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1. Click on ‘Create.’

(This will take you to the next screen.)
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1. Click on ‘eRequisition’

(This will take you to the next screen)



EEX

7 Ariba Buyer - Windows Internet Explorer

SOEE] 2

@; - |g, https://buyer.negov.com/Buyer/Main/aw?awh=r

oS! - [0 weesearen | 4 B- -0 SO-Q-B-0- @ @ - o+
|5 & [ A uer [ B- B @ - rrager Grods~
A, Home

wen.rcar.ian
Toggle Currency

Toggle Tips

Vera O'Pry Preferences
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Items: 0 Total: $0.00USD N Exit
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Done @ Internet #100% -~

1. Type a unique, identifying ‘title’ here in the event you need to look up the requisition. The title will
need to be something that will tell you what this requisition is for so you’ll be able to differentiate

between it and other similar requisitions.
2. Click Next’

(This will take you to the next screen)
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PRYE52511: Untitled eRequisition
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Toggle Tips Toggle Currency

Items: 0 Total: £0.00USD eQuote || < Prev
E1 Additems
Keywords: || | [search]| [Reset] opticns~ | Create Non-Catalog Itemn |

Fawvorites: | - Recent Choices - | %

81,197 items found

AGRICULTURAL EQUIPMENT, SUPPLIES &
CHEMICALS (361)

AGRICULTURAL EQUIPMENT AND SUPPLIES (106)
CHEMICALS (255)

BUILDING MATERIALS, MAINTENANCE (4261)

BUILDING MATERIALS (3287) JANITORIAL SUPPLIES AND

‘iiew By: | Category |

APPLIANCES, ELECTRICAL, CLOCKS (12319)
APPLIANCES (3419) ELECTRICAL EQUIPMENT (8900)

CLOTHING & TEXTILE ITEMS (2051)
CARPET AND FLOOR MAINTEMANCE AND MACHIMES (1560) CLOTHING

EQUIPMENT (582) PAINT AND PAINT MATERIALS (324)

EDUCATIONAL & ATHLETIC EQUIPMENT,
SUPPLIES (532)
EDUCATIONAL EQUIPMENT AND SUPFLIES (532)

FURNITURE (OFFICE, EDUCATIONAL AND HEALTH
CARE) (29585)

415-00: FURNITURE: LABORATORY (6) 420-00:
FURNITURE: CAFETERIA, CHAFEL, DORMITORY,

AND APPAREL (439) TEMTILE ITEMS (45)

FOOD & RELATED ITEMS (1105)

160-00: BUTCHER SHOP AND MEAT PROCESSING EQUIPMENT (1%) 165-
00: CAFETERIA AND KITCHEMN EQUIPMENT, CCMMERCIAL (36) 240-00:
CUTLERY, DISHES, FLATWARE, GLASSWARE, TRAYS, UTENSILS, AND

SUPFLIES (505)

HIGHWAY CONSTRUCTION EQUIPMENT, GROUNDS (4455)

HIGHWAY CONSTRUCTION EQUIPMENT ANC SUPPLIES (4440) GROUNDS

MAINTENANCE/LANDSCAPE/PLAYGROUND (15)

HOUSEHOLD, LIBRARY, LOUNGE, SCHOOL (15338) 425-00:

Downloading picture https://buyer.ncgov.com/Buyer/Main/ad/content/ AWXDebugResourceActions/ css

€ Internet # 100%

Click ‘Create Non-Catalog Item.’

(This will take you to the next screen)
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add Title PRSE65E8511: Untitled eRequisition
Items: O Total: 50.00USD
Add Items
B3 Add Non-catalog Item
Checkout
Full Description: Enter a full, detailed description for this item, detailed Quantity: 1
enough_for the vend to un_derstandand for us to '
determine proper purchasing methods. Unit of Measure: | box 3
*Commodity Code: |20?-5IJ - Computer: Forms, C... V|
Price: sg5.00usD |3
“Supplier: | (Mo Preference) w |
Tax Rate: __8.25"_.r w
Location: (no value) [ select ] .
Tax Amount: $7.01Us5D
Supplier Part 2: | | Other Costs: $0.00USD 5
Recycled Content?  (Oives &g Amount: £92.01UsSD

Item Classification: (&) Good () Service .

Contract: Mo b

Elanket Purchase? (Jves (I No

Update Total

Accounting - by Line Item b

& Internet #100% -

1. Fillin a detailed, and ‘Full description’ of the item you are ordering. Make this description complete, including
part # where applicable, so the vendor will know what you want. We use this as an indicator of the best possible
way for us to process you order to help you get exactly what you want to order. (You want the description to
match the ‘Commodity Code,’ i.e., if you're having a booklet printed and using a ‘service’ object code for
‘Printing and Offset..., your description should start out with the word ‘Printing...)

2. ‘Commodity Code:” Click on the drill down and click on ‘Other.” Type a keyword in the ‘Search’ field. You may
have to try several keywords in order to get the correct ‘Commodity Code.” (Exhibit A - Page 18)

3. ‘Supplier:’ Click the drill down and type a vendor name in the ‘Search’ field. If there are more than one shown,
be sure you choose the correct vendor for your requisition then click ‘Select’ to choose the correct vendor
location as there may be several. You may have to type the vendor’s name in several different ways if you don’t
know exactly how they’re listed. If they are not listed, you will need to contact them to register as an E-
Procurement vendor at: http://www.ncgov.com/eprocurement/asp/section/ep_index.asp They will need to
click on ‘Vendors' in the center of the page and proceed from there. If they have problems registering, they will



need to click on the ‘Help’ button to receive guidance from Raleigh as there is privileged information in their
registration data that only Raleigh may have access to. (See Exhibit B — Page 19)

‘Quantity:’ If the requisition is for ‘Goods,’ type in actual quantity. If the requisition is for a ‘Service,’ type the
total dollar amount as the quantity.

‘Unit of Measure:’ For goods, the Unit of Measure would normally be ‘each.” For services, the Unit of Measure

would be ‘dollar.’

‘Price:” If you are ordering goods, the price would be the actual price. If you are ordering services, the price
would be $1.00. (See Exhibit C— Page 20.)

‘Tax Rate:’ Drill down and select the correct tax rate for Charlotte-Mecklenburg .
Click on ‘OK’ beneath the column.

(This will take you to the next screen.)
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1. Click on the block in front of the line item, then click on ‘Edit.”
(This will take you to the next screen.)
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add Title PRSE65E8511: Untitled eRequisition
Items: 1 Total: $32.01USD
Add Items
E] EditLine item
Checkout
| Line Item Details
Mo.: 1
Description: Enter a full, detailed description for this item, detailed
encugh for the vend to understandand for us to
determine proper purchasing methods.
a:
Uom: box v
Commeodity Code: |2I3?—5E| - Computer: Forms, C... | ¥
Price: ses.00usD |5
Tax Amount: 57.01USD
Cther Costs: $0.00USD 5
Supplier: |(No Preference) w
Location: (no value) [ select ]
Supplier Part 2 | |
Berurled Cantent? e (@ e
Daone € Internet # 100% -
:

1. Check all information for correctness, editing any that you feel needs changing.
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Tax Amount: 57.01U5D 1
Other Costs: $0.00USD g
Supplier: | Stein Service & Supply L |
Location: Stein Service & Supply, LLC [ select ]
Supplier Part 2 | |
Recycled Content? (Oves & No
Item Classification: &) Good () Service
Contract: Mo b
Blanket Purchase? (Ovez & no
Additicnal Data:
Accounting - by Line Item
Account Type:
“Bill To: | Central Piedmont Community College |+
Accounting data is not required. Please select the next step in the reguisitioning process. 4

Done
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#100%
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1. ‘Item Classification:’ If you are ordering ‘Goods,” be sure ‘Goods’ is checked. If you are ordering ‘Services (9xxx

commodity codes),” you must check ‘Services.’

2. ‘Blanket Purchase?’ If you are ordering ‘Goods,” you must check ‘No,’ or if you are ordering a service, then

check ‘Blanket Purchase? Yes.’
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| Accounting - by Line Item R |
Account Type:
“Bill To: | Central Fiedmont Community College |+
Accounting data is not required. Please select the next step in the requisitioning process.
Entity: CPCC
“Company:
Account Code: |1234 |
“Account:
*Center:
Multi Year Indicator:
Project Company:
Broject Code:
Shipping - by Line Item
Ship To: | CPCC Central Campus w |
Celiver To: |‘«.-'era |
Meed-by Date: ? | | B
Shipping Method:
FOB Code:
. | —— ] b
Done € Internet ® 100% -

3.  You must enter a valid GL Account Number in the ‘Account Code’ field. Be sure to check that there are
adequate fund in your account or the account information will not feed down into Colleague (Datatel). This will
result in your order being held up.

4. Click ‘OK’ if all information is correct.
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PRSE65E8511: Untitled eRequisition

Add Title —
Items: 1 Total: $32.01U5D Back to Catalog
Add Items
View Line Items
Checkout
Hide Details El' ¥
[J MNo. Type Description Supplier Part Number Qty Unit Price Tax Other Amount
Enter a full, 2
detailed
o o1 de a'_et_ box $85.00USD $7.01USD $0.00USD $92.01USD
e=cription
for this ...
Enter a full, detailed description for this item, detailed em
antract 10 for the '.:'end to understandand for us to determine prope:
Supplier: S;:ein Service & Supply purchasing methods.
Location: Stein Service & Supply, LLC
Commodity Code; 207-50 - Computer: Formes, C... )
e e, 1mma o)
L [copy] [Delete] | [add items]

Total Cost: $92.01USD

Update Total

[ oon't show this page again after adding item(s)(reset in preferences). 3

& Internet #100% -

Make sure all information is correct. ‘Edit’ if necessary by clicking the block next to the item(s), then click the
‘Edit’ tab. When done, click ‘Summary.’
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eRequisition R PRSE58511: Untitled eRequisition
--------------------------------- Items: 1 Total: $32.01USD

Add Title

E] checkout
Add Items
Checkout
'Summar'_.f Approval Flow
4 . = _—
Title: Unt|t|ed eRegquisitio |
Transmit To Supplier?
Line Items (1] Hide Details El' 4
Mo. Type Description Supplier Part Number Qty Unit Price Tax Other Amount
Enter a full, b
detailed
1 d:;':ption box $85.00USD $7.01USD $0.00USD $92.01USD
for this ...
Enter a full, detailed description for this item, detailed em
contract ID: for the vend to understandand for us to determine prope:
: . ) hasi thods.
Supplier; Stein Service & Supply purchasing methods
Location: Stein Service & Supply, LLC
Commodity Code: 207-50 - Comnuter: Forme. ... :
Done € Internet #100% -~

This screen is your last chance to check and edit all information. If all appears to be correct...(see next page)
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Total Cost: $92.01USD
Update Total
Shipping - Entire eRequisition
Ship To: | CPCC Central Campus A |
Celiver To: |‘-.-'era C'Pry |
Meed-by Date: ? | |
Shipping Methad:
FOB Code:
Terms of Payment: | Net 30 Days |w
Comments - Entire eRequisition
Comments:
include comment and/or attachments on purchase orders
Attachments will not be passed to vour backend system.
[2dd attachment| [Delete]
v
Daone € Internet ® 100% -

In the ‘Comments’ box, type any comments/delivery bldg. address info and any additional information you
wish us to see for processing. If you do NOT wish the vendor to see this information, Uncheck the box below

the ‘Comments’ section.

If you have quotes, specs, additional documents, scan them to your computer then click ‘Add Attachment’ and
browse to search for, and attach, those documents so they will come to us with the requisition.

3. When requisition is inclusive of all information and documents, click on ‘Submit.’
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New Requisition - Submitted
PR9658511 - Untitled eRequisition has been submitted.
® Frint a copy of this request

#* View the status of your request

& Create the same type of request

» Create a different type of request

# Return to the NC E-Procurement Service Home Page

€ Internet

, 100%

-

Click on ‘Print a copy of this request,” for your records, write on your copy the PR # (requisition number.

When finished, with all entries, click ‘Logout’ on the top right of the screen.
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EP Requisition LookUp

\PROG58511 |

(o] (o

Requisition Follow-up:

1. Requisition submitted and approved (by your buyer) This notice will come to you via email from
E-Procurement.

2. Go into Colleague (DATATEL). Type in ‘XERI’ in the ‘Quick Access’ field at the top left of the screen. In the
pop-up, type in your E-Procurement requisition number including the letters ‘PR.” This will bring up another
screen.
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File Edit Faworites Tools Help

Quick Access | XERI v | Ban B d@ x& 7 B @
XERI-EP Reguisition Inguiry

EP Requisition Number: PR9658511

Title | Untitled eRequisition
Requested By |vera.opry Vera 1. O'Pry

Creation Date/Time | 02/09/10 03:59PM
Entity Code | CPCC
Comments !] Caolleague Requisitions 0102566 t] 5
Transmit to Supplier
Line Items/Description Quantity Unit Price Meeded Dt Tax Amt
Vendor Location Commodity Other Cost Total Amt
IF| |Enter a full, detailed 1.000 85.0000 7.01
203554324-4 Stein Service & Supply, 207-50 92.01
ol
)
)
Controller Comments Mo Values
£ >

In the top right field, titled ‘Colleague Requisitions’ is your Colleague (Datatel) requisition number. WRITE
THIS NUMBER DOWN . Exit out of this screen.

Type ‘REQM’ in the ‘Quick Access’ field at the top left of the Datatel screen. In the pop-up, type in the
Datatel requisition number you just wrote down.
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6.

8 Datate R 15 Prod
File Edit Faworites Tools Help
Quick Access |XERI v | Bao R d@a X 7 @ @

REQM-Requisition Maintenance

Reguisition: 0102566 Status: In Progress Status Date: 02/09/10
Requisition Date | 02/09/10 Maintenance Date
Initiator Requisition Amt §5.00
Desired Date Req Type |EP E-Procurement hd
Vendor ID [3576291 Types 010 1099 Vendar s
Mame Stein Service & Supply, Lo 5 (Manual)
Address 1301-G Westinghouse Blvd !] = (Manual)
Cty/St/Zp |Charlotte NC 28273
Country
Currency Terms | 30 MNet 30 Days
Ship To |02 Cpcec-Central Camp !] FOB | DT Destination/Prepa
Ship Via | BW Best Way Commaodity
Approvals t] Line Items |1 t]
Buryer Printed Comments E]
Expire Date Comments t]
AP Type Pricrity e
Invn Store !] Requisition Done IR

In the bottom left section of this screen fill in your buyer in the field that says ‘Buyer.’

Drill down on the ‘Line Items’ (bottom right) to check that all of your information fed down correctly and

that the account number fed down onto the line item. If the number did not feed down, you may need to move

more money into the account, then go in and enter your account number. ’‘Save’ and ‘Update.” If you don’t
enter a buyer name, the requisition will not know which Buyer’s work list to attach to, thereby delaying the
processing of your order.
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w [U Ariba Buyer l_‘ - 8 s - ;2 Page = {F Tools =

| torne
Vera O'Pry Preferences Toggle Tips Toggle Currency
Choose Value for Commodity Code
Field: Descripticn | | |Search|
Description
175-72 - Lab Equip. : Precious Metals (&ll Forms, Including Salts): Gold, Flatinum Group Metals, and Silver 2
200-85 - Uniforms, Blended Fabric
200-86 - Uniforms, Cotton
200-87 - Unifarms, Synthetic Fabric
200-88 - Uniforms, Wool and Woolen Blends
201-37 - Emblems, Braids, and Patches (For Caps and Uniforms)
207-4% - Computer Acc. : Forms Bursters, Decollators, Detachers, Feseders, Strippers and Related Acc.
207-50 - Computer Acc. : Forms, Charts, Templates, Rulers, etc. "
Done & Internet #100% -

To select a ‘Commodity Code,’ scroll down to the correct item and click ‘Select’ on the right of that item.
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—
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Vera O'Pry Preferences Toggle Tips Toggle Currency
Choose Value for Supplier
Field: Supplier Name | | |Searc:h|
Supplier Name HUB Certified?
ROBERT O FEARLSTEIN FHEC M »
ROSERT 1 GOLDSTEIN & ASSOC
Robert Silverstein
Rothstein Asscciates Inc.
Stein Service & Supply
Steiner Shipyard
Steiner Shipyard, Inc.
Steinway Gallery 1
-

Done € Internet # 100% -

To select the vendor you need, scroll down to the correct one and click ‘Select’ to the right of the correct vendor.
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Blanket vs. Non-Blanket Purchase Orders

When creating requisitions in NC E-Procurement @ Your Service, users should enter the unit of

measure as follows:

Unit of Measure
Line Item Classification Dollar Hour All Others
Mon-Blanket/Good NO MO YES
Blanket'Good YES MO NO
Non-Blanket'Service YES NO NO
Blanket/Service NO YES NO

Blanket Goods and Non-Blanket Services:

1.) Set the quantity to the TOTAL dollar amount of the order (total doliar amount should
include taxes and other costs)
2.} Set the unit of measure to dollar

3.) Setthe price to $1.00
4.) Mark the blanket purchase indicator as 'yes' (for blanket goods only)

*When receiving these types of orders, you will receive agains! the dollar amount.

Blanket Services:

1.) Set the quantity to the total number of hours for the service order

2.) Setthe unit of measure to hours

3.) Set the price to the price per hour

4.) Mark the blanket purchase indicator as 'yes’

*When receiving this type of order, you will receive against the number of hours

Non-Blanket Good:

1.) Set the quantity to the total number of units to order.
2.) Setthe unit of measure to anything except dollar and hours (e.9., each)

3.) Setthe price to the price of the item
*When receiving this type of order, you will receive against the quantity ordered.

20



