On Hine requisition ( e-Req)

e-Req is afast and easy way to enter your encumbrance requests (Requisitions) directly
into the SBI accounting system instead of filling out paper forms.

The eReq consistof two parts:
1. theHeader Screen
2. theDetail Saeen
Thesewo screens will be described in more detail later on.

Users and WorkFlow Processing
There are three roles assigne@t®eq users:
1. Creator: This person can create Requisitions and submit them for approval to a
designated approver or appers. Until a Requisition has a status of
APARTI ALLY APPROVEDO or AAPPROVEDO, t he ¢
modify or delete the Requisition.
2. Approver: This person receives electronic notification when a Requisition has
been created and is ready fopepval. The approver can either electronically
Aapproveodo the Requisition and send it to
they can fAreject o t he aPpeoyesiRasquiditionothneir Wh e n
initials will appear in theApproved Bybox on the Requisition header screen, and
the date the Requisition was approved will appear idgprovedbox. If an
approverrejectsa Requisition, a check mark will appear in Bejectedbox at the
bottom of the header screen.
3. Releaser: This person i& SBI Accounting Office employee who reviews
approved Requisitions and fAreleaseso then

Getting Started: How to Enter a Requisition ~eq )

Log on to the SBI Website (subboard.com)

Cl i c KAccountmgoii t a b .

ClicKkKvSsen i

Cl i clkonpeob fit o connect to the Remote Ter mi nal
Log onto the Remote Terminal with your UBIT Name and Password.

At the KVS Login Screen, Log in with your UBIT Name and Password.
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N After logging into KVS select thePurchasingoption fromthe Main Scren.
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1 At the Purchasing Main Screen, clickiirRe qui si t i ono:
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Click onRequisition under theActions tab; you will now be in RequisitioEntry Mode

The Header Screen
As mentionegreviously the Requisition consists of two parts, or screens. fif$te
screen is théleader Screen.On the Header Screen, there are jivet éntriesthat are
required:

1. VendorCode

2. Vendor Address

3. Requisition Amount

4. Description

5. Ship To Code
These field names are highlighted-@d, and indicated by white entry boxes.
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1 Vendor(codg and Address Since inputting this information requires the most
explanation, it will be addressed last.

1 Reg Amouni Enter the total amount of the purchasethis Requisition. If you
are not sure of the exact total @ammt, yas should use an estimateatclosely
approximates the total amount of the purchase.




Using the

Text Editor
o]}l makes

description
easier

entering your

91 Description Enter a concise but complete description of the purchase. For ease
of entry, click on the scroll icon to open up a teditorbox that will allow yu to
see the entire description as you type itTimere is certain informatiotinat you
should include in youdescription if applicable

If this is areimbursementto an individual, please include this information in
your description;

If this is an advance please include this information in your description;

Al so try to provide such information as
if applicable. Here is an example:
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You also will be able teenter additional descriptianformationlaterin the
Detail Screen

9 Ship Ta This field is required so that the SBI Accounting Office can properly
route the payment according to your wish¥su have onlytwo choices

Mto AMail ¢ h e ¢ k (defawlt valgeh The Accoantirdy Office s 0
will mail the check to the vendor addre€3R



PUt o
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the check

d

c-lhe @ .k PUID Y3 Box ityéu wisho pickup

M is the default value for this field, and Bhwill automatically appear in this
box. If you wish to pick up the cbk, you can change thé to PU.
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automatically mail the check to the vendor addressor your Requisition may
be rejected. Please be careful!

In addition, please remember that if you are requesting payment in advance, the
checkmust be picked upn person.

Entering Vendor(Payee)lnformation on the Header Screen

1.

“d KVS TS - subboardi -
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If you know the Vendor Codefor the vendor you angaying, enter it in the
e X a negrars), Wiiet yod enterfawalid W

If no address appears in the address baxasthe default address looks wrong,

or if the white address boxasts white (does not turn gray), this means the vendor
could have more than one address, requiring you to choose from multiple
addresses for this vendor. Click on thal-downarrow next tahe Addressfield

for a display of available addresses for treador. Here is an example of a

vendor withonly one address:
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This vendor has

Here is an example of a vendor with more than one address:
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2. If you do not know the vendorcodefor the vendor you are paying, you can
search the file of existing vendors to find the correct vendor number for this

purchase by clicking on théendor pull-down arrow.
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be displayed.

Here is the display box for the vendor file:
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