a BPO will be visible on the physical purchase order.
Because of this, please enter ALL INFORMATION on the FIRST Line Item.

For example, print management (ImageNet) contracts need to have the following information:
Maintenance and Toner replenishment on the following printer copiers: Customer#

1) Model#, Serial#, Location, Machine ID¥,

2) Model#, Serial#, Location, Machine ID#,

3) Model#, Serial#, Location, Machine ID¥,

- IMPORTANT NOTE: This information can be gathered from previously obtained invoices.

Rache! L. Potter

o
|

Maintenance and Toner
replenishment on the
following printer
coplers:

l—

T

I v

|54.9500
"~ TradeDiscAmt [

| V]

_Object Code Project 1D __Amount
] | ’l 515120 Maintenance contracts | '

- ._[ N

Shipping Comments: ***Not relevant when creating a requisition for services. *** It will not need to
be accepted in the system. ***Send ALL SIGNED invoices to Accounts Payable. ***
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Printed Comments: To find or enter information in the Printed Comments field please repeat steps 1-6
in How to View/Modify Requisitions located on p.14 OR repeat steps 1-7 in How to create a requisition
in OCCC Employee Portal located on p.3-13.

Example of correct information to include in the Printed Comments field for NON-TANGIBLE items
(below).

PCard Holders

Printed Comments name/Purchasing

Purchasing Comments: To find or enter information into the purchasing Comments field please refer to
steps 1-6 in How to View/Modify Requisitions located on p.14 OR refer to steps 1-8 in How to create a
requisition in OCCC Employee Portal located on p.3-13.

Example of correct information to include in the Comments field for NON-TANGIBLE items (below).

Send PO to PCard Holder cc Initiator o

Registration form sent to Purchasing :
Comments . . :

If Purchasing is placing the order, please

include vendor ceontact information. w

***CONTINUED ON NEXT PAGE***

27



Description Instructions: To find or enter a detailed description in the correct field, please repeat steps
1-9 in “How to View/Modify Requisitions” located on p.14.

Registration BPO’s must include pricing for each individual attending and a grand total within the Item
Description.

For example:

Registration for the following to attend OACC conference. March 25th, 2019 @ Rose State College in
Midwest City, OK Attendees: Craig Sisco, Rachel Potter, Sheri Kingsbury @ 520 each for a total of $60.

* = Required
Requisition Number 0037511
Initiator Rachel L. Potter
Desired Date [
Commodity Code [

Registration for the |
following to attend OACC |
conference. March 25th, |
2019 @ Rose State v

Vendor ltem |
Quantity~ |1 .000

Rem Description *

Unit of Issue |LT_LQT o V_]

Price IGO

Trade Disc Pct ]7 Trade Disc Amt ﬁ

Fixed Assel [—v]

__Cost Center Object Code Project ID __ Amount

***CONTINUED ON NEXT PAGE***
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PO (“BLANKET” PURCHASE ORDER) PCARD EXAMPLE

This type of PO is for LOW DOLLAR (UNDER $500) items ONLY. DO NOT USE for FIXED ASSETS.

Price, Unit of Issue, & Quantity: To find or enter information in the fields; Price, Unit of Issue and
Quantity please repeat steps 1-7 in How to View/Modify Requisitions located on p.14 OR repeat steps
1-6 in How to create a requisition in OCCC Employee Portal located on p.3. Example of the correct
information to include in these fields is shown below.

***This is where the quantity and the estimated price is switched around. The Est Price will ALWAYS
be 1. The Quantity will be the number of dollars being spent. The Unit of Issue will ALWAYS be ($)
Dollars. ***

e e g e e S .

Line Items: Please enter ALL INFORMATION on the FIRST Line Item a second line item will not be
necessary for this type of requisition.

Shipping Comments: This Comments section is for information for Shipping & Receiving ONLY (e.g.
Please list: what department, Attn: individual from the initiators department, and location:
building/room).

To find or enter information into the Shipping Comments field please refer to How to View/Modify
Requisitions by following steps 1-10 on p.14. Information to include in this section: what department,
ATTN: individual from specific department, and location: building/room.

For example: Deliver to JMC 142 { ¢ ) Purchasing, ATTN: Rachel Potter

: ! v staw |
- .
[Deliver to oMC 142(c) PurchasinD .

Printed Comments: To find or enter information in the Printed Comments field please repeat steps 1-6
in How to View/Modify Requisitions located on p.14 OR repeat steps 1-7 in How to create a requisition
in OCCC Employee Portal located on p.3. Example of correct information to include in the Printed
Comments field for a requisiton that will be a BPO for TANGIBLE items (below).

Number of Line tems {o Add I!}

PCard Holders
name/Purchasing

Printed Commenis
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Purchasing Comments: To find or enter information into the Purchasing Comments field please refer to
steps 1-6 in How to View/Modify Requisitions located on p.14 OR refer to steps 1-8 in How to create a
requisition in OCCC Employee Portal located on p.3.

Example of correct information to include in the Comments field for a requisition that will be a BPO for
TANGIBLE items (below).

- IMPORTANT NOTE: If the department is physically going to the store to
purchase these items, the PCard holder must obtain the Tax Exempt card prior to
purchasing anything on the PO. Please schedule a time with someone in the
Purchasing department to obtain it.

Send PO to PCard Holder cc Initiator, will set up a

Comments time with Purchasing to pick up tax-exempt card

Description Instructions: To find or enter a detailed description in the correct field, please repeat steps
1-9 in “How to View/Modify Requisitions” located on p.14.

BPQ’s for TANGIBLE items should include this information (example shown below):

BPO FY20 for Materials and Supplies for (e.g. Academic Advising/ Financial Aid/ Human Resources etc.),
such as: Pens, Post-its, Staples, Batteries, etc./ but not limited to.

BPO FY28 for Materials and
Supplies such as: Pens,
Post-its, Staples,
letc./not limited ta.

Vendor ltem |
Quantity+ l1 ¢0.000

Unit of Issue [DOLLARS |
Price [1.0000

Trade Disc Pct | Trade Disc Amt
Fixed Asset |_ B e

Item Description~
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How to Add a New Line Item

Line Items can be added to PO’s for TANGIBLE goods ONLY.

- DO NOT add separate line items for services, registrations, licenses, software,
etc.
To find where to add a Line Item, please refer to steps 1-5 in How to View/Modify Requisitions located

onp.14.

if Line Items need to be added, put the number of lines to be added in the Line Items field (example
below). A separate line item should be added for each TANGIBLE item of the same nature. For example:
25 packages of GREEN file folders go into the same line item, but if also adding 25 packages of BLUE file
folders a separate line item must be created to indicate that these items are different.

Check mark the Modify box (shown on p.16), then enter the correct amount of line items to be added in
the field shown below and click Submit at the bottom of the page.

Number of Lire Hems to Add |2

.PCard Holders

[ .
Printed Comments !name/Purch.351ng

Commenis

- IMPORTANT NOTE: Shipping charges should be added on a separate line item.
Shipping’s Unit of Issue will always be LT LOT and its Object Code will always be
the same as the item being purchased.

***CONTINUED ON NEXT PAGE***
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***After clicking Submit, a screen similar to the one below will appear.***

* = Required
Requisition Number 0087511
Initiator Rachel L. Potter
Desired Date [
Commodity Code |

Item #5623 Package of 25

Hem Description« folders GREEN

Vendor item
Quantity+ 2.000

Unil of Issue [PKPACKAGE |

Price 4 2500
Trade Disc Pet Trade Disc Amt I

Frxed Asset [_ o v

Cost Center __Object Code _Project ID Amount

~| Boxno ~|  state |

Deliver to Purchasing Department JMC 142 (c) ATTN: Rachel Potter

Comments

llem 1 0f 3

The image above is the first Line Item that was originally entered, if no other changes need to be made
to it, click Submit at the bottom of the page to go to the next Line Item.

***CONTINUED ON NEXT PAGE***
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***After clicking Submit, a screen similar to the one below will appear.***

¢t = Required
Requisition Number 0087511
Initiator Rachel L. Potter
Desired Date 17
Commodity Code |

tem Description*

Vendor Item I
Quantity* [
Unil of Issue = V]
Price |
Tiade DiscPet [ TradeDiscamt [
Fixed Asset

_Cost Center _ hject Code : rojact 1D _Amount

Tax Form I V] Box Mo V] Slate I

Comments

llem 2 ef 3

The image above is where information is added to the second Line Item.

***CONTINUED ON NEXT PAGE***



Example of Information to add to the second Line Item (below). After all information has been entered,
click Submit at the bottom of the page to go to the third Line Item.

* = Required
Requisition Number 0087511
Initiator Rachel L. Potter
Desired Date |
Commodity Code I

Item #5642 Box of large

Item Description * paper clips.

Vendor llem |

Quantity* P

Unit of Issue [BX BOX v|

Price |95—
Trade Disc Pct |_ Trade Disc Amt I—_-

Fixed Asset Ii _V]

Cost Center Object Code Project ID Amount
v |1 514100 Materials & Supplies 2.85

l—_lf———ll—[—

[__—vll—__—_—vll—fil

v K

V_I Box No vl Slale I

Deliver to Purchasing Department JMC 142 (c) ATTN: Rachel Potter

Comments

Item 2 of 3

**XCONTINUED ON NEXT PAGE***
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***After clicking Submit, a screen similar to the one below will appear.***

t = Required
Requisition Number 0087311
Initiator Rachet L. Potter
Desired Date Ii
Commodity Code [

Rem Descriplion

Vendor ltem I
Quantity> I

Unit of Issue [ V]
prce
TradeDiscPet [ TradeDiscamt [
Fixed Asset ﬁ]
ost Center ) Objact Code rojecl 1D Amount

Tax Form |_ = VI Box Mo ] \/I Stale I

Comments

ltem2of 3

The image above is the last Line item and is where Shipping & Handling charges will be entered.

***CONTINUED ON NEXT PAGE***



Example of Information to add to the last Line Item (below). After all information has been entered, click
Submit at the bottom of the page.

* = Required
Requisition Mumber 0087511
Inifiator Rachel L. Potter
Desired Date Ii
Gommodity Code |

Shipping Charges

Hem Description »

Vendor ltem |
Quantity* |1

Unit of Issue i_LT LOT _‘V—!
Price [200—
TradeDiscPet [ TradeDiscamt [

Fixed Asset I— B

_Cost Center Object Code __Project ID _Amount__

Tax Form | _\/J Box Na —Vl Stale I

Comments

Item 3 of 3

**XCONTINUED ON NEXT PAGE***
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***After clicking Submit, a screen similar to the one below will appear.***

Requisition was successtully modiried

Regueson Nuner 2087511
Reguisttion Tolal 31335
Vendor ID andior Name 0124717 Slapbes Contracl & Commerdial (nc

Wipanton lahat Vit Spgrmand  £9 1y

Requistion Date  U21/19 Slatus Dale 021E1S Mairensnce Dale 0272719 Deswed Dale
Rocuaiio Nave  Racspil Poer  deagtir liase  Rarrel L Ponen

Snpta 91 OKC Community Colege  Commodity Code

Purchase Orders Created

e Vendol o Uni Extanded P — T Danlmd Fixed
ltem Descripan i Quantity P-Aa O rice GL Distibution . c‘;“ Data . Rt

T B O e S O~ o it
Sappies ot =

Appiival Date

Requisition was successfully modified

Requisition Number 0087511
Reguisition Tolal $13.35
Vendor ID and/or Name 0324717 Staples Contract & Commercial inc

Requisition Status Not Approved AP Type

Requisiion Date 02/15119 Status Date 02/18/19 Maintenance Date 02/27/19 Desired Date
Reguestor Name Rachel L. Polter Initialor hName Rachel L. Potter

Shipto 01 OKC Communily College Commedily Code

Requisition was successzfully modified

Requisition Number 0087511
Requisifion Tolal $1335
Vendor ID and/or Name 0324717 Staples Conlracl & Commercial Inc

Requisition Status Mot Approved AP Type

Requisition Date 02/18/19 Status Dale 02/18/19 Maintenance Date 02/27/19 Desired Date
Requestor Name Rachel L. Poller Initiator Name Rachel L Polter

Shiplo 91 0KC G ity College  Ci ity Code

Purchase Orders Created

Item Description VeT:;:: Quantity Il:;glt::f Exte;(riizg

GL Distribution

llam 25642 Box ol large - 3.000 | BX BOX 11-01-93030-514100 Pioneer : Malerials &
Suppli

Printed Commnrlls

Comments Approval Date

Cust Accounts (if applicable)

When finished reviewing, click OK at the bottom of the page.
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How to Delete a Line Item

Refer to steps 1-5 of How to View/Modify a Requisition in OCCC Employee Portal located on p.14.

Check the Delete box that goes to the Line Item to be deleted. Then click Submit at the bottom of the
page to delete.

fr= L |

Modify Delete Item Description Vendor Item Quantity" Unit of Issue Price
- 2.000 PK PACKAGE ~114.2500
0 0] [ nemeseazBoxortage || 3.000 [BxBox | |[o9500
1000 LT LOT ~ 11120000

***After clicking Submit, a screen similar to the one below will appear.***

Requisition was sncceszfully modified

Requisition Number 0087511
Reqguizition Tolal $4.85
Vendor ID and/or Name 0324717 Staples Contracl & Commeircial Inc

Requisifion Status Not Approved AP Type

Requigition Date 02/13/19 Status Date 021819 Maintenance Date 02/27/19 [
Requestor Name Rachel L. Poller Initialor Name Rachel L. Potter

Shipio 01 OKC Communily College Commedity Code

Purchase Orders Created

Vendor Unit of

Item Description Issue

Shipping Charges 1.000 | LTLOT 2.0000

= IMPORTANT NOTE: Deleting Line Items can be done through the OCCC
Employee Portal and through Colleague. It is the Initiators responsibility to delete
necessary Line Items.

- Purchasing does not have access to delete requisitions until AFTER they are
processed into a purchase order.

Deleting an Entire Requisition — The information/instructions to delete a requisition is located on p.58.
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How to Create a Requisition

In Ellucian Colleague

Director of Purchasing: Craig Sisco

ALL REQUISTIONS TAKE 3-5 BUSINESS DAYS TO PROCESS.
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How to Create a Requisition

1. Gointo OCCC’s Portal
- Click on Applications
- Theninto Colleague

IMPORTANT NOTICE
You are about ta access CONFIDENTIAL RECORDS which are

PROTECTED BY FEDERAL LAWY, including The Family Educational
Rights and

Privacy Act (FERPA). When using this system, you are authorized to
access only that information needed to complete your assigned or
authorized task. Additional information is not ta be accessed. You are
being given access Lo this system on the condition that you do not

share your access with any other person, and that you do not
disclose

information to any unauthorized person. Disclosure could subject
you

to criminal and/or civil penalties imposed by law as well as to
disciplinary action. By using your sign-on (ID and password) and by
selecting OK below, you agree to accept full responsibility for

complying with these regulations.

2. After reading notice window, click OK.

3. Click the Navigate button.

a. Select 'CF
b. Click Purchasing drop down.
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du/UlZheme/indexahtmli2zso=true

llucian CoLLEAGUE Y| oo |

BROWSE BY APPLICATION ~ UT s1 HR CORE & x

v Accounts Payable - AP
~ General Ledger - GL

~ Purchasing - PU

« Vendor Maintenance - VEN
v Approvals - APR

A Requisitions - REQ

©® Requisition Ship To Inquiry - RGQST
B Unauthorized/In Progress Req - UNRQ
B Requisition Register - RREG

P Reauisition Print - ROPT

4. Choose ‘Requisitions — REQ’ drop down
a. Double click Requisition Maintenance (REQM)
b. When the page opens, it will give you the option of:
“Requisition LookUp or (A)dd”
5. Type “a” to (A)dd and click “Ok.”

Raquismion Loakip or (Aldd

ookUp or (A)dd
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6. A similar (but new) box will appear. Enter nothing, and click “OK”
a. Requisition Date will automatically default to current date.

b. Type Enter, then put in your name or ID# in the ‘Initiator’ field. (f your name does
pull up, you can type “...last name”, hit enter, then choose the correct option.)

- DO NOT enter a ‘Desired Date.’ Requisitions take 3-5 business days to process
into a Purchase Order. If you need a RUSH, please contact the Purchasing
Department (via email) with justifications regarding why the Requisition in
question needs to be processed before Requisitions ahead of it.

7. ) Type Enter again, then key in the ‘Vendor Name’ or ID#, press enter.

a. Pressing enter will automatically fill out the vendor’s information.
- PLEASE NOTE: A vendor application and W-9 will be needed if the PO is going
to be paid Net30. P-Card PO’s only require a W-9.
- Vendor ID not required to enter a requisition but is required to process a PO.
0 &
(2 No Active Context. Search for People or open Favorites to get started ()
o)
REQM - Requlsition Maintenance ¥y NewRecord [ save | [ SaveAll | [ cancel | [Cancal Al
Requigtion : 109919  Status: Stats Date :
Requisition Date 10425/18 Maintenance Date
nstiator TMs. Sheri L Kingsbu ' Requisition At
Desired Date
}
Vendor ID 10005429 Types
Name 1 |CDW Government LLC
Address 1 |230 N Mitwaukee Ave I
QY/VZp  [vernon Hills ' [60061-4304
Country
Currency Terms
shipTo [01 OKC Community Collegd | FOB
Ship Via Comumodity |
Line kems
Printed Comments 1
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8. Goto the ‘Approvals’ field and click on the WHITE box to the right.

REQM I APRV - Approvals 1':7' New Record | Save

REQUISITION MAINTENANCE
Authorizations

< Dates No Values

Save All

K<

(o SISCO

section.
a. Add budget officers name on the right.

The cursor will always default to the left side, DO NOT enter budget officers name in this

- To find budget officers name, type “...last name” and type enter, select

correct name by double clicking.

- ADDITIONAL APPROVALS are required for: OCCC’s Logo (504130/514130),

Computer Equipment (503110/513110 —e.g. CPU’s, monitors, iPads, and high

theft items), Downloadable Software and License Upgrades/Renewals

(505145/515145).

43



REQM | RQIL - Requisition Item List v¢]

Requisition ; Status :

Vendor: CDW Governry

Description

No Values I< < B .|0f1-> >I EE] J

10.Next, go to the ‘Line Items’ field (p.42) and click on the WHITE box to the right.
a. Then go to field #1 and click on the WHITE box to the right.
b. If adding more than one Line Item, click on the WHITE box to the right on field #2
after completing the first Line Item.

***CONTINUED ON NEXT PAGE***
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REQMI RQILI RQIM - Requisition ltem Maintenance 12?| New Record |  Save Save All | | Canc

Requilsition - 10EEFARS0 Status ; Status Date :

Vendor Name 1 COW Government LLC
Commodity
Inv item
Description

Est Price (=15

Desired Date e
Quantty = RadAsset |~ ]
Unit of Issue Vendor Part
ade Disc Amt =]

Trade Disc Pct f=

xtended Price
rk
Tax Codes < 1

GL Accgunt No Percent

Quantity

L Amt = =

11.)cCursor will default to ‘Description.’

a. Click on the WHITE box to the right (this will allow you to enter detailed information
up to 999 characters.) Please enter ALL information that is relevant to the item
being purchased.

- ALWAYS enter the ITEM NUMBER first, so that Shipping & Receiving will be
able to see it.

12. Refer to p.45 for PO examples: this is for TANGIBLE ITEMS.

Refer to p.50 for BPO examples: this is for Registration, Memberships, Contract Services,
etc...

Refer to p.53 for PO (“BLANKET” PURCHASE ORDER) PCARD examples: This is a General PO
for Materials and supplies. To be used for the entire year when there is not a specific list of
items to be purchased. The purpose of this type of PO is so that the Initiator is not bound to
a specific item when purchasing with PCard e.g. office supplies, materials for student events,
etc...
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PO (PURCHASE ORDER) EXAMPLE

Description Instructions: Example of correct information to include for TANGIBLE items {below).

REQUISITION ITEM MAINTENANCE

Save Cancel Timestamp Dawnload

Item Description

[File Folders
8.9 ¥ 11 Letter Green
29/mKk Tten #1224

Price & Unit of Issue: If the abbreviation for the Unit of Issue is not known, enter an ellipses {...) and
type Enter. (Examples of abbreviations shown on p.47-48) In this instance we will use #33 (PK).

.REQ i ROIL E RQIM - Requisition item Maintenance i}i

Requisition : 10002R76 Status : Status

Vendor Name ' tcm_ﬁ_gfrpmentLI:Cv il s I
Commodity
Invitem | :__
vescrprion 1 fremeizse (@)
2 fperotes @
Est Price 7.9500 (=13 Ped]
Quantity | 1.000|(=)
Unit of issue  |..] |
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SEARCH RESULTS FOR :

E UNIT.ISSUES

v Input ||

UNIT.ISSUES
# Key G | Description
1T % DOLLARS
2 8D BUNDLE
3 BF BOARD FOOT
4 BG BAG
5 BL BARREL
6 BO BOTTLE
7 BX BOX
8 (G CARTRIDGE
9 cs CASE
10 CT CARTON
11 CY CUBIC YARD
12 DR DRUM
13 DZ DOZEN
14 EA EACH
15 FT FOOT
16 GL GALLON
17 GM GRAM
18 GR GROSS
19 HF HUNDRED FEET
20 HR Hour
L Add (| M 1-200f51 | » um
SEARCH RESULTS FOR : - |
b i= E UNIT.ISSUES v Input E:]
# Key C | Description
21 IN INCH
22 JR JAR
23 KG KILOGRAM
24 LB POUND
25 LF LINEAR FOOT
26 LG LENGTH
27 LT LOT
28 M thousand
29 MO MONTHLY
30 07 OUNCE
3 PC PIECE
32 PD PAD
33 PK PACKAGE
34 PL PAIL
35 PR Pair
36 PT PINT
37 QT QUART
38 RE REEL
39 RL ROLL
40 RM REAM
+add | M| < | 21-400f51 [ > |[ N Ej

Examples of Unit of
Issues that can be
entered. Double click
the correct line and it

- will automatically

enter the correct
information to Unit of
Issue.

If the abbreviation
for Unit of Issue is
already known, it can
simply be entered
into the Unit of Issue
field and type Enter.

Type: ‘PK’ (then press
enter).
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Unit of Issue  |PK PACKAGE ]

Trade Disc Amt | (=)&) {
Trade Disc Pct |
Extended Price
Work Or/Type/Flg

Tax Codes

GL Accounts

...62150..]

1 L ...'.

GL Amt

Proj ID

GL Accounts: To see all of the department object codes, enter “...5-digit department #...” This will create
a list of all OCCC Object Codes (image shown below is a sample). In this instance, we would pick #27:
Materials and Supplies. To select, simply double click on the correct option.

SEARCH RESULTS FOR :

E GLACCTS.ROLES v| Input D o

APGLACCTS

# GL Account Number C | Description

21 10-16-62150-502750 403B contribution : Purchasing

22 10-16-62150-503000 Budget Pool : Purchasing

23 10-16-62150-503100 equipment : Purchasing

24 10-16-62150-503110 computers & equipment $500+ : Purchasing
25  10-16-62150-503120 furniture : Purchasing

26 10-16-62150-504000 Budget Pcol : Purchasing

27  10-16-62150-504100 Materials & Supplies : Purchasing

28  10-16-62150-504101 Software : Purchasing

29  10-16-62150-504120 Copying/Printing/Binding : Purchasing

30  10-16-62150-504130 Logo printing (needs PR aprv) : Purchasing
31 10-16-62150-504300 computer supplies under $500 : Purchasing
32 10-16-62150-505000 Budget Pool : Purchasing

33 10-16-62150-505100 Communications : Purchasing

34  10-16-62150-505110 Contract Services : Purchasing

35  10-16-62150-505111 Advertising : Purchasing

36 10-16-62150-505120 Maintenance contracts : Purchasing

37 10-16-62150-505130 Repairs : Purchasing

38  10-16-62150-505145 software licenses,maint & supp : Purchasing
39  10-16-62150-505150 Legal/Acctg Professional Svcs : Purchasing
40  10-16-62150-506000 Budget Pool : Purchasing
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GL Funds Availability: Entering the GL Account number will also show the Budget, Encumbrances, and
Balance for the Department.

Work Or/Type/Fig L Furids Availability
Tax Codes D Purchasing : Mater|s
GL Accaunts Value 1/1 K ( {Tj of 2 > )I m] J Quantity Bgt  G21.02
10-16-62150-304100 | '.C‘..' .C;(‘J'_I [ 1.000 || = 0.00
GL AmL 793||=
Proj 1D

Shipping Comments: Click on the GREEN button next to the ‘Comments’ field. This section is for
Shipping & Receiving comments ONLY (e.g. what department, Attn: individual from specific department,
and location: building/room). Purchasing does not see these comments.

Desired Date 3
Fixed Asset T
Vendor Part

Form/Box/Loc

Comments

|GL Funds Availability

Purchasing : Materiai

Quantity Bgt:  621.02
1.000|[= Exp: 0.00

(=] Enc  150.00
Req; 7.95

Bal:  463.07

SAVE, CANCEL, SAVE: After all necessary fields have been entered click on the ‘Save’ button. If entering
a new Line Item, a blank Line ltem page will appear (refer to bottom of p.44, step 10b. and repeat this
example). If no extra Line Item is necessary, click ‘Cancel.’ After clicking ‘Cancel all Line Items will be
visible (refer to top of p.44). After review, click ‘Save.” This will revert back to REQM - the first page of
the requisition (refer to p.42).

NEXT STEP: Once all Line Items have been entered, continue to p.56.
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BPO (BLANKET PURCHASE ORDER) EXAMPLE

Description Instructions:

REQUISITION ITEM MAINTENANCE

Save Cancel - Timestamp Download | Find...

| Item Description

|Registration for the
ﬂollowing peaple to
attend the QACC
conference. Located @
Rose State in MMC, OK.
October 15th, 2019.
Attendees:

Craig Sisco

Sheri Kinghury

Rachel Potter

@ $75 each

for a total of $225__

Price & Unit of Issue: In a BPO the ‘Est Price’ is the TOTAL amount. The Unit of Issue can be either
SDOLLARS or LT LOT. -

Commadity [ o -
nvitem [
Descripon | 1 - [Registrationforthe |[{3]
B
EstPrice | 2250000 (=] (7] Deslrec
Quantity | 1.000[=) Fixed

Trade DiscAmt | =) 1 Form/Bc
Trade Disc Pct [ - } @ Comments

Extended Price i_, 0y F g 22500! 1‘____1



- Referto p.48 for instructions on browsing Unit of Issue abbreviations.

Tax Codes 1

GL Accounts No Values K < ;‘_1__.0“ > )l ug] j

[.62150.] 0] =

GL Amt | (=) '_ 1

Proj ID

GL Accounts: To see all of the department object codes, enter “...5-digit department #..."” This will create
a list of all OCCC Object Codes (image shown below is a sample). In this instance, we would pick #47:
Registration & Fees (Below).

# GL Account Number < | Description

Y| 10-16-62150-506100 Alr Transportation : Purchasing

42  10-16-62150-506110 Auto miteage (travel only) : Purchasing

43 10-16-62150-506120 Meais Reimbursement : Purchasing

44 10-16-62150-506130 Hotel Reimbursement : Purchasing

45  10-16-62150-506150 Other Travel Reimbursement : Purchasing
46  10-16-62150-508000 Budget Pool : Purchasing

47  10-16-62150-508100 Registration & fees (BPO} : Purchasing

48  10-16-62150-508120 memberships : Purchasing

49  10-16-62150-508130 subscriptions : Purchasing

50  22-11-18621-503000 Budget Pool : Dollar General Liter. Found #2

GL Funds Availability: Entering the GL Account number will also show the Budget, Encumbrances, and
Balance for the Departments.

Work Or/Typerflg | ) GL Funds Availability
TaxCodes : | | s Eur(nnslng: Material
GL Accounts value 171 K < ! lof2 ) >l @l j Quantity Bgt 621.02
-

i =N n; i H | = r
{10-16-62150-504100 (=] | 100.000({= 1,000 || = Exp: 0.00

GL Amt 7.95|{= =

Proj IO

End

Req:
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Shipping Comments: ***Not relevant when creating a requisition for services. *** It will not need to
be accepted in the system. ***Send ALL SIGNED invoices to Accounts Payable. ***

Desired Date | =]
Fixed Asset

Vendor Part

Fo

Comments

GL Funds Availability

Purchasing : Material

Quantity Bgt: 621.02
1.000 ]| = Exp: 0.00
=] * Enc: 150.00
Req: 7.95
Bal 46307

SAVE, CANCEL, SAVE: After all necessary fields have been entered click on the ‘Save’ button. If entering
a new Line Item, a blank Line ltem page will appear (refer to bottom of p.44, step 10b. and repeat this
example). If no extra Line Item is necessary, click ‘Cancel.’ After clicking ‘Cancel’ all Line [tems will be

visible (refer to top of p.44). After review, click ‘Save.’ This will revert back to REQM - the first page of
the requisition (refer to p.42).

LINE ITEMS: On a BPO only the FIRST Line Item on a BPO will be visible on the physical purchase order.

Because of this, please enter ALL INFORMATION on the FIRST Line ltem (even if there are multiple
items).

NEXT STEP: Once ALL information has been entered into the Line Item, continue to p.56.
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PO (“BLANKET” PURCHASE ORDER) PCARD EXAMPLE

Description Instructions:

REQUISITION ITEM MAINTENANCE

Cancel | Timestamp D¢

BPO FY26 for Materials N
and Supplies such as:

|Pens, Post-it
|notes,StaplesJ Batteries,
|but not limited to.

For the Purchasing
Department.

Price & Unit of Issue: ***This is where the quantity and the estimated price is switched around. The
Est Price will ALWAYS be 1. The Quantity will be the number of dollars being spent. The Unit of Issue
will ALWAYS be ($) Dollars. ***

Commodity |
Inv item =
Description 1 |BPO FY20 for Materials

£

Est Price C 1.0000 (=[]
Quantity | 100.000 (=] 5

Unit of issue \i DOLLARS

| and Supplies such as:

Trade DiscAmt |

Trade Disc Pct |

Extended Price | 100.00 |
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Tax Codes

GL Accounts

GL Accounts: To see all of the department object codes, enter “...5-digit department #...” This will create
a list of all OCCC Object Codes (image shown below is a sample). In this instance, we would pick #27:

1

No Values

Materials & Supplies (Below).

SEARCH RESULTS FOR :

H GL.ACCTS.ROLFS v

Input D 0

AP.GLACCTS

# GL Account Number ¢ | Description

21 10-16-62150-502750 403B contribution : Purchasing

22 10-16-62150-503000 Budget Pool : Purchasing

23 10-16-62150-503100 equipment : Purchasing

24 10-16-62150-503110 computers & equipment $500+ : Purchasing
25  10-16-62150-503120 furniture : Purchasing

26 10-16-62150-504000 Budget Pool : Purchasing

27  10-16-62150-504100 Materials & Supplies : Purchasing

28 10-16-62150-504101 Software : Purchasing

29  10-16-62150-504120 Copying/Printing/Binding : Purchasing

30 10-16-62150-504130 Logo printing (needs PR aprv) : Purchasing
3 10-16-62150-504300 computer supplies under $500 : Purchasing
32 10-16-62150-505000 Budget Pool : Purchasing

33 10-16-62150-505100 Communications : Purchasing

34 10-16-62150-505110 Contract Services : Purchasing

35 10-16-62150-505111 Advertising : Purchasing

36 10-16-62150-505120 Maintenance contracts : Purchasing

37 10-16-62150-505130 Repairs : Purchasing

38  10-16-62150-505145 software licenses,maint & supp : Purchasing
39 10-16-62150-505150 Legal/Acctg Professional Svcs : Purchasing
40 10-16-62150-506000 Budget Pool : Purchasing

GL Funds Availability: Entering the GL Account number will also show the Budget, Encumbrances, and

Balance for the Departments.

© GL Accounts

Work Or/Type/Flg !

Tax Codes

Value /1

K <

Doz ) M B |

10-16-62150-504100

GL Amt

Pro|iD

=
b

795 =}

100.000{] =]

|GL Funas Availabiicy
|Purchasing : Material

Quantity ©621.02

iBge

1.000 || =] 0.00

Exp
[Enc:

|Reg:




Shipping Comments: Click on the GREEN button next to the ‘Comments’ field. This section is for
information for Shipping & Receiving (e.g. what department, Attn: individual from specific department,
and location: building/room).
Desired Date L2
Fixed Asset w

Vendor Part

Form/Box/Loc \.

IGL Funds Availability

Purchasing : Material

Quantity Bgt: 621.02
1.000 |[ =] {EXp: 0.00
{Enc: 150.00
;‘!Req: 7.95
|Bat  463.07 |

SAVE, CANCEL, SAVE: After all necessary fields have been entered click on the ‘Save’ button. If entering
a new Line Item, a blank Line Item page will appear (refer to bottom of p.44, step 10b. and repeat this
example). If no extra Line Item is necessary, click ‘Cancel.’ After clicking ‘Cancel all Line Items will be
visible (refer to top of p.44). After review, click ‘Save.’ This will revert back to REQM - the first page of
the requisition (refer to p.42).

*** MPORTANT*** All TANGIBLE items ordered with OCCC’s PCard MUST be received into
Colleague by the Shipping & Receiving department. It is the PCard holder’s responsibility to
report ALL PURCHASES for tangible items to Shipping & Receiving via email.

NEXT STEP: Once all Line Items have been entered, continue to p.56.
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How to Create a Requisition Cont’d

13.After completing ALL Line Items and saving them, the cursor will default to ‘Printed
Comments.’ Click on the GREEN button to the right of the ‘Printed Comments’ field.
Information entered in this field is PRINTED ON THE PURCHASE ORDER.

(=D

73110-2704
Terms |
FOB
Commeodity |
. Printed Comments No Values K ( 1 Jof1 ) )l E;I
Printed Comments 1 - [‘1
Comments 1 Hl ()]
Priority ~

) Requisition Done

a. Please include information such as: Quote #, State Contract #, Invoice #, or (if Paying
with PCard) name of PCard holder (e.g. PCard RPotter).

Save Cancel Timestamp Download [ Find...

Requisition Printed Comments

[Quote# 1234
State Contract# SWS673

P T T St
lor

PCard RPotter

b. DO NOT timestamp in this field.
c. Save.
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14. The ‘Comments’ field is next. This section is for important and relevant information so that
Purchasing will know how to proceed after the PO has been processed. Click on the WHITE
button to the right of this field to enter sufficient information.

Approvals | - - o |1 9] Line tems |1 [
Buyer Comments No Values K < 1 lof1 ) >‘| EE' J
Explre Date @ Comments 1 o @
AP Type Priority ~
Invn Stare eeoN| (] Requisition Done |'s.".'.-.
15. Different examples of what information is needed: e
Save Cancel . Timestamp | : Download ‘ Fine

Requisition Comments

I Oct 26 2018 3:53 PM Ms. Rachel Lorraine Potter A
[Quote being sent to purchasing/send PO to vendor

|
**FOR*K:)}: |
Oct 26 2018 3:54 PM Ms. Rachel Lorraine Potter |
Quote sent to purchasing PCard Purchasing |

* *#=0R (if purchasing with departments PCapd)***

Oct 26 2018 3:55 PM Ms. Rachel Lorraine Potter
PCard Holders Name. |

a. Save.
Buyer | Printed Comments 3 [ B)
Expire Date (&) Comments 2 |Quote |
AP Type Priority
Invn Store | []) Requisition Done

**¥*MPORTANT*** Leave ‘Requisition Done’ field as ‘N’ and SAVE ALL. At this time a
requisition number will automatically be generated.

16.Refer to How to View/Modify Requisitions in the OCCC Employee Portal instructions, p.14
and follow steps 1-14 to send the requisition in for approval. This will ensure the Budget
Officer automatically receives an email request to approve the requisition.
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How to Delete an Entire Requisition

Refer to steps 1-2 in How to View/Modify a Requisition {in OCCC Employee Portal) located on p.14.

Choose Delete on the requisition to be removed.

Total Amount

In_cEEE* Receive Modify Delete
199,6_0 _ Receive Modiiy_[;e_le;e—
665.00 Rec;Ne Moaf; _Delete

*¥*After clicking Delete, a screen similar to the one below will appear.***

Caution: Pressing Submit will Delete this Reqmisition

Requisition Number 0087511
Requisition Tolal 34.85
Vendor 1D and/or Mame 0324717 Staples Contract & Commercial Inc

Confirmalicn E-Mail Address  |rachel .l potter@occc edu

Requisiion Status Not Approved AP Type

Requisiion Dale 02/18/19 Status Date 02/18/19 Maintenance Date 02/27/19 Desired Dale
Requestor Name Rachel L. Pofter Initalor Name Rachel L Potter

Shipto 01 OKC C ity College Ci dity Code

Purchase Orders Created

Item Description Vendor Quantity :.;mtof Price Exte;:lied GL Distribution

Shipping Charges 4 11-01-93030-514100 Picneer : Materials &
Supplies

Printed Comments

Then click Submit to delete the entire requisition. ***Any information included in the requisition cannot
be recovered after this deleting it. ***

- IMPORTANT NOTE: Deleting entire requisitions is always done through the
OCCC Employee Portal; they cannot be deleted through Colleague. It is the
Initiators responsibility to delete necessary requisitions.

Purchasing does not have access to delete requisitions until AFTER they have
en processed into a PO.

58



OCCC

OKLAHOMA CITY COMMUNITY COLLEGE

Educational and General Account Purchasing Codes

Codes Title Description Secondary Approvers
Category 503 FIXED ASSETS

503100 General Equipment Equipment that is more than $500

503110 Computers/Computer Systems | Computers equipment and systems that are more | timothy.c.whisenhunt

than $500 (CPU’s, printers, scanners, & ALL PDA’s
and monitors regardless of cost).

503120 Furniture Furniture that is more than $500
503130 Automobiles Automobiles
503200 Library Books Books purchased for the library
503210 Library Periodicals Periodicals purchased for the library
503220 Library Videos Videos purchased for the library
503230 Library Electronic Media Electronic media purchased for the library
Category 504 MATERIALS AND SUPPLIES
504100 Materials and Supplies General materials and supplies (Example: ship-
ping cost)
504101 Software Boxed version of software and upgrades with disk. | timothy.c.whisenhunt
(Received in shipping and receiving.)
504110 Books and Periodicals Books and periodicals that are NOT for library use
504120 Copying and Binding Copying and Binding
504130 Printing Internal, external, and promotional item printing
504300 Computer Supplies less than Computer supplies less than $500 (example:
S500 mice, cables, keyboards, printers, etc.)
505100 Communications Communication expenses such as phones, pagers,
long distance, postage, and presort
505110 Contract Services Services that are contracted (Example: installation
and setup)
505111 Advertising Advertising erick.r.worrell
505120 Maintenance Contracts Maintenance contracted
505130 Repairs Repair services
505140 Data Processing Data processing services
505145 Software maintenance and Software maintenance renewals and software timothy.c.whisenhunt
support licenses and upgrades that are downloadable.
505150 Professional services Non payroll expenditures made for professional

services such as auditing, consulting, legal,
architectural, and other professional and
technical fees

Category 506 TRAVEL

506100 Air Transportation

506110 Auto Mileage (travel only)
506120 Meal Reimbursement
506130 Hotel Reimbursement
506140 Registration Reimbursement

506150 Other Travel Reimbursement




Codes Title Description Secondary Approvers
Category 507 UTILITIES

Category 508 OTHER EXPENSES

508100 Registration and fees (PO) Registration and fees that are paid on a purchase
order (separate from travel reimbursement)

508120 Memberships Institutional memberships
508130 Subscriptions Subscriptions
508140 Stipends
508141 Participant Lodging
508142 Participant Meals
508143 Participant Registration
508144 Participant

Orientation/Recognition
508145 Participant Tuition
508146 Tuition Reimbursement
508147 Participant Air Transportation
508148 Participant Student Liability

Insurance
508150 Participant Other Fees
508156 Participant Materials/Supplies
508157 Participant Testing
508159 Participant Educ/Cultural Arts
508160 Participant Assistance
508161 Participant Memberships (Grant)

Auxiliary Account Purchasing Codes

Codes Title Description Secondary Approvers
Category 510 AUXILIARY COST OF RESALE

510100 Supplies - Resale Supplies for resale

510110 Textbooks - Resale Textbooks for resale

510120 Paperbacks/Magazines - Resale | Paperbacks/magazines for resale

510130 Novelty Items - Resale Novelty Items for resale

510140 Book Buyback Book Buyback (used books)

513100 General Equipment Equipment that is more than $500

513110 Computers/Computer Systems | Computer equipment and systems that are more | timothy.c.whisenhunt

than $500 (CPU’s, printers, scanners, & all PDA’s
and monitors regardless of cost).

513120 Furniture Furniture that is more than $500

AUXILIARY MATERIALS &
Category 514 SUPPLIES

514100 Materials & Supplies General materials and supplies

514100 Software Boxed Version of software and upgrades with timothy.c.whisenhunt
disk. (Received in shipping & receiving.)

514110 Books & Periodicals Books and periodicals that are not for the Library




Codes

Category 515

Title
AUXILIARY SERVICES

514120 Copying & Binding Copying and binding (does not need PR approval)
514130 Printing Printing (needs MPR approval) erick.r.worrell
514300 Computer supplies under S500 | Computer supplies less than $500 (example:

mice, cables, keyboards, printers, etc.)

Description

Secondary Approvers

Category 516

Support
AUXILIARY TRAVEL

515100 Communications Communication expenses such as phones, pagers,
long distance, postage, and presort
515110 Contract Services Services that are contracted
515111 Advertising Advertising
515120 Maintenance Contracts Maintenance contracted
515130 Repairs Repair services
515145 Software Maintenance & Software maintenance renewals and software timothy.c.whisenhunt

licenses and upgrades that are downloadable.

Category 517

516100 Air Transportation

516110 Auto Mileage (travel only)
516120 Meal Reimbursement
516130 Hotel Reimbursement
516140 Registration Reimbursement
516150 Other Travel Reimbursement

AUXILIARY UTILITIES

Category 518 AUXILIARY OTHER EXPENSES

518100 Registration and fees (PO) Registration and fees that are paid on a purchase
order (separate from travel reimbursement)

518120 Memberships

518130 Subscriptions Subscriptions




Short Cuts in Colleague:

Situation Shortcut Keyboard Instructions
1.  Locating a completed requisition ; + 1+ employee id# or ;in last name, first name

2.  Entering your GL code
RINQ - Requisition Inquiry
PINQ, - Purchase Order Inquiry

BINQ - Blanket Order Inquiry

;| (Space) ID# (Space) ;s (Sort) (Space) o=outstanding, b=backorder, a=accepted p=paid c=closed
;117911 ;50b

;in (initiator’s full name sheri.l.kingsbury) enter

|I=intiator
V=vendor
S=sort

B=buyer



Important Forms

Tax Exempt Permit — To provide to vendors who need documentation of
OCCC’s Tax Exempt status. Our Tax Exemption status never expires.

Credit Information & Trade References - For PCard pickups in the
OKC area, per Vendors request.

W-9 Form (Blank) — This can be given to vendors in the event that they do
not already have a W-9 available. Purchasing needs this form to enter a new
vendor into the system or to update old information on an inactive vendor.

Sole Source Affidavit (Blank) — The requisition initiator completes and
signs this form in the event that no other vendor in the world can provide the
necessary goods and/or services.

MRO Form (Merchandise Return Order) — Completed by the initiator
in the event that an item needs to be sent back to the vendor.

Budget Expenditure Verification Form (BVF, BEV, etc...) -
Completed by initiator and signed by Dept. Director. This form is necessary when
making purchases $25,000 or over when it is not a Sole Source and/or there is not
already a State Contract in place.

Conference Registration Form

Completed by vendor before attending a conference for prepayment
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Tax Exempt Permit

Oklahoma Tax Commission

www.tax.ok.gov

Date lssucd: December 7, 2015
ull||||I‘""""|'II"|||||;I|||||||I|||||It"||"||||uu"m Letter ID: 11141196544

OKLAHOMA CITY COMMUNITY COLLEGE
7777 5 MAY AVE
OKLAHOMA CITY OK 731594419

T™G

Oklahoma Sales Tax Exemption Permit
Public Schools-Higher Education

County OKLAHOMA

68 Oklahoma Statutes Section 1356(11)(2001): Yhich we quole in purt: “Sales of tangihle personal property ot serviees o privie
institutions of higher education and private elementary wd secondary institutmns of educatinn accredited by the State Department of
Education or regisiered by the State Board of Education for purpses of participatiog in federal progrums or icredited us defined by the
Oktahoma Stake Regends for Hligher Education., "

Taxpayer 11); **.¢**§390

Non-Transferable

Permit Number

EXM-14371559-02

Business Location Industry Code| City Code Permit Effective

OKLAHOMA CITY COMMUNITY 611110 5521 January 01, 2016
COLLEGE

7777 S MAY AVE
OKLAHOMA CITY OK 731594419

Permit Expires
NON-EXPIRING

Steve Burrage, Chairman
BDawn Cash, Vice-Chairman

Thomas Kemp Ir., Secretary-

Member
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OKLAHOMA CITY COMMUNITY COLLEGE

OKLAHOMA CITY COMMUNITY COLLEGE
7777 South May Avenue
Oklahoma City, OK 73159

CREDIT INFORMATION

Number of Employees: 1100

Oklahoma Tax Commission Exemption Permit Number: EXM-14371559-02
EIN #73-1556390

Duns #07-428-8952

Officers:
Dr. Jeremy Thomas, Interim President/Provost
Ms. Cynthia Gary, Chief Financial Officer

Bank Reference:
Oklahoma State Treasurers Office

State Agency #633
TRADE REFERENCES
Midwest Trophy Oklahoma Roofing & Sheet Metal
3405 S.E. 29" Street P.O. Box 96528
Del City, OK 73115 Oklahoma City, OK 73143
Phone: {405) 670-2832 Phone: (405) 670-1429
Fax: (405) 670-4545 Fax: (405) 670-6053
Staples Business Interiors Veritiv Operating Company (Xpedx)
5100 North Brookline, #57 5200 S.W. 36" Street
Oklahoma City, OK 73112 Oklahoma City, OK 73179
Phone: (405) 943-6317 Phone: (405) 948-1120
Fax: (405) 943-6375 Fax: (405} 948-1424

Purchasing Department
Phone 405-682-7593 — Fax 405-682-7568 — 7777 South May Avenue, Oklahoma City, OK 73159



W-9 Form (Blank)

o W=9

(Rey, August 2013)
Depastment of the Traasury
internal Revenue Service

Request for Taxpayer
Identification Number and Certification

Giva Form to the
requester. Do not
asnd to the IRS.

Narme [as shown an your incoms tax retum)

Business nama/dinregarded enlity name, if different from above

Check apprapriate bax for lederal bax classification:
[_hindividuarsole praprstor ] C Corparation

"] Other (see matructions) »

-] & Corporstion

T Limitad kabilty company. Enter the tax chasification (C«C covperation, S conporation, P-parinenship) &

Exsmplione (see irstructions];
] Parrership  {T] Trustiestate
Exernpt payee code @ any)
Exesnpion froem FATCA reporting
eads jif ary)

Address jnumber, street, and agt. or sulle no.)

Requester's narma and address [optional

Gy, state, and ZIP cods

Print or type
Sep Specific strucllons on page 2.

Lint account numbec(s) hare foptional)

Taxpayer Identification Number (TIN)

Enter your TIM in the appropriata box. The TIN provided must match the name given on the "Name” line
to avold backup withbalding. For individualg, thia is your eoclal security number (SSMj. Howevar, for a

rasident alien, eole proprietor, or disregarded entity, see the Parl | instructions on page 3. For olher - -
antities, il is your employer identification numbar (EIN). If you do not have a number, ses How lo get &

TN on page 3.

Note. if the account is in more than cne name, sea the chart on page 4 for guidseiines on whasa

number to eber.

Part il Certification

Under penalties of parjury, | certify that:

1. The number shown on this form is my correct texpayer identificetion number (or | am waiting for 8 number to ba issued to me), and

2. | am not swhject to backup withholding because: (a) | am exempt from backup withdwobding, or (b} | hava not been notified by the Intenal Revenue
Sendce (RS} that | am sublect to backup withholding as & resutt of a failure to report all intersst or dividends, or (c} tha IRS has notified me that | am

no longer suhject to backup withholding, and
3. ) am a U.S. citlzen ar ather .S, parson (defined below), and

4. Tha FATCA codels) antered an this form {if ary) indicating thet | sm exempt irem FATCA reporting is correct.

Cartification instructions. You muat csoss out itern 2 sbowe if you have bean notified by the IRS thal you are cumently subject to backup withholding
because you have faited to raport afl intersst and dividends an your lax raturme For real astate transactions, item 2 does not apply. For mortgepge
intareat peid, acquisiion or abandonment of securad proparty, cancellation of debt. condtributions ta an individual retirement arrangement (IRA), and
genarally, paymends other than interest and dividends, you are not required ta sign the certification, but ywou must provide youwr cormect TIN. See the

instructicns on page 3.

Siﬂl‘l Signolure of
Here LS. parson >

Cute >

General Instructions

Section relerances are 10 the Intersl Revanos Coda undess otherwigs ol
Future developmenis. The [AS has crasted a page on IRS gov Tor informallon
about Formm W-2, at www ies. goviwil. Information abaut ary fubure davedopments
afecting Form Wd-8 [such as Lt 1 alter we nel 2 will b postad
on that page.

Purpose of Form

A pamon who i reqursd to T an information retueen with (18 IS must abilsin your
comeact taxpayer identifcation number (TIMN) to mport, for axamps, incame paid bo
Wou, paryrmesTs e s you in settiement M pa,*mentcud ard (hird party network
iransactions, resl esiaie ra st you paid, acouision or
abandonment of securad property, can-:e!lalm af dabt, or mmmms Yt mede
1o an IRA.

Llaa Form W-B only # yau are 4 U8, pemsan Including & résidecd abeny, bo
provide your cameet TIN bo tha parson requesting A (he reguesies) and, when
apphcatie, ba:

1. Certify that the TiN you are giuing B comsct {or you am wailing far a rumber
16 ba msosd),

2. Cestify that you are nod subject 1o backup withholding, or

3. Clair: asemption brost backup withhokfing f you e a ULS. exempl payes,
appbcable, you are also carifng thal as a U.S. person, your alocabile share of
ary partnership Incorme irnm a LS. trade or buziness (2 not subject to the

withhaiding tax oo forsgn partners’ ghars of sffectively connecied mcacns, wd

4. Certify that FATCA. codeig)] entered an this Torrn (i ary) indiealing that you are
axmry frarn the FATCA mpoerting, i comaect.
Mote. If yox are a LS, person ard 5 requesder gives you & fonm ofhier than Fomm
W2 b0 requast your TIN, you must use the requester’s fomm if # is substardisly
=erelar 10 this Farm W2
Definiion of a U.5. pavaon. Far faderal 1ax
person if you ara:
¢ An indPcual who is @ U.S. cliivan ar ULS. reaident alien,
* A parinersbay, cotparation, company, or sssosiation ragled or oganized o the
Unmitod States or under 1ha laws of tha Urited Stabas,

© At estae [ather than A foreign eatate), oe
* A darneslie brust jas defimed n Reguistians section 301.7701-7).

Special rulea for partnerships. Partnerships that conduct a trads or business
the United States are generaly required 10 pay a withholding tax rder saction
1445 on any foreign partners” share of efiactively connected 1axabie meoma from
such business. Further, in certain cases where & Form 'W-0 has not been received,
e rulee undar section 1448 require & parbnership b presums thal a partner s &
forelgn peraon, and pay the secton 1448 withbolding tax. Therefore, f you ar a
1.8, perseel that is a partner i a partnanship conducting a trade or business in ihe
Uviitad States, provicse Fomm W-6 o the partnershep 1o mtiabish youwr U.S. stalus
and avaid aection 1448 withhalding on your share of parinarship incoms

L 0L Are Srrsi 2U.5

Cat. No. 10231X

For W -0 (Rev. 8-2013)
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Sole Source Affidavit (Blank)

SOLE SOURCE AFFIDAVIT

Purpose: This form must accompany purchase requisitions for sole source purchases exceeding
$5,000.00. The purpose of sole source justification is to show that competitive bidding is impractical
because only one product can meet a specific need. The following are situations that may require a sole
source affidavit:

1. Replacement or repair parts which require same brand.

2. Compatibility of equipment is an essential factor for effective utilization of the product.

3. Only product of the kind that will fulfill the need of the agency.

4. Situation requiring single source if unique and justifiable.

Date:_

Department: _ Telephone extension: _
Vendor

Address: |

Telephone: __ Vendor Contact: __

| hereby affirm that the service or products to be purchased pursuant to the provisions of the attached
contract are very specialized or for which great acquired expertise is needed and to the best of my
knowledge is the only person or business entity which is singularly and peculiarly qualified to provide
such services or products, and if a product is the only brand name which is singulary and peculiarly
unique, for the following reasons:

The following is a brief description of all efforts, which were made to solicit bids/prices for the services or
products to be purchased pursuant to the provisions of the attached contract:

| understand that the signing of this affidavit knowing such information to be false may subject me to

punishment for perjury.

Signature of Department Head

74 0.5. Supp. 1995 5§89
Revised: July 1, 1996
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MRO Form (Merchandise Return Order)

Acoount # OCCC [nventosy Ma, Mutoria] Located Shipping Value

O losuse in the amount §

MERCHANDISE RETURN/SHIPPING ORDER | ===

MRO Number
Vender Purchase Order No.
Street Q Veudor Autharization to Reeurn or piber Vendor!
Calloge covrespondence is altoched.
City, State, Zip RM_A No.
Crsrier Tracking # Datz Shipped No. Piecss in Shipment W,
Quantity Part No. Degeriptian

Reason for msturn

Requested by and date Approved hy and date

{Aceouning Unit Heud)

REQUESTOR FILLS IN AREA WITHIN DARK BORDERS

Wl Veder

Qe - Pyritesng,

Yellowe  Shipping 1md Recivang

Fith - oo

Cedd - Unginuar Rev. UAKH

68



BUDGET EXPENDITURE VERIFICATION FORM

PLEASE NOTE: THIS FORM IS ONLY TO BE COMPLETED IF THE REQUISITION BEING ENTERED
EXCEEDS $25,000 AND IS INCLUDED IN THE CURRENT E&G, AUXILIARY OR DISTRICT BUDGET.

This is to verify that the purchase being requested below appears in the budget of the current fiscal
year, as approved.

Requisition No. Vendor Name:
Account No. Budget: 5 E&G _ Auxiliary _ District
Page No. Department:

ITEM AS LISTED IN BUDGET:

PURPOSE OF ITEM:

Department/Division Director Date

Vice President of Budgetary Unit Date

Additional Remarks:

Director of Purchasing Date



OKLAHOMA CITY
COMMUNITY COLLEGE

CONFERENCE/CLASS/EVENT REGISTRATION PAYMENT INFORMATION FORM

Re:
Conference/ Class / Event Name

Dear Sir or Madam:
In order for Oklahoma City Community College to pre-pay for conference, class or event registrations
before the conference, class, or event date; the State of Oklahoma requires that the following conditions
be met. Please check all that apply below to indicate if the specified conference, class, or event meets the
requirements.
You DO NOT accept Purchase Orders with payment via check after the conference/class.
A discount is given for early registration.

If registered participant cannot attend, someone else may attend in his/her place.

If the conference/class/event is cancelled, Oklahoma City Community College will receive
a 100% refund.

The registrant will not be admitted into the conference, class, or event WITHOUT
prepayment.

Please return the completed and signed form to the original requestor and/or to the OCCC Purchasing
Department contact indicated below:

Sheri Kingsbury
skingsbury@occc.edu
Fax (405) 682-7568
Phone: (405) 682-7555

Thank you taking the time to complete this form.

Signature Printed Name

Title/Position Date



1% fiscal year requisitions that need to be entered

OCCC Student Store ID# 0005422
Imagenet ID# 0505083
OCCC Dining ID# 0626271



FAQ

Frequently asked questions with answers and/or pages cited in reference to
them:

1. Q —How long does it take to create a PO (purchase order or blanket
purchase order) after a requisition has been approved?

A — 3-5 business days, Purchasing is not able to process a requisition
that has not been ‘Approved’ by the Budget Officer or Additional
Approver such as ITTS or Printing with OCCC’s logo

2. Q—-How do I request a RUSH?
A —p. 6, Please send an e-mail to all members of Purchasing and put
“RUSH?” in the subject line of the e-mail along with the requisition
number. The body of the e-mail should include justification for the
rush request.

3. Q— What if a vendor is not in OCCC’s system?
A —p. 4, Please obtain a W-9 from them as soon as possible. We
request that the requisition initiator take on this responsibility so that
processing BPO’s/PO’s in a timely manner (within 3-5 business days)
is possible.

4. Q — What information does Purchasing need to complete a PO?
A —p. 10, quotes, invoices, vendor contact information (phonet
contact person, e-mail or fax #), W-9, sole source affidavit, budget
allocation form, will this be a PCard transaction or Invoice net 30
terms?

5. Q—How do I look at my department’s budget?
A — This can be done through the Portal under employees, financial
information, and budget account summary




Purchasing Contact Information

When requesting a rush or for any other inquiries about the requisition process please contact

Purchasing. We are happy to help!

Director of Purchasing — Craig Sisco
682-7556
michael.c.sisco@occc.edu

Senior Purchasing Buyer — Sheri Kingsbury
682-7555

skingsbury@occc.edu
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