ePROCUREMENT 8.8

REASSIGN RESOURCE ANALYST

Divisions can assign a Resource Analyst (RA) to their Purchase Orders (POSs) to aid in
financially administering their POs. The RA appears on the BRS PO Detail report. The RA is
initially specified on a new eProcurement Requisition and the RA is then transferred onto the
resulting PO. An RA may have a number of POs that reference the RA. If the RA is no longer
responsible for one or more POs, the POs can be mass-assigned transferred to another RA.

There are two ways buyers can change the RAs assigned to POs:

1. By going to the PO ModTable screen and changing the RA on one particular PO

2. By going to the Reassign Resource Analyst screen to change the RA on several POs at
once

This topic will show you how to change the RA on the Reassign Resource Analyst screen.

Manually navigate to the Reassign Resource Analyst screen as follows:

Log into PeopleSoft FMS
Navigate to: Purchasing | Purchase Orders | Reassign Resource Analyst

Search:

Add to Favorites |

Home Worklist Sign out

Favortes | Main Menu 3 Purchasing
v oo - -

Main Menu = Purchasing =

Purchase Orders
Add, maintain, and dispatch purchase orders.
Reassign Resource Analyst E AddUpdate Express POs E Add/Update POs
Reassign Resource Analyst on Purchase Orders Enter purchase orders on a single page using a rapid- Add or modify PO header, line, schedule, and
entry express PO form. distribution information
E" Approve Amounts E Approve ChartFields E Reserve PO IDs
Approve, recycle, or deny purchase order amounts. Approve, recycle or deny purchase order ChartField Reserve a purchase order number or a seguence of
values. purchase order numbers.
= Maintain Distributions = Dispatch POs = Reassign Certifier
E Directty access and maintain purchase order Run processes to dispatch purchase orders to Reassign Procurement Certifier
distributions. appropriate vendors.
= Verify Document Tolerance = Budget Check = Entry Event Request
Verify the document tolerance. Budget-check purchase order amounts or quantities Run a process to create accounting entries for
against predefined budgets. purchase orders.

o Enter the existing Resource Analyst’s Operator ID whose PO(s) you want to reassign.

. Search:
ceceet?]

Home | Worklist | Add to Favorites | Sign out

Favn_r'rtes Mainyenu » Purchasing » Purchase Orders > Reassign Resource Analyst

Resource Analyst PBELLAGICCO QU g agn,
New Resource Analyst Q

Search |

Purchase Order Details Customize | Find | view Al 20| 88 pirst B 4 op 1 B Lost

Mew Window | Help | Customize Page | 5
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Select All Dlcear an

Reset Resource Analyst |
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Reassign Resource Analyst

e You can use the lookup icon B to see alist of all RAs. (This list is automatically kept up-

to-date in FMS when an RA role is assigned to an employee.) Scroll down to the existing
RA you want changed and click on the RA’s Operator ID.

Look Up

-

Look Up Resource Analyst

m

Search by: Resource Analyst - begins with

LookUp | Cancel |Advanced Lookup

Search Results

View 100 First | 1-690fa9 | Last

Resource Analyst |Name
ABELLACICCO Bellacicco Adam
ADWU Wu,Angela D

AJKU Ku,Anne J
AYCLARK ClarkAnn Y
BPHAVERTY Haverty,Bridget P
BERKRAMER Kramer,Bridget R
CDILLARD Dillard,Charles
CJBERTOLDO Bertoldo,Christine J
CMHALE Hale,Charlene M

CEGEORGIOU Georaiou.Chris 8 %

Press the Search button. The lower area’s Purchase Order Details section will display
all POs currently assigned to the RA.

cerea] |-\||
—— | Home | \Worklist | AddtoFavorites |  Sign out
Favorites Main Menu > Purchasing > Purchase Orders > Reassign Resource Analyst
New Window | Help | Customize Page | B,

Resource Analyst ABELLACICCO Q

New Resource Anglyst Q
N

Purchase Order Details

[ [ [eow  [moas fvendor —  [Buer

6997835 0 FISHER SCIENTIFIC COMPANY LLC Chan,Steven
p—

Select All DCIearA\II

Reset Resource Analyst |

Bellacicco Adam

Customize | Find | View Al 20 B8 First B 4 or 1 B Last

Click the box before each PO you want reassigned. You can also click the Select All
and Deselect All links to check or uncheck all the boxes This is useful for changing the
RA on many POs without having to individually check each box.

Enter New Resource Analyst you want the POs reassigned to.

Click the Reset Resource Analyst button to reassign the RA to the New Resource

Analyst. If you don’t want to reassign the RA, just leave or close the screen and don't
press any buttons.
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