
eProcurement & Purchasing 101
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Requester Setup
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ShipTo SetID: same as business unit of requester
Location SetID: same as business unit of requester
PO Origin SetID: SHARE
Currency: USD
Ship To: optional
Location: required
Origin: ONL for all requesters
Requisition Status: varies by institution
Override Item Substitute: leave unchecked
Use Only Assigned Catalogs: leave unchecked
Consolidate with Other Reqs: leave unchecked
Price Can be Changed on Order: checked
Defaults Inventory BU: leave unchecked

Requester Setup
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Chartfields: 
• GL Unit required
• Account should be blank (defaults from NIGP Code)
• All other chartfields can be specified or left blank
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Navigation: Set Up Financials/Supply Chain > Common Definitions > User Preferences > 
Define User Preferences > Procurement link



Navigation: Set Up Financials/Supply Chain > Common Definitions > User Preferences > Define 
User Preferences > Procurement link

• User ID and Name appear at the top of page
• Location: What is entered here will default on transactions, in the Location field.  This is NOT 

the Ship To location

• Origin:  MUST be populated
• Department: What is entered here will default on transactions.  If user will create PO’s or Reqs 

for more than one dept, leave blank.

• Ship To Location:  What is entered here will default on to transactions, in the Ship To field.

• Requester: What is entered here will default on transactions. Typically, the user id goes here, 
but can be left blank if user will create requisitions on behalf of others.

•
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Navigation: Set Up Financials/Supply Chain > Common Definitions > User Preferences > 
Define User Preferences > Procurement link > Requisition Authorizations link



Navigation: Set Up Financials/Supply Chain > Common Definitions > User Preferences > Define 
User Preferences > Procurement link > Requisition Authorizations link 

• Previous slide is an example of Requester Authorizations for someone working in the Procurement office 
who should have full access to all requester’s requisitions.

• Allows user to approve, cancel, delete, close and reopen requisitions.

• Also allows user to take any action on Approved req’s, or Requisitions created by other requesters.

• Override Preferred Supplier: Select to enable a user to change the default vendor on a requisition line. If 
this authority is not selected, the user is unable to manually suggest a vendor. 

• Override RFQ & VAT items: functionality not used

• Override Non-Qualified Requisitions for Close – be careful with this authorization.  You may not wish to 
grant this access to anyone OR may choose to grant this access to only a select few.  This WILL ALLOW 
non-qualified requisitions to be closed.

• Can Send Approval Reminder: Select to enable user to send reminders to pending approvers of 
purchase order

User Preferences
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Navigation: Set Up Financials/Supply Chain > Common Definitions > User Preferences > 
Define User Preferences > Procurement link > Requisition Authorizations link



Navigation: Set Up Financials/Supply Chain > Common Definitions > User Preferences > Define 
User Preferences > Procurement link > Requisition Authorizations link 

• Previous slide is an example of Requester Authorizations for a requester in a department.

• This user does not have Full Auth for All Requesters and instead can only take the actions granted in the 
Requesters User Authorization section for only the requesters specified in that section.

User Preferences
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Navigation: Set Up Financials/Supply Chain > Common Definitions > User Preferences > 
Define User Preferences > Procurement link > Purchase Order Authorizations link







Navigation: Set Up Financials/Supply Chain > Common Definitions > User Preferences > Define 
User Preferences > Procurement link > Purchase Order Authorizations link 

• Previous slide is an example of Purchase Order Authorizations for a Buyer in the Procurement office that 
should only have access to POs created by specific Buyers

User Preferences
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Navigation: Set Up Financials/Supply Chain > Common Definitions > User Preferences > 
Define User Preferences > Procurement link > Receiver / RTV Setup link



Navigation: Set Up Financials/Supply Chain > Common Definitions > User Preferences > Define 
User Preferences > Procurement link > Receiver / RTV Setup link

• Receipt User Preferences are a little different than requisition and purchase order preferences – there 
are not as many options.

• Specify Receiving Business Unit
• Specify Days +/- Today: Enter the number of days plus or minus the current system date to be used as 

default search criteria on receiving pages when you are selecting purchase order schedules against 
which to receive.

• Pick one:
– No Order Qty:  Select to prevent the receiver from seeing the purchase order quantity. The receiver 

must specify the actual quantity that is received by doing a live count of the items. 
– Ordered Qty:  Select to use the purchase order quantity as the default quantity received.
–
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Questions/Review
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PeopleSoft Purchasing provides a mass update method that enables you to make buyer changes for 
purchase orders in bulk rather than one purchase order at a time. 

Buyer Mass Change
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o Criteria can be for a specific supplier, As of Date, or PO Status.
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Buyer Mass Change
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5$6'&+$(/ refer to a physical address and are identified by a Location Code and SetID. Address, 



Locations & Ship To Locations
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Navigation: SetUp Financials/Supply Chain > Common Definitions > Location > Setting Up Locations

 

Location

28



Ship To Location
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Navigation: SetUp Financials/Supply Chain > Product Related > Procurement Options > Purchasing > Ship 
To Locations
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Overall, there are six approval stages that can be used for eProcurement requisitions. 

• Stage 1: Department and Project Approval (REQUIRED)

• Stage 2: Fund Approvals
• Agency Fund Approval:  Funds 60000, 61000, and 62000
• Grant Fund Approval: Fund 20000
• Technology Fund Approval: Fund 16000

• Stage 3: Amount Approval 
 

ePro Requisition Approval Stages
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• Stage 4: Item Type-Based Approvals
• Asset Approval
• Audio Visual Approval
• Chemical Approval
• Facilities Planning and Design Approval
• IT Approval
• University Relations Approval
• Invalid NIGP Code Approval (required)
• Furniture Approval
• Human Resource Approval
• Pharmaceutical Drug Approval
• Budget Reference Approval

• Stage 5: Federal Fund Approval (fund 61000)

• Stage 6: Buyer Approval 

ePro Requisition Approval Stages
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Workflow approvals for Purchasing are only routed if certain criteria are met.  There are three purchase order 
approval levels:

•



• Budget Reference Approval (optional)
• Budget Reference entered on PO Distribution Line is different than current fiscal year.

• The purchase order was created from a requisition, and the Budget Reference entered on the 
PO Distribution Line is different than what is on the Requisition Distribution Line.

 

PO Approval Levels
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• Standard Comment Types are used to organize Standard Comments, and Standard Comments provide an 
efficient way to add frequently used information to purchase orders. 

 

Standard Comments
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Standard Comments
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Questions?




