Frequently asked questions

· Where can I see the PO number on the requisition?

Click the ‘Requisition Status’ tab from the Home page. Click on the Requisition number link on the Requisition Status Page. The PO number is seen on the Requisition line. If the Requisition was not created by you, you will have to use the ‘Expanded Search’ link to query the Requisition and then drill-down to the line level.

· How do I find out if a PO has been fully received?

In the CPS Web Inquiry, go to the ‘Inquiry’ link. Search on the PO number. When the PO is returned, click on the PO number link.  In the ‘PO Line Detail’ section, compare the ‘Line Qty’ with the ‘Received Quantity’ to find out if the entire line quantity is received or not.

· How do I receive an item if I know only the PO#?

From the Home Page, click on the ‘Receiving’ Tab. At the top of the page, change the search criteria from ‘Find by Requisition Number’ to ‘Find by Order Number’ and enter the PO # in the empty field by the side.  Click on ‘Go’ button. This brings up all the lines on the PO that have not been received fully.
· How do I add a Shipping line on a requisition?

If you are creating a Non-catalog requisition then from the shopping cart page, click on ‘Return to Shopping’ link. If you have just added the item lines before doing this step, you will see the previous line information on this page.

Enter the same category that you have entered earlier for the item lines. In the ‘Supplier Item #’ field, enter ‘Shipping’. In the ‘Item Description’ field, enter ‘Shipping Charges’. Enter a ‘Quantity’ of 1 and ‘Unit Price’ should be the shipping charges amount for the requisition. Enter the supplier name in the ‘Name’ field. Click on ‘Add to Cart’ to add this shipping line to the shopping cart.
· Where do I locate my saved carts?

On the Home Page, Click on the ‘Shopping Cart’ link on the Top-Right corner of the page.  If you have any saved carts, ‘Open Saved Cart’ link appears on this page. Click on the link and it will display a listing of the shopping cart. You can select the shopping cart and then click on ‘Open’ button to open the saved cart.
You can also open the Saved carts page from the Shop Page by clicking on the link ‘Click here to view your saved carts’.

· Why am I getting an error when I open my saved cart?
You have clicked on the shopping cart number, viewed the details and then clicked on the ‘Open’ button when you received the error. The correct procedure is to select the shopping cart (by clicking on the radio button beside the shopping cart number) and then clicking on the ‘Open’ button.
· I am unable to proceed with the requisition because of error “Account does not match Category”

If you are doing a non-catalog requisition this error means that you have chosen the incorrect Category for the Account on budget line you are going to use. Delete the item from the shopping cart and add a new non-catalog line. While adding the line, ensure that the ‘Account’ returned in the search results is the same ‘Account’ that is going to be used on the budget line.
· How do I print a requisition before submission for approval?

On the ‘Review and Submit Requisition’ page (just before you hit the ‘Submit’ button, you can click on the ‘View’ link for the first item on the requisition. It leads you to a page where you see the link ‘printer-friendly version of this page’.

You can click on this link and then print the requisition. Once you print the requisition, do not forget to use the Back arrow on the browser toolbar to go back and ‘Submit’ the requisition.

· Why is the requisition total not printing when I print the requisition before submission?

The Requisition total is at the top-right corner. If you set the margins properly so that the entire page is printed, there would be no issue.
· Why doesn’t the budget line default while creating a requisition?

Your favorite charge accounts are not setup on the ‘My Profile’ page. If you set these favorite charge accounts, then one of the favorite charge accounts (the one that is specified as the default) would be defaulting while creating a requisition.
· Why does the PO not appear on my approver’s inbox after I submit for approval?

It is possible that the requisition is stuck the approval workflow. Contact the OTS department with the requisition number to push the requisition through the workflow.
· How do I setup ‘My Profile’ page?

To setup your profile page: 

1. Set the Deliver-to Location to your school’s Location by searching on that field

2. In the Favorite Charge Accounts section, enter a Nickname that identifies your budget line. Enter the Unit, Fund, Account, Program, Grants and Fiscal Year for the Nickname. After the first 3 rows, you need to click on ‘Add Another Row’ button to add an empty row which can be setup. You can maintain up to 10 favorite charge accounts. 

The favorite charge accounts need to be updated every year as the Fiscal year needs to be changed.

Click on the ‘Apply Changes’ button at the bottom of the page to ensure that your profile information is updated in the system

· Why do I have to manually choose an approver every time I create a requisition?

The supervisor on your HR record is defaulted as your approver. If you do not have a supervisor set on your HR record then you will have to add an approver manually. If you always add the same person as the approver, you can contact Help desk (3-HELP) and log a ticket to setup that person as your “Supervisor”. This will default that person as the approver every time you create a requisition
· Why does the system log me out automatically?

If your login session does not generate any activity on the server for 30 minutes, the system logs you out. This is done to increase the performance of the system for those who are actively working on it.
· Where do I see the supplier name on the Requisition?

You can view the Supplier name on the requisition line level. When you click on the requisition number link in the Requisition Status page, you will see the requisition lines. Click on the ‘View’ link for the line and this will display the Supplier name in the Line detail page
· I am unable to find specific Office depot catalog items?

When searching the ‘Main Store’ for Office Depot catalog, use only the part number after the hyphen in the search. If you still do not see the catalog item, contact the Contract administrator for Office Depot in the Purchasing department.
· Why I am getting an error when accessing Baker & Taylor Punchout?

If this is the first time you are accessing Baker & Taylor, it is possible that your new unit number is not setup on their site. Contact Purchasing department regarding this error.
· Why am I not able to submit the shopping cart from Baker & Taylor to iprocurement?

Check the status of the shopping cart on Baker & Taylor site. If the shopping cart status is ‘Submitted’ it means that the shopping cart has already been transferred to Mapper or iprocurement. You cannot submit a cart to iprocurement if the status is ‘Submitted’. Copy the ‘Submitted’ cart into a new cart and then submit the new cart to iprocurement.

· Why is a PO not created when my requisition is approved?

If you got a spending limit warning while creating the requisition, the PO is not created automatically. The requisition needs to be reviewed by the Purchasing department before it gets created into a PO.
It is also possible that the vendor has a spending limit which has been exceeded – and hence the PO is not automatically created. In this case also, the PO would be created by the Purchasing department
· Why can't I change the quantity on the requisition line?
If the requisition has already been converted into a PO then the quantity on the requisition line cannot be changed. You will have to cancel the requisition line and create a new requisition.
· Why can’t I see the ‘Cancel’ button on a requisition created in my unit?

The ‘Cancel’ button is available for the requisition only if you are the preparer of requisition. For all the requisitions brought into iprocurement from Mapper the Principal of the school is the Preparer of the requisitions.
· Why am not able to run the report even when I click on the ‘Run’ link after accessing the CPSPO Reports menu?

You do not have the jinitiator software installed on your machine. You can request for this software to be installed by clicking on the following link and providing the required information. The link is http://usrsrv4/oracle
· How do I print reports?

1. Choose the CPSPO Reports responsibility after logging onto the system. 
2. Click on the ‘Run’ link.  The system opens a couple of windows and prompts you for the type of report that you want to run. 
3. Choose ‘Single Request’ (the default) and click on ‘OK’. 
4. In the Name field, click on the three dots at the end. A List of all the reports available to you is shown. 
5. Choose the report by clicking on it and click ‘OK’. Depending on the report, you will have to provide various parameters such as the unit, date range etc. 
6. Click on the Submit button. The Report status form appears. 
7. Click on the ‘Refresh Data’ button till the Phase shows as ‘Completed’. 
8. Then click on the ‘View Output’ button to view the report. 
9. You can print the report to a printer using ‘File ---> Print’ option.
