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DATATEL Ul T Requisitions

Creating a Requisition using screens:

REQM -Requisition Maintenance ............. 3
RQSM-Requisition Ship To Maint ........... 5
APRV -Approvals ..........cccoeeeviiiiennnnnee, .6
RQIL -Requisitions Item List ................... 7
RQIM -Requisitions Item Maintenance ...... 7

Viewing the Status of Requisitions, Purchase
Orders and Vouchers using screens:

RINQ -Requisition Inquiry .................... 10
PINQ -Purchase Order Inquiry............... 11
BINQ -Blanket Purchase Order Inquiry .... 11
VOUI -Voucher Inquiry ........ccceevevneenn. 12
ACBL -GL Account Balance Inquiry ....... 13
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Step 1- Log In:

1 Login into Datatel-collive with your assignetser ID andPassword
ThisMUST betypedin all capital letters.Datatel login IS casesensitive.

1 Click onOK or pressthe Enter key onyour keyboard.

el Note: For training purposes, tHzatatel
Ervera User [0, Password and Database Educational databasecoledugand special training
User ID: ! Use ID andPasswordare used and, for
ﬁ Passmord 21:]:“ confidentiality purposesinly provideaccess to
. | Datebase [colive 7 sample informationIn some cases, the data
Hse Secure Connection formats may display with slight variations to the
formatting used at Erie Community College.

Step 2i Choose the App
1 Use you mouse tgoint toandclick on Apps from the top menu

T Click onCFin the a Datatel - colecuc - cr ST =)

drop down box. _ ; _ -

File Edit | Apps | Favorites Options Help
Quick Acce TOOL 0 H8 X & 9 B @ |
Step 37 Quick Access: ut

. CORE
1 Using your mouse, o
click in the textbox

labeledQuick Access >V «

HR

=a

Typethe mnemonic
REQM (t his i s the mnemoni c cstiohéMaimenanéejsareer)

1 Click Go with the mouser presstheEnter key on your keyboard
File Edit Apps Favorites Options Help
::jl[ﬂuick Access REGM| lvﬂ Edco 8 xX®& 9 E @

REGM
g-# CF AP - Accounts Papable
_J AP - Accounts Payable 4 GL - General Ledger
#-_d GL-General Ledger = PU - Purchasing

____J PU - Purchaszing

e p Favorites

Note: Once you have used a mnemonic inGheck Accessbox, it will be available from the

drop-down menu ¢lick the™ button to access thdrop-down meny. You may also add
mnemonics to youlFavorites by clicking Favoriteson themenu bar, click Add to Favorites
from thedrop-down menu,typethemnemonicandclick OK. Then you mayglick Favorites
on themenu bar and themnemonicwill show at the bottom of thdrop-down menu.
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Step4 i1 Beginninga Requistion:
1. TheRequisition LookUp or (A)dd dialog box displays

2. Enter A andclick OK or pressthe
Enter key on your keyboard

R equizition LookUp or [&]dd
(4]

J Cancel | Finizh Help
3. TheEnter new Req No,ii N0 o -

Number, <ENTER> to assign automaticaly displays

4. Click OK or presstheEnter key
on your keyboard to assign a
number automatically

)

You will be alerted that a number will be assigned automatically apompletion of the requisition
5. Click OK or presstheEnter key on your keyboard

Datatelautomatically defaults to the
current date. If the books have not
been closed on the prior fiscal year,

you will bealertedthat the date falls m
beyond the current fiscal year.

6. Click on the Ybutton orpresstheY keyor the Enter key on your keyboard

TheREQM 1 Requisition m

Maintenance screen displays:

—>
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