This quick reference is designed to assist LBNL users in using eProcurement 8.8.

	Login


· Click on Internet Explorer and type in the  ePro address:  http://fms.lbl.gov 
· Enter your User ID and password. Existing ePro users use their existing User ID and password. New ePro users use their LDAP (email) user name and password. 

[image: image1.png]&1 PeopleSoft 8 Sign-in - Microsoft Internet Explorer
fle Edt Vew Favories Toos Hep 0-© NRG P 1B&

626l govstotfmpfsoxpendeoon ] E)Go s @) ion. @las GhLanpronesk ] erroPRD »

5[ €] ntps: s

S TemamTdsn

User ID: JPSPEROS Select a Language:

Password:

SignIn

Copyrignt @ 2003 PespleSatt Inc
Al rights reserved. Copyrighs o portons of
s software may be owned by others.
PaopleSolt Proprietary snd Confidentis!
PaopleSot and the FecpleSoft logo are
registred wademarsof FaopleSot Inc

€l 8

3 Loca mranet





	Navigation


Click eProcurement on the menu on the left side of the screen to see ePro options.
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Creating a New Requisition


Click Create Requisition from the menu on the left or the choices on the right.
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	Enter the Requester Name


Enter part of the requester's last name in the Requester Name box then click search 


 to the right of Requester Name box to search for a requester. This should be the Division Contract Labor Processor.
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Click on the name of the requester.
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Leave the Requisition Name blank.
After entering the requester, click the Continue button.

	Enter the Settings


In the Settings page (“Requisition Defaults”), enter information that applies to the entire requisition:
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Vendor
· After the Vendor box, click search 


 to enter a vendor.
· In the Short Vendor Name box, type in part of the vendor’s Name, and click Lookup.

· Click on the Vendor ID for the vendor you want.
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PCard Suggested

Uncheck this box for contract labor. 

Buyer

In the Buyer box, enter the Contract Labor buyer, BJLARSON. (You can also click search 


 to find her.) 

Ship To

After the Ship To box, click search 


 then click NO DELIVERY. 

Due Date

Enter the start date of the contract labor assignment.

Category

Enter CTRLB in the Category box.

Unit of Measure

Enter HRS in the Unit of Measure box.

Approver

For $.01-$50,000, enter Ben Boudreau as the Approver.
For $50,001-$99,999, enter Cynthia Coolahan.
Call Ben for an approver if >$100,000. 

Project

· Click the Project link and enter a project.

· If you want to split the cost among multiple projects, click 


, enter the number of additional projects you want to add, enter the new projects, and enter a whole percent (Pct) for each project.

Press the OK button

Press the OK button to continue.

	Find Items


After pressing OK, the Find Items page appears. 
The Special Request tab should be selected (dark blue). Click the Special Request – Goods link.
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	Fill-In Special Request Line Details


Description

Enter a description up to 254 characters as follows:

1.  Position Title and Job Code

2.  Name of Contract Laborer

3.  Pay Rate, Bill Rate, Laborer's Category, Markup %

4.  Contract Period and Total Assignment Hours

5.  Supervisor Name, Division, Project ID

6.  Any Special Notes or Instructions

Use the Additional Information box if you need more room (blanket info, etc.)

Category, Due Date, and Unit of Measure 

Change the Category, Due Date, and UOM, if necessary.

Price

Enter the Hourly Bill rate ($32.56 as shown below).

Quantity (Qty)

Enter the total hours of assignment (166 as shown below).
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Press the Add Item button.
The Find Items page appears again. 
	Submit Requisition


When finished adding (finding) items, click the Submit Requisition link. The Requisition Summary page appears. Confirm that the information is correct.
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GFP/SAP

Set the GFP/SAP box to No since the Lab will not be furnishing property to the vendor.

To Change an Existing Line

Click on a line’s description to change its details.
You can change the Qty directly.

Change a Line’s Project

Click the 

. On the next screen, click 

 to enter Cost Distribution. To further split a line among more projects, choose to distribute by Qty or Amt, reduce the Quantity on the existing line to what you want, click the 

 at the right of the line to add new project line(s), enter the quantity/amount & project for the new line, press OK, and press Return to Checkout.

Add Attachments
Click item 1’s 


 Comments icon to add attachments. Click the Add Attachment button, click Browse to browse to a location on your PC where the attachment is, click Upload, and click the OK button.
Justification/Comments
Fill in text you want to send to the approver, buyer, Receiving, or Disbursements (AP). Click the appropriate checkbox(s).

Save and submit / Save for later
· Click the Save and submit to finish the requisition and submit it to the approver(s).
Note the new Requisition ID.

· Click the Save for later button to save but not submit the requisition and see who will be approving the requisition.

· Add additional approvers or reviewers by clicking 

.

· Click Edit Requisition to continue working on the requisition.

· Click View Printable Version to get a copy of the requisition that can be printed.
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	Manage Requisitions


To check requisition status, enter the Manage Requisitions page. Click on Manage Requisitions on the left menu, at the eProcurement page, or the link at the bottom of the above Confirmation page. Click on the Collapse icon (-) on the upper left to collapse the menu on the left and see the full Manage Requisition page.

By default, all requisitions will be displayed for the Requisition Preparer (Entered By) for the past 30 days. To view a particular requisition, enter its requisition number in the Req Name/ID box. You may need to remove the name in the Entered By and Requester boxs and change the date range. Make sure Show Status says All.
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Edit Requisition  

 

Click the Edit Requisition icon to change a requisition that has not yet been approved.

Approval Status  


Click the Approval Status icon to view the requisition’s approval status. To view attachments, expand Line Information, click on 


 Requestor’s Comments, and click on the View button.

Requisition Cycle  


Click the Requisition Cycle (360º) icon to view a requisition all activities associated with the requisition.

Cancel Requisition  


Click the Cancel Requisition icon to cancel a requisition that has not yet been put on a PO.

	HELP


Visit the Procurement Web site at http://procurement.lbl.gov  for details on ePro 8.8. On-line Web-based training is on the eProcurement Documentation link. 

E-mail: prp@lbl.gov
Telephone: 510-486-7774.
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