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OVERVIEW

Oracle Internet Procurement (iProcurement) is designed to streamline the requisition process to ensure 
that employees can order necessary items effi  ciently using a simple and widely available web browser 
interface. Numerous tedious tasks are now automated to deliver needed items in a timely manner. Th e 
design of Internet Procurement is built around the central requirement of creating requisitions effi  ciently. 
Th e above process fl ow illustrates the fl ow of a purchasing requisition. To eff ectively create requisitions, 
requesters must be able to search effi  ciently for and select items to order.

Course Objectives

• Upon reading and reviewing this iProcurement User’s Guide, users will be able to: 

• Log onto the Financial Management System (FMS)

• Set up and modify General and iProcurement preferences

• Search, compare and place items into a shopping cart for purchase

• Request the procurement of items not found in a pre-approved list

• Create a reusable list of frequently purchased items

• Verify, modify and submit requisitions

• Review and add an approver or an approver list

• Modify and cancel requisitions either before or aft er purchase order conversions

• Monitor the approval of requisitions 

• Approve requisitions

• Manage your approval responsibilities

• Execute receiving and returning expense item procedures

iProcurement Process

Th e iProcurement process was enhanced to implement a new fi nancial management system. Many steps 
that were previously performed manually have been automated, reducing the amount of paper and 
increasing the accuracy of the entire process. Th e following illustration shows the iProcurement process. 

iProcurement process
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Changes to the iProcurement Process

Th e following changes were made to the overall requisition process:

Process 

Aff ected
Change(s) Impact(s) or Implication(s)

Audience 

Impacted

Requisition to 
Accounts Payable 
Overview

MCPS personnel create a requisition 
on a Purchase Order form (paper). 
By implementing FMS, MCPS will 
be transitioning from a paper-based 
to an electronic process.

All purchasing activities, from Requisitions to 
Purchase Order creation to Approvals, will be 
done in FMS. Paper forms will be eliminated.

Requestors 
Buyers 
Approvers

Purchase 
Requisition 
Process

Currently, this is a paper-based 
process. With FMS, MCPS will 
create requisitions using FMS 
iProcurement.

Responsibility for entering requisitions will be 
pushed out to a larger user population and will 
require greater training eff ort. Departments may 
want to identify a person(s) who will function 
as data entry points for that department’s 
requisitions. 
Th is process required more people to 
understand the Chart of Accounts.

Requestors
Buyers

Purchase Catalogs Catalogs will be created and 
maintained in the FMS purchasing 
process.

Central Purchasing and IT will need to maintain 
catalogs. Users will request items from pre-
defi ned catalogs. Th ere is minimal impact to 
this process. Th ere may be more catalogs in 
FMS that will require additional maintenance by 
purchasing and IT. 

Requestors
Buyers

Online Supplier 
Registration

Currently, suppliers are solicited by 
MCPS and the results are entered 
manually.

MCPS staff  will not have to maintain supplier 
information and make updates for suppliers that 
register. Suppliers will have their own site to 
register and maintain their information, respond 
to RFQ’s and list items and prices. MCPS will 
allow outside (non-MCPS) users to access our 
system.

Suppliers, 
Buyers

Auto Create 
Purchase Order 
Process

Buyers will be able to convert 
requisitions into new purchase 
orders using FMS’s Auto Create 
function.

A requisition is sent to purchasing for approval. 
Once processed, purchasing will electronically 
distribute the order.

Buyers

Blanket Order 
Process

Currently, bids/quotes are entered 
manually. With FMS, all Blanket 
Purchase Agreements and Contracts 
should be entered into FMS by the 
MCPS Purchasing staff .

Th is will result in all Agreements being recorded 
in FMS and eliminate the possibility that more 
than one Agreement to a supplier would exist 
for the same goods or services.

Requestor
Buyers

Blanket Release Blanket Release will be generated 
automatically for replenishment 
items stored in the warehouse. Other 
Blanket Releases will primarily be 
generated by MCPS Purchasing 
Staff . In some cases, additional 
personnel (e.g Private Placement 
and Construction) will be granted 
authority to generate blankets 
releases.

Training will be required for this new process. 
All Blanket Releases will be contained in the 
FMS system.

Buyers
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Process 

Aff ected
Change(s) Impact(s) or Implication(s)

Audience 

Impacted

Entering / 
Maintaining 
Supplier

Currently, there are multiple supplier 
fi les. Procurement maintains a 
separate bid supplier fi le. In FMS, 
there will be only one supplier 
fi le maintained by Division of 
Controller.

Division of Controller is responsible for 
maintaining the supplier fi le and creating 
suppliers in FMS. Procurement will maintain 
supplier bid sites. Only Division of Controller 
and Procurement will have access to create or 
modify Supplier information.

Requestors
Buyers  AP

Approval 
Hierarchies 
Process

Approval hierarchies will be built 
and maintained in FMS for both 
Requisitions and Purchase Orders.

Approval hierarchies will be used to route 
the Requisitions and Purchase Orders and to 
ensure the documents are created, reviewed, 
and approved by the appropriate personnel. Th e 
approval process time should be reduced since it 
will now be done electronically. 
Textbooks, which require as many as 5 
approvers, will be approved online, reducing 
the timing for approving a textbook fi rst time 
purchases. Purchasing will maintain these 
hierarchies. Subsequent purchases of the same 
item will follow normal account manager 
approvals only.
Th e Procurement offi  ce will be maintaining the 
approval hierarchies. A process to maintain and 
update this information will be created.

Buyers

Direct Enter PO No change from current process. Users will need to be trained using FMS to 
support their current processes.

Buyers

Item File Creation and maintenance of Item 
fi le (currently, there are 2,500 
items maintained in MMS, 4,500 
approved instructional materials, 
and additional items in RPS which 
are used in Sourcing ) and 4,500 
instructional materials.

MCPS Warehouse Staff  and Purchasing Buyers 
will share responsibility for the Item fi le and 
will be responsible for creating items in FMS. If 
an item to be procured is not in the FMS Item 
fi le, the Requestor will create a Non-Catalog 
request in iProcurement and send a request 
to Purchasing. Th e Purchasing buyers will 
determine if the Item should be added to the 
Item master for sourcing. Warehouse staff  will 
determine if the Item will be stocked in the 
warehouse.
Th e Purchasing Staff  will also determine if the 
item will be loaded to the iProcurement Catalog 
content for future requests.  
Th e Purchasing Staff  need to identify capital 
assets when creating item master fi les.

Requestors
Buyers

Automatic 
encumbrance/pre 
encumbrance at 
the time of req or 
PO creation.

Pre-Encumbrance and encumbrance 
accounting lines are interfaced to 
GL.

Requisitions and purchase orders will interface 
automatically to the GL. No manual transactions 
are required by Division of Controller.

Buyers

Purchase Order 
Receipts

Entering the receiving documents 
in FMS will be new to some of the 
requisitioners.

Th is is a major impact because it is essential 
that receiving documents are correctly entered 
so that the matching process takes place and 
suppliers are paid on time. Acknowledgement of 
receipt will be entered in FMS by the receiver.

Requestors
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Process 

Aff ected
Change(s) Impact(s) or Implication(s)

Audience 

Impacted

Internet 
iProcurement 
Catalog

Catalogs will be defi ned during set 
up. New catalogs will need to be 
created as needed.

Th is process is the same as in MMS. New catalogs 
represent additional responsibility for purchasing 
staff  and technical staff  for loading of catalogs.

Buyers, 
Technical 
staff 

Supplier Merge Th is is a new process unique to FMS 
and is not performed in current 
processes.

Th is will have a low impact because most of the 
supplier merge will be performed during set up.

Division of 
Controller

Purchase Order 
Change

No change. Users will need to be trained using FMS to 
support their current processes.

Buyers

Receiving by 
Schools

In FMS, iProcurement users shall 
use desktop receiving to enter 
receiving records for ordered goods 
with three-way match requirements. 
No receipts will be required for two-
way match purchases. Currently, 
there is limited automated receiving.

Th ere is limited automated receiving. Requestors 
will need to be trained on the importance of 
the receiving process in order to improve the 
internal controls and accountability. Non-entry 
of the receiving reports could delay payments to 
suppliers. However, Division of Controller AP 
can override hold status to process an invoice, if 
necessary. 

Requestors
Division of 
Controller 
Suppliers
Buyers

Monitor 
outstanding 
receipts

Currently not done. Th e process will be monitored through increased 
reporting showing unmatched invoices and 
receipts.

Division of 
Controller

One system for all 
ordering

Currently several systems are used to 
order diff erent types of goods.

Th ere is an ease-of-use comfort that is inherent 
with having all ordering in one system.

Requestors
Buyers

Bills of Material Bills of Material created online 
replaces the paper-based system.

Ease of entry and documented bill of materials 
for science kits in FMS. 

Science kit 
staff 

Cycle Count No Change from current process. Users will need to be trained using FMS to 
support their current processes.

Inventory 
staff 

Defi ne Categories Each new item will need to be 
defi ned with a category.

Purchasing will have additional responsibility of 
defi ning categories for each item.

Buyers

Defi ne Item 
Catalog

Catalogs will be defi ned during set 
up. New catalogs will need to be 
created, maintained and uploaded to 
iProcurement as needed.

Additional responsibility of central purchasing 
staff  (loading pictures of items), but improve 
customer service to schools. 

Buyers, 
Warehouse

Item Update Item Master will be maintained by 
Inventory Staff .

Training will need to be provided in addition to 
communication with Purchasing.

Buyers, 
Warehouse

Min-Max 
Planning

Currently manual reports are 
used for min-max planning. FMS 
automates this process.

FMS process addressed in training. No impact 
on warehouse staff .

Warehouse

Misc. Transactions No change from current process. Users will need to be trained using FMS to 
support their current processes.

Warehouse

Physical Inventory No change from current process. Users will need to be trained using FMS to 
support their current processes.

Warehouse

Subinventory 
Transfer

Transfers from subinventory will 
take place in FMS while they are 
currently manual.

Minimal impact due to the low number of 
subinventory transfers that occur at MCPS.

Warehouse

Maintain Price 
Lists

Currently this is a manual paper-
based process. Price lists will be 
entered online in FMS.

New ability to create a price list for each 
customer. No impact on staff  other than the 
price lists are entered online instead of on paper.

Warehouse
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Process 

Aff ected
Change(s) Impact(s) or Implication(s)

Audience 

Impacted

RMA Process Th is is a new process in FMS that 
was performed manually outside of 
the current system.

No impact on users as they currently perform 
the process manually.

Warehouse

Sales Order 
Processing

 Currently this is a paper-based 
process. Sales Orders will be entered 
online in FMS.

No impact on process. Warehouse

Shipping 
Overview

No change. Process is currently 
performed online.

Users will need to be trained using FMS to 
support their current processes.

Warehouse
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LOGGING IN

To perform tasks in FMS, you must fi rst log in. Below are step-by-step instructions for logging in to FMS. Th is 
section describes the process for logging in to FMS, which you must do to access FMS. Logging in opens the Web-
based Navigator on the FMS E-Business Suite Home Page. To log in to FMS:

 1. Navigate to the FMS log in page.

 2. On the left -hand side of the window under Logon,
click App Logon Links.

App Logon Link

 3. On the right-hand side of the window, click E-Business Home Page. Th e login page is displayed.

Login page

 4. Type your user name and password.

 NOTE: Your user name and password are the same as your Outlook user name and 
password. You do not need to type the domain name (e.g., es\, sec\, or mcpsmd\) before your 
user name. If you do not know your user name or password, you can obtain this information by 
contacting the Montgomery County Public Schools (MCPS) Help Desk at 301-517-5800.



2 • Logging In  to FMS

 5. Click the Login button. Th e FMS E-Business Suite Home Page opens. 

FMS E-Business Suite Home Page: Web-based Navigator

 6. On the left -hand side of the FMS E-Business Suite Home Page are the job responsibilities that you 
can access in FMS. If you do not see all of your responsibilities, contact the MCPS Help Desk at 
301-517-5800.
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SETTING PREFERENCES

Setting preferences allows you to defi ne the default settings for both general and iProcurement areas of 
FMS, thus eliminating the need to edit information each time you log in to FMS.

General Preferences

Follow the procedures in this section to set and/or modify language, accessibility, regional and notifi cation 
preferences 

Navigating to General Preferences

Follow the steps below to locate the General Preferences page.

To navigate to the General Preferences page: 

 1. Log in to FMS to open the FMS E-Business Suite Home Page.

FMS E-Business Suite Home Page

 NOTE: Based on the job functions you are set up with, you will get diff erent options to select 
from.
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 2. In the left  column of the home page, click the Internet Procurement link. Th e iProcurement home 
page opens.

iProcurement home page

 3. At the top right of the page, click the Preferences link. Th e General Preferences page opens.

General Preferences page
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Setting and Modifying General Preferences

Follow the steps below to set or modify general preferences.

To set or modify general preferences: 

 NOTE: To activate any changes you make to your preferences, you must click the Apply 
button then log out of the FMS and log back in.

 1. On the General Preferences page in the Languages region, set both of the preferences to American 

English.

Languages preferences 

 2. In the Accessibility region in the Accessibility Features fi eld, select standard accessibility or screen 

reader optimized

Accessibility preferences

 3. In the Regional region, set the preferences as follows:

Regional preferences
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 4. In the Start Page region, leave both preferences blank. Th ey are not used.

Start Page preferences

 5. In the Notifi cations region in the E-mail Style fi eld, click the arrow to view the drop down list.

Notifi cations preferences

 6. Select one of the following options:

 NOTE: It is recommended that the HTML summary mail option is selected. Th is will 
send you one email a day with a list of all requisitions.

Option Description

Disabled E-mail notifi cations are disabled.
Do not send me mail Notifi cations are not sent to your e-mail.
HTML mail Notifi cations are sent in HTML format.
HTML mail with 
attachments

Notifi cations are sent in HTML format with HTML attachments.

HTML summary mail Notifi cations are grouped and sent in HTML format in one e-mail per day.
Plain text mail Notifi cations are sent in plain text format.
Plain text mail with 
attachments

Notifi cations are sent in plain text format with HTML attachments.

Plain text summary Notifi cations are grouped and sent in plain text format in one e-mail per day.

 7. To save any changes to your preferences, click the Apply button. A confi rmation message appears at 
the top of the page.

Confi rmation message

 8. To activate your changes, log out of FMS and log back in.
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iProcurement Preferences

Follow the procedures in this section to set or modify shopping, delivery, billing, and charge account 
preferences for requisitions that you create using iProcurement.

Navigating to iProcurement Preferences

Follow the steps below to locate the iProcurement Preferences page.

To navigate to the iProcurement Preferences page: 

 1. If not already open, open the General Preferences page as indicated in the section above, Navigating to 
General Preferences.

 2. On the left  of the page, click the iProcurement Preferences link. 

iProcurement Preferences link

 3. Th e iProcurement Preferences page opens.

IProcurement Preferences page
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Setting and Modifying iProcurement Preferences

Follow the steps below to set or modify iProcurement preferences. Fields marked with an asterisk are 
required and must be completed.

To set or modify shopping preferences: 

 NOTE: To activate any changes you make to your preferences, you must click the Apply 
button then log out of FMS and log back in.

 1. On the iProcurement Preferences page in the Shopping region, view and change the preferences, if 
necessary:

Shopping preferences

Field Description

My Favorite Store A list of stores from which you can shop. Select the store that you 
want displayed when you open iProcurement.

Search Results Per Page Th e number of results that will display per page when you 
are searching within FMS. Th is number applies to all search 
results, even those outside of shopping, such as searching for an 
employee name or an approver.

Shopping Search Results Per Page Th e number of results that will display per page when you are 
searching for an item while shopping. Th e default is 7 per page. 
For best results, 1 to 25 is recommended.

Hide Th umbnail Images Indicator of whether you want to show (check box unchecked) 
or hide (check box checked) thumbnail images.

 2. To save any changes to your preferences, click the Apply button. A confi rmation message appears at 
the top of the page.

Confi rmation message

 3. To activate your changes, log out of FMS and log back in.
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 NOTE: To search, type keywords into the fi eld to be searched and then click the search 
icon ( ). When searching, you can insert a wildcard (%) in the middle of or aft er the search 
characters. For example, a search on “n%” returns a list of all items beginning with the letter 
“n,” and a search on “no%” returns all items beginning with “no,” such as notebooks. For more 
search strategy instructions, refer to the FMS Help menu.

Delivery preferences

Field Description

Need By Date Off set Th e number of days that will be added to the order date to become the 
default need by date.

Need By Time Th e time of day that will become the default time by which you need your 
requested items.

Requester Requesters are active MCPS employees. Th e default requester’s name. You 
can enter a name by doing one of the following:

Type the fi rst few letters of the last name, and press the • Tab key.

Click the search icon (• ) to search for a requester using the Search and 
Select: Requester window. Aft er fi nding the desired requester, either click 
the Select option then click the Select button, or click the Quick Select 

icon ( ) to automatically display the selected requester’s name in the 
Requester fi eld on the iProcurement Preferences page.

Deliver-To Location Th e default location to which items that you request are delivered. When 
you select your name, the default location is entered based on the value 
stored in your employee record. To change the location, click the search 
icon ( ) to search for a new location.

Deliver to subinventory A fi eld reserved for staff  working in the warehouse. You do not need to use 
this feature.

Subinventory A fi eld reserved for staff  working in the warehouse. You do not need to use 
this feature.

To set or modify delivery preferences: 

 1. On the iProcurement Preferences page in the Delivery region, view and change the preferences, if 
necessary:
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 2. To save any changes to your preferences, click the Apply button. A confi rmation message appears at 
the top of the page.

Confi rmation message

 3. To activate your changes, log out of FMS and log back in.

To set or modify billing preferences: 

 NOTE: Most users will leave these setting blank. Billing preferences are used only for capital 
projects. For more information, see the Capital Projects Section.

 1. On the iProcurement Preferences page in the Billing region, view and change the preferences, if 
necessary:

Billing preferences
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Field Description

Project Construction projects will have a number which combines the school 
number and the number of times projects have been done at that 
location. Example 105002 is Ridgeview MS—second project.

Task Tasks are listed under the expenditure types to further breakdown 
the encumbrances and expenditures for reporting purposes.

Award Awards are numbered automatically by the system and named to 
match the project description form in the CIP.
Th ere will be a separate award for local and state funds per project.
Th e award will appear in a list of values where you are required to 
input it.
Th e award name will indicate what type of money is available.
Multiple projects can be funded from one award.

Expenditure Type Th e expenditure type is where encumbrances and expenditures are 
charged. Th ey are the construction delivery method, Other, Design, 
Salaries, Fringe and Furniture & Equipment.

Expenditure Organization Th e school number.
Expenditure Item Date Off set Leave this fi eld blank.

 2. To save any changes to your preferences, click the Apply button. A confi rmation message appears at 
the top of the page.

Confi rmation message

 3. To activate your changes, log out of FMS and log back in.

To create favorite charge accounts: 

 NOTE: You should set the primary charge account in your iProcurement preferences as the 
charge account you use most oft en.
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 1. On the iProcurement Preferences page in the Favorite Charge Accounts region, click the Add Another 

Row button to add fi elds for specifying information about the account.

Account input fi elds

 NOTE: To complete the following steps, be sure to have the account segment information 
nearby for easy reference.

 2. In the Nickname fi eld, type a name for the account that will allow you to identify the account. For 
example, you might want to provide a nickname of Art Supplies to quickly identify the account you 
use to charge art supply materials.

 3. To the right of the MCPS ACCOUNTING FLEXFIELD fi eld, click the list of values (LOV) icon ( ). Th e 
Search and Select: MCPS ACCOUNTING FLEXFIELD window opens. Th e table below describes the 
fi elds in the window.

Search and Select: MCPS ACCOUNTING FLEXFIELD window
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Field Length Description

Fund 2 Th e government-wide fund used to create the fi nancial statements (GASB 34). 
Valid values for this fi eld are general fund, capital projects fund, supported 
projects fund, food services fund, instructional TV fund, real estate management 
fund, fi eld trip fund, entrepreneurial fund, and the warehouse fund.

Department 5 Th e administrative cost center organization within MCPS. Department generally 
represents the HRIS process level. Department also defi nes the budget development 
organization. Th is fi eld represents the owner of an account segment when the two 
are combined for spending and budgeting purposes.

School 3 Th e Montgomery County Public Schools’ school. If the account is not associated 
with a school, this fi eld will be all zeros.

Category 2 Th e State category of expenditure as defi ned by the Maryland State Department 
of Education. Th e existing category values are used.

Account 6 Th e natural account number. Th e fi rst position indicates the account type: asset, 
liability, equity, revenue, or expense. Positions 2 and 3 represent the State major 
object of expenditure. Positions 4 through 6 represent the sub-object of expenditure. 
Th e existing values for major object and sub-object are used in the new system.

Grant 6 Th e operating or capital grant. Operating grants are managed in General Ledger, 
and capital projects are tracked in Grants.

Program 4 An MCPS-wide initiative, a budget initiative, a departmental activity, or 
other activity for which information needs to be tracked. Th e Budget Offi  ce 
determines when a program will be established for tracking.

Activity 4 School expenditures, which schools track by grade level or department.
Interfund 2 A system maintained segment that FMS uses to generate interfund entries when 

transactions, such as vendor payments, cross funds.

 4. In each fi eld, either type the appropriate account segment, enter a wildcard (%) or click the search 

icon ( ) next to the fi eld to search for the account segment. If you are searching, a Search and Select 
window opens with the search results listed at the bottom.

Search and Select window

 5. To select from the results list, choose one of the following:

Options

click the Quick Select icon ( )

click the Select option, then click the Select button.
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 6. Th e window closes, and the account segment selected is displayed in the Search and Select: MCPS 
ACCOUNTING FLEXFIELD window.

Search and Select: MCPS ACCOUNTING FLEXFIELD window

 7. When all appropriate fi elds have been entered, click the Search button.

 8. Do one of the following:

Field Description

If there are 
results

Click the Quick Select icon ( ) for the account to be used. 
You will be taken back to the iProcurement preferences page.

If there are 
no results

Click the Create button. Th e account is listed in the Results region at the 
bottom of the window. 
Proceed with the next step

 9. To the left  of the desired account, click the Select option.

Results region
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 10 Click the Select button. Th e account is listed on the iProcurement Preferences page in the Favorite 
Charge Accounts region.

Favorite Charge Accounts region

 11. To save any changes to your favorite charge accounts, click the Apply button. A confi rmation message 
appears at the top of the page.

Confi rmation message

 12. To activate your changes, log out of FMS and log back in.
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 1. With the iProcurement Preferences page open as indicated in the section above, Navigating to 
iProcurement Preferences, in the Favorite Charge Accounts region, select the account to be set as the 
primary account by clicking the Select option to the left  of the account’s nickname.

Favorite Charge Accounts region

 2. Click the Set as Primary button. Th e Primary Account icon ( ) is displayed for the selected account.

 3. To save your primary account information, click the Apply button. A confi rmation message appears at 
the top of the page.

Confi rmation message

 4. To activate your changes, log out of FMS and log back in.

 NOTE: Th e primary account is the account that you use most frequently. Th e primary 
charge account will be the default account when you create requisitions; therefore, you will not 
have to enter in the account information each time you create a requisition.

To set a primary account: 
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CREATING REQUISITIONS: THE SHOPPING PROCESS

Th e requisition process begins with shopping for items to add to the shopping cart. Th ere are many 
methods for shopping for items. As the items are located, they are added to the shopping cart.

Preparing to Shop

Before creating each requisition, make sure that the charge account that you will use for the requisition is 
listed on the iProcurement Preferences page and that the shopping cart is empty. To perform these tasks, 
you must fi rst navigate to the iProcurement home page.

Navigating to the iProcurement Home Page

Th e starting point for iProcurement functions, including the tasks for preparing to shop, is the 
iProcurement home page. Follow the steps below to navigate to the home page.

To navigate to the iProcurement home page: 

 1. Log in to FMS to open the FMS E-Business Suite Home Page.

FMS E-Business Suite Home Page

 2. In the left  column of the home page, click the Internet Procurement link. Th e iProcurement home 
page opens.
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iProcurement home page

Selecting the Charge Account

Before creating a requisition, group the orders by the charge account to be used to minimize the changes 
needed during the checkout process. Also, make sure that the charge account is listed on the iProcurement 
Preference page. To add charge accounts to that page, follow the instructions for creating favorite charge 
accounts in the section above, Setting and Modifying iProcurement Preferences.

Checking the Shopping Cart

Before creating a requisition, check the shopping cart to be sure it is empty, following the instructions below.

To check the shopping cart: 

 1. Open the iProcurement home page as indicated in the section above, Navigating to the iProcurement 
Home Page.

iProcurement home page
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 2. On the right of the home page, check the shopping cart to determine if it is empty.

Shopping Cart region

 3. If the shopping cart is not empty, click the View Cart and Checkout button. Th e Shopping Cart page 
opens.

Shopping Cart page

 4. Choose one of the following options:

Option Steps

Clear the shopping cart.
For each item in the shopping cart, click the Delete icon (1. ).
Click the 2. Return to Shopping link to go back to the iProcurement 
home page.

Save the shopping cart. Click the Save button. Proceed with the instructions in the section below, 
Saving a Shopping Cart.
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Shopping for Items

To create a requisition, you shop for items then add them to the shopping cart. You will be shopping 
for items in stores, which involves searching in the stores for the item or items that you want to request. 
Methods for shopping for items include the following:

A quick search• 

An advanced search• 

Store catalogs• 

Category lists• 

Non-catalog requests• 

A shopping list• 

A personal favorites list• 

Existing requisitions• 

You can use any one or a combination of these shopping methods. Below are step-by-step instructions for 
using these shopping methods.

 NOTE: Any item with an Evaluation and Selection (E&S) Approval Status of No cannot be 
combined in a shopping cart with other items. To determine whether an item has an E&S Approval 
Status of No when shopping, check the item details. Item details are listed below the name of the 
item.

Item Details

If you are in the middle of adding things to your cart and you come across an item needed to be 
ordered, but has an E&S Approval Status of No , write the item name down and when the current 
cart is saved or submitted, create a new cart for this item. For more information about creating or 
saving a shopping cart, see the section titled, Managing A Shopping Cart.
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Shopping Using a Quick Search

A quick search will allow you to search a store for an item using a keyword or keywords.

To shop by using a quick search: 

 1. Open the iProcurement home page as indicated in the section above, Navigating to the iProcurement 
Home Page.

iProcurement home page

 2. Specify a store in which to shop by clicking the down arrow next to the Search fi eld then selecting the 
desired store from the drop-down list.

NOTE: Stores are created to narrow the search results. Th e general store has all items in 
the FMS database except Offi  ceMax items. Other stores have more specialized items from the 
general store, such as furniture.

 3. In the fi eld to the right of the Search fi eld, type the full or partial name of the desired item. Th e more 
unique the entry, the fewer the items that will be returned as search results.

 NOTE: You can insert a wildcard (%) in the middle of or aft er the search characters. For 
example, a search on “n%” returns a list of all items beginning with the letter “n,” and a search 
on “no%” returns all items beginning with “no,” such as notebooks. For more search strategy 
instructions, refer to the FMS Help menu.

 4. Click the Go button. A list of items matching the search entry is displayed. 
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Sorting options

 6. In the list, select the desired sorting option.

 7. In the fi eld next to the Sort by fi eld, further defi ne the type of sorting desired by selecting either 
Ascending or Descending.

 8. Click the Go button. Search results re-sort.

 9. To view search results displayed on multiple pages, use the navigation aids at the bottom of the page:

Navigation Aid Instructions

To view the prior set of search results, click either the previous link 
or the arrow to the left  of the link.
To view a specifi c set of search results, click the down arrow, then 
select the set of results from the drop-down list.
To view the next set of search results, click either the next link or 
the arrow to the right of the link.

NOTE: Th is option will only appear if there is more than one page of results.

 5. To sort the search results, at the top of the page, click the down arrow next to Sort by fi eld. A list of 
sorting options is displayed.

 NOTE: Th e navigation aids show the number of search results per page. To specify this 
number, refer to the section above, Setting and Modifying iProcurement Preferences.
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10. Aft er locating the desired item, in the Quantity fi eld for that item, type the number of items needed.

Quantity fi eld

 11. To add an item to the shopping cart, click the Add to Cart button for that item. Items added to the cart 
are displayed in the Shopping Cart region of the page.

Shopping Cart region

 12. Click the View Cart and Checkout button. Th e Shopping Cart page opens. It is on this page that you 
can opt to change the quantity of items or delete items from the shopping cart.

Shopping Cart page

 13. To change a quantity before the checking out process, in the Quantity fi eld, type the desired quantity, 
and press the Tab key. Th e quantity and amount update.
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 14. Choose one of the following options:

Option Instructions

Delete an item from the shopping cart. In the line for the item to remove, click the Delete icon.
Continue shopping. At the bottom of the page, click the Return to Shopping 

link.
Save a shopping cart. Click the Save button, and proceed with the steps in the 

section below, Saving a Shopping Cart. You can return to 
a saved shopping cart later to resume shopping, following 
the instructions in the section below, Opening a Saved 
Shopping Cart.

Check out. Click the Checkout button. Th e procedures to check out 
are explained in the Submitting Requisitions: Th e Checkout 
Process section.

Shopping Using an Advanced Search

Using an advanced search, you can further narrow your search for the items that you want using more 
search options than are available for the quick search, including store, supplier, and description.

To shop by using an advanced search: 

 1. Open the iProcurement home page as indicated in the section above, Navigating to the iProcurement 
Home Page.

iProcurement home page

 2. At the top of the page to the right of the search fi elds, click the Advanced Search link. Th e Advanced 
Search page opens.
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Advanced Search page

 3. Specify a store in which to shop by clicking the down arrows next to the rightmost Store fi eld to 
display a list of stores and selecting a store from the list.

 NOTE: Stores are created to narrow the search results. Th e general store has all items in 
the FMS database except Offi  ceMax items. Other stores have more specialized items from the 
general store, such as furniture.

 4. Type or select search criteria in any of the remaining fi elds on the page.

 5. To add another search fi eld to the page, in the Add Another fi eld, select the desired fi eld, then click the 
Add button.

 6. Aft er you have entered your search criteria, click the Go button. A list of items matching your search 
criteria is displayed. 

 7. To sort the search results, at the top of the page, click the down arrow next to Sort by fi eld. A list of 
sorting options is displayed 

Sorting options
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 8. In the list, select the desired sorting option.

 9. In the fi eld next to the Sort by fi eld, further defi ne the type of sorting desired by selecting either 
Ascending or Descending.

 10. Click the Go button. Search results re-sort.

 11. To view search results displayed on multiple pages, use the navigation aids at the bottom of the page:

Navigation Aid Instructions

To view the prior set of search results, click either the previous link or 
the arrow to the left  of the link.
To view a specifi c set of search results, click the down arrow, then 
select the set of results from the drop-down list.
To view the next set of search results, click either the next link or the 
arrow to the right of the link.

 NOTE: Th e navigation aids show the number of search results per page. To specify this 
number, refer to the section above, Setting and Modifying iProcurement Preferences.

 12. Aft er locating the desired item, in the Quantity fi eld for that item, type the number of items needed.

Quantity fi eld

 13. To add an item to the shopping cart, click the Add to Cart button for that item. Items added to the cart 
are displayed in the Shopping Cart region of the page.

Shopping Cart region

 14. Click the View Cart and Checkout button. Th e Shopping Cart page opens.
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Shopping Cart page

 15. To change a quantity before the checking out process, in the Quantity fi eld, type the desired quantity, 
and press the Tab key. Th e quantity and amount update.

 16. Choose one of the following options:

Option Instructions

To delete an item from the shopping cart In the line for the item to remove, click the Delete icon.
To continue shopping At the bottom of the page, click the Return to Shopping 

link.
To save a shopping cart Click the Save button

Click the New Cart button.
You can return to a saved shopping cart later to resume 
shopping.

To checkout Click the Checkout button. Th e procedures to check out 
are explained in the Submitting Requisitions: Th e Checkout 
Process section.

Shopping Using Store Catalogs

You can shop for items by searching for them in store catalogs. Th e FMS stores include the general 
store, which has all items in the FMS database except Offi  ceMax items, and other stores that have more 
specialized items from the general store, such as furniture. Shopping by using store catalogs allows you to 
narrow your search to specifi c items in a store.

To shop by using store catalogs: 

 1. Open the iProcurement home page as indicated in the section above, Navigating to the iProcurement 
Home Page.
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iProcurement home page

 2. Under Stores, select a store in which to shop either by clicking on the store icon, the store link, or by 
selecting the store in the search drop down list. Th e search page for the store opens.

Search page for a store

 3. At the top of the page in the search fi eld, type the full or partial name of the desired item. Th e more 
unique the entry, the fewer the items that will be returned as search results.

 NOTE: You can insert a wildcard (%) in the middle of or aft er the search characters. For 
example, a search on “n%” returns a list of all items beginning with the letter “n,” and a search 
on “no%” returns all items beginning with “no,” such as notebooks. For more search strategy 
instructions, refer to the FMS Help menu. Th e Help link is at the top, right of your screen.
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 4. Click the Go button. A list of items matching the search entry is displayed.

Category search results

 5. To sort the search results, at the top of the page, click the down arrow next to Sort by fi eld. A list of 
sorting options is displayed.

Sorting options

 6. In the list, select the desired sorting option.

 7. In the fi eld next to the Sort by fi eld, further defi ne the type of sorting desired by selecting either 
Ascending or Descending.

 8. Click the Go button. Search results re-sort.
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 9. To view search results displayed on multiple pages, use the navigation aids at the bottom of the page:

Navigation Aid Instructions

To view the prior set of search results, click either the previous link or 
the arrow to the left  of the link.
To view a specifi c set of search results, click the down arrow, then select 
the set of results from the drop-down list.
To view the next set of search results, click either the next link or the 
arrow to the right of the link.

 NOTE: Th e navigation aids show the number of search results per page. To specify this 
number, refer to the section above, Setting and Modifying iProcurement Preferences.

 10. Aft er locating the desired item, in the Quantity fi eld for that item, type the number of items needed.

Quantity fi eld

 11. To add an item to the shopping cart, click the Add to Cart button for that item. Items added to the cart 
are displayed in the Shopping Cart region of the page.

Shopping Cart region

 11. Click the View Cart and Checkout button. Th e Shopping Cart page opens.

Shopping Cart page
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 12. To change a quantity before the checking out process, in the Quantity fi eld, type the desired quantity, 
and press the Tab key. Th e quantity and amount update.

 13. Choose one of the following options:

Option Instructions

To delete an item from the shopping cart In the line for the item to remove, click the Delete icon.
To continue shopping At the bottom of the page, click the Return to Shopping 

link.
To save a shopping cart Click the Save button

Click the New Cart button.
You can return to a saved shopping cart later to resume 
shopping.

To checkout Click the Checkout button. Th e procedures to check out 
are explained in the Submitting Requisitions: Th e Checkout 
Process section.

Shopping Using Category Lists

You can shop for items from lists of similar items grouped by category and subcategory.

To shop from category lists: 

 1. Open the iProcurement home page as indicated in the section above, Navigating to the iProcurement 
Home Page.

iProcurement home page
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 2. At the top of the page in the blue menu bar, click the Categories link. Th e Categories page opens 
showing links for the categories of similar items.

Categories page

 3. Click the link for the desired category. If the category has subcategories, the subcategories page opens. 
Otherwise, the items for that category are displayed, as shown on the page in step 4.

Subcategories page

 4. Click the link for the desired subcategory. Th e items within that subcategory are displayed.
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Category items

 5. Click in the Search All Local Content fi eld. Enter the keyword or keywords for the item to be searched.

 6. To sort the search results, at the top of the page, click the down arrow next to Sort by fi eld. A list of 
sorting options is displayed.

Sorting options

 7. In the list, select the desired sorting option.

 8. In the fi eld next to the Sort by fi eld, further defi ne the type of sorting desired by selecting either 
Ascending or Descending.

 9. Click the Go button. Search results re-sort.
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 10. To view search results displayed on multiple pages, use the navigation aids at the bottom of the page:

Navigation Aid Instructions

To view the prior set of search results, click either the previous link or 
the arrow to the left  of the link.
To view a specifi c set of search results, click the down arrow, then 
select the set of results from the drop-down list.
To view the next set of search results, click either the next link or the 
arrow to the right of the link.

 NOTE: Th e navigation aids show the number of search results per page. To specify this 
number, refer to the section above, Setting and Modifying iProcurement Preferences.

 11. Aft er locating the desired item, in the Quantity fi eld for that item, type the number of items needed.

Quantity fi eld

 12. To add an item to the shopping cart, click the Add to Cart button for that item. Items added to the cart 
are displayed in the Shopping Cart region of the page.

Shopping Cart region

 13. Click the View Cart and Checkout button. Th e Shopping Cart page opens.

Shopping Cart page
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 14. To change a quantity before the checking out process, in the Quantity fi eld, type the desired quantity, 
and press the Tab key. Th e quantity and amount update.

 15. Choose one of the following options:

Option Instructions

To delete an item from the shopping cart In the line for the item to remove, click the Delete icon.
To continue shopping At the bottom of the page, click the Return to Shopping 

link.
To save a shopping cart Click the Save button

Click the New Cart button.
You can return to a saved shopping cart later to resume 
shopping.

To checkout Click the Checkout button. Th e procedures to check out 
are explained in the Submitting Requisitions: Th e Checkout 
Process section.

Shopping Using Non-catalog Requests

If you cannot fi nd an item in one of the store catalogs, you can shop for it by using a non-catalog request, 
following the steps below.

To shop by using non-catalog requests: 

 1. Open the iProcurement home page as indicated in the section above, Navigating to the iProcurement 
Home Page.

iProcurement home page
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 2. At the top of the page in the blue menu bar, click the Non-Catalog Request link. Th e Non-catalog 
Request Store page opens.

Non-catalog Request Store page

 NOTE: All fi elds marked with an asterisk are required. However, the more information 
you provide, the better the result. Th e information on this page is submitted to the Division of 
Procurement for purchasing the items requested.

 3. Click the down arrow next to the Request Type fi eld to display a list of options.

Request type options

 4. From the list, select the desired option. Additional information fi elds will open at the bottom of the 
page when the Instructional Materials, Books, Multimedia option is chosen. Th is is explained later in 
this section.

 5. In the Item Description fi eld, type a description for the item being requested.



Creating Requisitions: The Shopping Process • 37 

 6. To select the category number for the item being requested, click the search icon ( ) next to the 
Category fi eld. Th e Search and Select: Category window opens.

Search and Select: Category window

 7. In the search fi eld, type the word or partial word to be searched. Th e more unique the entry, the fewer 
the items that will be returned as search results.

 8. Click the Go button. Results are displayed at the bottom of the Search and Select: Category window.

Results of category search

 9. To select the appropriate category, click the Quick Select icon ( ). Th e Search and Select: Category 
window closes, and the number for the selected category is displayed on the Non-Catalog Request 
Store page in the Category fi eld.

 10. In the Quantity fi eld, type the number of items desired.
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 11. To specify a unit of measure, click the search icon ( ) next to the Unit of Measure fi eld. Th e Search 
and Select: Unit of Measure window opens.

Search and Select: Unit of Measure window

 12. In the search fi eld, do one of the following:

Type the fi rst few letters of the word to be searched, and press the • Tab key.

Type the word or partial word to be searched. Th e more unique the entry, the fewer the items that • 
will be returned as search results.

 13. Click the Go button. Results are displayed at the bottom of the Search and Select: Unit of Measure 
window.

Results of unit of measure search

 14. To select the appropriate unit of measure, click the Quick Select icon ( ). Th e Search and Select: 
Unit of Measure window closes, and the unit of measure is displayed on the Non-Catalog Request 
Store page in the Unit of Measure fi eld.

 15. In the Unit Price fi eld, type the price for the selected unit of measure.
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 16. Complete the optional fi elds, if desired. Th e more information that is provided, the more information 
the Division of Procurement has when ordering the item.

Non-catalog request optional fi elds

 17. Click in the Supplier Name fi eld and type the name of the supplier. Click the search icon ( ). Th e 
Search and Select window will open. Th e results for supplier will be listed at the bottom of the window.

 18. If there is a match for the supplier, the information is automatically displayed. If there is not a match, 
check the New Supplier check box and provide additional information for the supplier.

 19. If the Instructional Materials, Books, Multimedia option was chosen, additional fi elds will open. Th e 
fi rst three are required. Th e rest of the fi elds are optional; however, entering additional information is 
highly recommended. 

Option Instructions

Instructional Material Type Select from audio CD, Compact Disk, Digital Video Disk, 
Instructional Material, Library Book, or Textbook.

Subject Matter Area Select the Subject Matter Area.
E&S Approval Status Select the Pending option.
Author optional
Publisher optional

Series Name optional
Copyright Date (Year) optional
ISBN (10 or 13), no dashes optional
Dewey Decimal Number optional
Spine Cutter optional

 NOTE: If you need to edit the requisition details at this point, you may do so; however, once 
you have added the items to your cart, you will only be able to edit the quantity. If you need to 
modify any other information, you will need to click the Shop tab and create the requisition 
again.
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 20. Choose one of the following options:

Option Instructions

Clear all fi elds and begin again. Click the Clear All button.
Add the item to the shopping cart. Click the Add to Cart button.
Add the item to the personal favorites list. Click the Add to Favorites button.

 21. Click the Add to Cart button. Added items are displayed on the right of the page in the Shopping Cart 
region.

Shopping Cart region

 22. Click the View Cart and Checkout button. Th e Shopping Cart page opens.

Shopping Cart page

 23. To change quantities on this page before checking out, in the Quantity fi eld, type the desired quantity, 
and press the Tab key. Th e quantity and amount update.
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 24. Choose one of the following options:

Option Instructions

To delete an item from the shopping cart In the line for the item to remove, click the Delete icon.
To continue shopping At the bottom of the page, click the Return to Shopping 

link.
To save a shopping cart Click the Save button

Click the New Cart button.
You can return to a saved shopping cart later to resume 
shopping.

To checkout Click the Checkout button. Th e procedures to check out 
are explained in the Submitting Requisitions: Th e Checkout 
Process section.

Shopping Using a Shopping List

Shopping lists consist of both a personal favorites list and public lists. Th e two are created by diff erent 
methods. Follow the steps below to shop using a shopping list.

 NOTE: Shopping lists save you time when creating a requisition because items in the list are already selected so 
you do not have to search for them.

To shop from a shopping list: 

 1. Open the iProcurement home page as indicated in the section above, Navigating to the iProcurement 
Home Page.

iProcurement home page
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 2. At the top of the page in the blue menu bar, click the Shopping Lists link. Th e Shopping List page opens.

Shopping List page

 3. To choose a shopping list to view, at the top of the page, click the down arrow next to the Select List 

fi eld. Th e available shopping lists are displayed in the drop-down list.

Shopping list options

 4. In the list, select the desired shopping list.

 5. Click the Go button. Th e items in the list are displayed on the page.
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Shopping List page

 6. Browse or scroll the items in the shopping list.

 7. To change the quantity before adding an item to the shopping cart, in the Quantity fi eld, type the 
desired quantity.

 NOTE: You can change the quantity of an item before adding it to the shopping cart or later 
within the shopping cart.

 8. Choose one of the following options:

Option Instructions

Add one item to the shopping cart. Click the Add to Cart button.
Add all items in the shopping list to the cart. Click the Add All Items to the Cart button.

 9. Added items are displayed on the right of the page in the Shopping Cart region.

Shopping Cart region
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 10. Click the View Cart and Checkout button. Th e Shopping Cart page opens.

Shopping Cart page

 11. To change quantities on this page before checking out, in the Quantity fi eld, type the desired quantity, 
and press the Tab key. Th e quantity and amount update.

 12. Choose one of the following options:

Option Instructions

To delete an item from the shopping cart In the line for the item to remove, click the Delete icon.
To continue shopping At the bottom of the page, click the Return to Shopping 

link.
To save a shopping cart Click the Save button

Click the New Cart button.
You can return to a saved shopping cart later to resume 
shopping.

To checkout Click the Checkout button. Th e procedures to check out 
are explained in the Submitting Requisitions: Th e Checkout 
Process section.
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Shopping Using a Personal Favorites List

Items can be added to a Personal Favorites List. Th is list can be used for future ordering of these items, 
thus saving time as searching for the items is not necessary. Follow the steps below to shop using a 
Personal Favorites List.

To set up a Personal Favorites List: 

 1. When browsing through a list of items, the Add to favorites button is located under the description of 
each individual item.

Individual item description

 2. Click the Add to Favorites button. Th e item will be added to a Personal Favorites List.

To shop from a Personal Favorites List: 

 1. Click the Shopping Lists link in the menu bar at the top of the screen to open the Shopping List page.

Shopping List page
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 2. Browse, or scroll, the items listed in the Personal Favorites List.

 3. To delete an item from the Personal Favorites List, click the Delete From Favorites button.

 4. To change the quantity before adding it to the Shopping Cart, click the Quantity fi eld and enter the 
desired quantity.

 NOTE: Quantities of an item can be changed before adding the item to the shopping cart or 
later within the shopping cart.

 5. To add an item to the shopping cart, click the Add to Cart button. To add all items within the 
shopping list to the cart, click the Add All Items to the Cart button at the top of the shopping list 
page.

 6. Items will appear in the Shopping Cart region of the Shopping Cart page.

Shopping Cart region

 7. Click the View Cart and Checkout button. Th e Shopping Cart page will display.

Shopping Cart page
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 8. Quantities can be changed on this page before checking out. To change the quantities click in the 
Quantity fi eld. Enter the desired quantity and press the Tab key. Th e quantities and amounts will 
update.

 9. Choose one of the following options:

Option Instructions

To delete an item from the 
Shopping Cart

Click the Delete icon

To continue shopping Click the Return to Shopping link
To save a Shopping Cart Click the Save button to save the Shopping Cart. Th is will save the 

cart and allow the user to return at a later time. See the Saving a 
Shopping Cart section.

To Checkout Click the Checkout button to proceed to checkout. Th e procedures to 
checkout are explained in the Checkout section.

Shopping Using Existing Requisitions

Th e preferred method for selecting the same items or group of items that are ordered regularly is to select 
them from existing requisitions. Shopping from existing requisitions allows you to locate items and add 
then to the shopping cart faster and easier. Follow the steps below to shop using an existing requisition.

To shop using an existing requisition: 

 1. Open the iProcurement home page as indicated in the section above, Navigating to the iProcurement 
Home Page.

iProcurement home page
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 2. At the top right of the page, click the Requisitions Tab. Th e Requisitions page opens showing a list of 
saved requisitions.

Requisitions page

 3. Browse through the requisitions either by searching or by browsing page by page.

 4. Make sure your shopping cart is empty.

 5. Click the Select option for the requisition to be copied.

 6. Click the Copy to Cart button. Th e Shopping Cart page opens.

 NOTE: If you get a message saying there are items in a cart, click the New Cart button.

Shopping Cart page
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 7. To change quantities on this page before checking out, in the Quantity fi eld, type the desired quantity, 
and press the Tab key. Th e quantity and amount update.

 8. Choose one of the following options:

Option Instructions

To delete an item from the 
Shopping Cart

Click the Delete icon

To continue shopping Click the Return to Shopping link
To save a Shopping Cart Click the Save button to save the Shopping Cart. Th is will save the 

cart and allow the user to return at a later time. See the Saving a 
Shopping Cart section.

To Checkout Click the Checkout button to proceed to checkout. Th e procedures to 
checkout are explained in the Checkout section.

Managing a Shopping Cart

You can save a shopping cart as an incomplete requisition and later resume shopping or submit the 
requisition for approval. 

Saving a Shopping Cart

Follow the steps below to save a shopping cart to resume shopping later.

 NOTE: When you are building your Shopping Cart, you are building a Requisition. Th ese 
terms are used interchangeably

To save a shopping cart: 

 1. Using one of the methods in the section above, Shopping for Items, open the Shopping Cart page 
by shopping for items, adding selected items to the shopping cart, and clicking the View Cart and 

Checkout button in the Shopping Cart region.

 NOTE: You can change the quantities on the Shopping Cart page before checking out. To 
do so, in the Quantity fi eld, type the desired quantity, and press the Tab key. Th e quantity and 
amount update.
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Shopping Cart page

 2. Click the Save button. Th e Save as Incomplete Requisition page opens. Th e requisition description is 
always of the fi rst item in the shopping cart.

Save as Incomplete Requisition page

 3. In the Requisition Description fi eld, type a short description for the incomplete requisition. Type a 
description that will later help you determine for what the requisition was created.

 4. Click the Save button.

 5. A Confi rmation message displays.

Saved Cart/Requisition Confi rmation message

 6. Click the New Cart button to return to the iProcurement home page.
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Opening a Saved Shopping Cart

Aft er you have saved a shopping cart, you can open the shopping cart and resume shopping, following the 
steps below.

 NOTE: When you are building your Shopping Cart, you are building a Requisition. Th ese 
terms are used interchangeably.

To open a saved shopping cart: 

 1. Click on the shop tab to open the iProcurement home page.

iProcurement home page

 2. At the top right of the page, click the Requisitions Tab. Th e Requisitions page opens. On the page, 
saved requisitions are listed. Requisitions for saved shopping carts show as Incomplete in the Status 
column.

Requisitions page



52 • Creating Requisitions: The Shopping Process

 3. To open an incomplete requisition, in the Requisition column click the requisition number link, or 
in the Description column click the short description that you specifi ed for the requisition when you 
saved the shopping cart. Th e line items in the requisition are displayed.

Line items in a requisition

 4. Choose one of the following options:

Option Instructions

To delete an item from the 
Shopping Cart

Click the Delete icon

To continue shopping Click the Return to Shopping link
To save a Shopping Cart Click the Save button to save the Shopping Cart. Th is will save the 

cart and allow the user to return at a later time. See the Saving a 
Shopping Cart section.

To Checkout Click the Checkout button to proceed to checkout. Th e procedures to 
checkout are explained in the Checkout section.
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SUBMITTING REQUISITIONS: THE CHECKOUT PROCESS

To submit a requisition for approval the user must complete the checkout process. Th e checkout process 
consists of verifying and/or modifying requisition information, adding an approver, and submitting the 
requisition.

Verifying and/or Modifying Requisition Information

Th e checkout process begins with verifying requisition information and modifying any information that 
needs to be changed.

Preparing to Checkout

Aft er the shopping cart contains the items for which you want to submit a requisition, you are ready to 
go through the checkout process. Th e following steps explain how to get from the shopping cart to the 
beginning of the checkout process.

To prepare to check out: 

 1. Aft er the desired items have been placed into the shopping cart, click the View Cart and Checkout 
button. Th e Shopping Cart form opens.

Shopping Cart page

 2. To change the quantity of an item, click in the Quantity fi eld and type the desired quantity.

 3. Press the Tab key. Th e Quantity and Amount fi elds are updated.

 4. Click the Checkout button to continue. Th e Checkout: Requisition Information page opens.
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Verifying and/or Editing General Requisition Information

General information about a requisition may need to be edited during the checkout process. Th e following 
steps explain how to verify and/or modify requisition information.

To verify and/or modify a requisition description: 

 1. Th e Checkout: Requisition Information page opens when the checkout process is initiated.

Checkout: Requisition Information page

 NOTE: All fi elds marked with an asterisk are required fi elds and must be completed.

 2. Th e Requisition Description fi eld defaults to the fi rst item in your shopping cart. Click in the 
Requisition Description fi eld and type a description for the requisition.

TIP

Renaming a requisition will help you retrieve past orders. Use a name that will 
be easy to recognize the following year when it might be useful to copy the 
requisition and add it to the shopping cart (for example, FY08 Art Order).
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To verify and/or modify the Delivery fi elds: 

 1. On the Requisition Information page, in the Delivery region, the Need-By Date, Requester, and the 
Deliver-To Location fi elds automatically populate based on the iProcurement preferences that are set. 
(See the section on Setting Preferences: iProcurement Preferences for more information.)

Delivery region

 2. To modify the Requester fi eld, click the Search icon ( ) next to the Requester fi eld. Th e Search and 
Select: Requestor page opens.

Search and Select: Requester page

 3. Click in the Search By fi eld and type the name of the requester.

Search By fi eld

 4. Click the Go button. Th e results appear in the Results region of the Search and Select: Requester page.
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Search and Select Requester window

 5. Locate the name of the requester in the Results region and click the Quick Select icon ( ). Th e 
Search and Select: Requester window closes, and the Requester fi eld on the Checkout: Requisition 
Information page is populated.

 6. To modify the Deliver-To Location fi eld, click the Search icon ( ). Th e Search and Select: Deliver-To 
Location window opens.

Search and Select: Deliver-To Location window

 7. Click in the Search By fi eld and type the location. Remember, you can search by typing in the fi rst few 
characters and then the wildcard (%) sign. 

Search By fi eld

 8. Click the Go button. Th e results are displayed in the Results region of the Search and Select: Deliver-To 
Location window.
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Search and Select: Deliver-To Location window: Results region

 9. Locate the delivery location and click the Quick Select icon ( ). Th e Search and Select: Deliver-To 
Location window closes, and the Deliver-To Location fi eld on the Checkout: Requisition Information 
page is populated.

Delivery region

To verify and/or modify the Billing region fi elds: 

 1. On the Requisition Information page, fi nd the Billing region.

Billing region

 NOTE: Th e fi rst fi ve fi elds will only need to be completed for capital projects. For more 
information about these fi elds, see the Capital Projects section of this guide.
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 2. Th e Taxable fi eld defaults to No, which will be used most oft en. To change this selection, click the 
down arrow next to the Taxable fi eld to view and select an option from the menu.

Taxable list

 3. Th e Charge Account fi eld automatically populates with the account set up in iProcurement 
preferences. 

Charge Account fi eld

 4. Click the Charge Account link to verify and/or modify the charge account. 

 NOTE: In the section of this document titled, Completing the Check Funds Process, you 
will learn about a required process that must be followed for all requisitions prior to submission. 
Th e process will check funds in the account being verifi ed in the previous step.

 5. Click the Return button to return to the Checkout: Requisition Information page.

 6. If the Charge Account fi eld requires editing, see the Verifying and/or Editing Charge Accounts During 
Checkout section of this guide.

 7. Th e GL Date fi eld defaults to the current date. 

GL Date fi eld

 NOTE: Th e GL date will only need to be changed for Early Ordering. Th e GL date should be 
changed to July 2 because the funds being used need to come out of the budget for the following 
fi scal year.
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 8. To modify the GL date, click in the GL Date fi eld and type the desired date, or click the Calendar icon (
) next to the GL Date fi eld to open the Calendar.

Calendar

 10. Click a date. Th e Calendar closes and the GL Date fi eld on the Checkout: Requisition Information page 
is updated.

 11. Choose one of the following options:

Options

Option Description

To cancel the checkout process Click the Cancel button.
To save the requisition Click the Save button. A Confi rmation message displays.

Click the New Cart button.
To submit the requisition Click the Submit button. Th e requisition is submitted without 

allowing you to add approvers, attachments, and other items. 
To add these items, follow the checkout process using the 
Next button.

To edit lines of the requisition Click the Edit Lines button. Th is allows you to change 
the requisition by line. You will be able to change delivery 
information, billing information, account information, and 
attachments for each line.

To continue with the checkout process Click the Next button. Th e Checkout: Review Approver List 
page opens.



60 • Submitting Requisitions: The Checkout Process

Verifying and/or Editing Charge Accounts During Checkout

During the checkout process, the charge account can be edited, multiple charge accounts can be selected, 
and charge accounts can be split. Th e following steps explain how to edit the charge account or accounts 
during the checkout process.

To change the charge account using the Nickname fi eld: 

 NOTE: You should select the charge account in iProcurement Preferences before creating a 
requisition. If it is not selected, the following steps must be taken to edit the account information 
during the checkout process.

 1. On the Requisition Information page, fi nd the Billing region.

Billing Region

 2. To edit the charge account, click the Charge Account link . Th e Requisition Information: Edit Lines 
page opens.

Requisition Information: Edit Lines page
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 3. Select requisition line(s) to be edited by checking the check box(es) in the Select column. If all lines 
are to be edited, choose the Select All link.

 4. Click the Charge Account link to the right of the item description. Th e Requisition Information: Split 
Cost Allocation page opens.

Requisition Information: Split Cost Allocation page

 5. Click the down arrow next to the Nickname fi eld to display an options menu.

Nickname menu

 6. Select the account to be used. 

 NOTE: In the section of this document titled, Completing the Check Funds Process, you will learn 
about a required process that must be followed for all requisitions prior to submission. Th e process will 
check funds in the account being verifi ed in the previous step.

 7. If all selected/checked items are being charged to this account, check the check box at the bottom of 
the page to apply this account to all line items.

Check box
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 8. Click the Return button to return to the Requisition Information: Edit Lines page.

 9. Click the Return button to return to the Checkout: Requisition Information page.

 10. Choose one of the following options:

Options

Option Description

To cancel the checkout process Click the Cancel button.
To save the requisition Click the Save button. A Confi rmation message displays.

Click the New Cart button.
To submit the requisition Click the Submit button. Th e requisition is submitted without 

allowing you to add approvers, attachments, and other items. 
To add these items, follow the checkout process using the Next 
button.

To edit lines of the requisition Click the Edit Lines button. Th is allows you to change 
the requisition by line. You will be able to change delivery 
information, billing information, account information, and 
attachments for each line.

To continue with the checkout process Click the Next button. Th e Checkout: Review Approver List page 
opens.

To change the charge account using the MCPS Accounting Flexfi eld: 

 1. On the Requisition Information page, fi nd the Billing region.

Billing Region
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 2. To edit the charge account, click the Charge Account link . Th e Requisition Information: Edit Lines 
page opens.

Requisition Information: Edit Lines page

 3. Select requisition line(s) to be edited by checking the check box(es) in the Select column. If all lines 
are to be edited, choose the Select All link.

 4. Click the Charge Account link to the right of the item description. Th e Requisition Information: Split 
Cost Allocation page opens.

Requisition Information: Split Cost Allocation page
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 5. Type the correct account information in the MCPS Accounting Flexfi eld fi eld or click the LOV icon 
( ) next to the fi eld. Th e Search and Select: MCPS Accounting Flexfi eld page opens.

Search and Select: MCPS ACCOUNTING FLEXFIELD page

 6. In the Fund, Department, School, Category, and Account fi elds, type the category numbers.

 7. When all fi elds have been completed, click the Search button. Th e account is displayed in the Results region at 
the bottom of the page.

Accounts region

 8. Click the Select option to the left  of the account number. 

 9. Click the Select button. Th e account number is changed on the Requisition Information: Split Cost 
Allocation page. 

 10. If all selected/checked items are being charged to this account, check the check box at the bottom of 
the page to apply this account to all line items.

Check box
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 NOTE: In the section of this document titled, Completing the Check Funds Process, you 
will learn about a required process that must be followed for all requisitions prior to submission. 
Th e process will check funds in the account being verifi ed in the previous step.

 11. Click the Return button to return to Th e Requisition Information: Edit Lines page.

 12. Click the Return button to return to the Checkout: Requisition Information page.

 13. Choose one of the following options:

Options

Option Description

To cancel the checkout process Click the Cancel button.
To save the requisition Click the Save button. A Confi rmation message displays. Click the 

New Cart button
To submit the requisition Click the Submit button. Th e requisition is submitted without 

allowing you to add approvers, attachments, and other items. To add 
these items, follow the checkout process using the Next button.

To edit lines of the requisition Click the Edit Lines button. Th is allows you to change the requisition 
by line. You will be able to change delivery information, billing 
information, account information, and attachments for each line.

To continue with the checkout 
process

Click the Next button. Th e Checkout: Review Approver List page 
opens.

To use multiple accounts within the same requisition: 

 1. On the Requisition Information page, fi nd the Billing region.

Billing Region
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 2. To edit the charge account, click the Charge Account link. Th e Requisition Information: Edit Lines 
page opens.

Requisition Information: Edit Lines page

 3. Select requisition line(s) to be edited by checking the check box(es) in the Select column. If all lines 
are to be edited, choose the Select All link.

 4. Click the Charge Account link to the right of the item description. Th e Requisition Information: Split 
Cost Allocation page opens. 

Requisition Information: Edit Lines page 
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 5. Click the Charge Account link to the right of the item description. Th e Requisition Information: Split 
Cost Allocation page opens. 

Requisition Information: Split Cost Allocation page

 6. Click the down arrow next to the Nickname fi eld to display a list of options. 

 7. Click the desired nickname for the account, or type the correct account information in the MCPS 

Accounting Flexfi eld fi eld.

 NOTE: In the section of this document titled, Completing the Check Funds Process, you 
will learn about a required process that must be followed for all requisitions prior to submission. 
Th e process will check funds in the account being verifi ed in the previous step.

 8. Click the Return button to return to the Requisition Information: Edit Lines page.

 9. Click the Return button to return to the Checkout: Requisition Information page.
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 10. Choose one of the following options:

Options

Option Description

To cancel the checkout process Click the Cancel button.
To save the requisition Click the Save button. A Confi rmation message displays. 

Click the New Cart button.
To submit the requisition Click the Submit button. Th e requisition is submitted 

without allowing you to add approvers, attachments, and 
other items. To add these items, follow the checkout process 
using the Next button.

To edit lines of the requisition Click the Edit Lines button. Th is allows you to change 
the requisition by line. You will be able to change delivery 
information, billing information, account information, and 
attachments for each line.

To continue with the checkout process Click the Next button. Th e Checkout: Review Approver List 
page opens.

To split charges for an item using multiple accounts: 

 NOTE: Accounts may be split for external requisitions only. Splitting charges is done by line 
item.

 1. On the Requisition Information page, fi nd the Billing region.

Billing Region
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 2. To edit the charge account, click the Charge Account link. Th e Requisition Information: Edit Lines 
page opens.

Requisition Information: Edit Lines page

 3. Select requisition line(s) to be edited by checking the check box(es) in the Select column. If all lines 
are to be edited, choose the Select All link.

 4. Click the Charge Account link or the Split icon ( ). Th e Requisition Information: Split Cost 
Allocation page opens.

Requisition Information: Split Cost Allocation page

 5. Click the Add Another Row button. Another row is added to the page.
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 6. Click the arrow next to the Nickname drop down menu. Select the account to be used. If the account is 
not listed, click in the MCPS Accounting Flexfi eld and enter the account number.

 7. Choose one of the following options:

Option Description

Change the allocation by percent. Click in the Percent fi eld and type the percent to be allocated 
for each account. Th e percentages should equal 100. Press the 
Tab key to see the amounts change.

Change the allocation by quantity. Click in the Quantity fi eld and type the quantity to be charged 
for each account. Press the Tab key to see the amounts change.

Change the allocation by amount. Click in the Amount (USD) fi eld and enter the quantity to be 
charged for each account. Press the Tab key to see the amounts 
change.

 8. Click the Return button. Th e Requisition Information: Edit Lines page opens. Th e Charge Account is 
now listed as Multiple.

Multiple Charge Account

Checkout: Requisition Information page
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 NOTE: In the section of this document titled, Completing the Check Funds Process, you 
will learn about a required process that must be followed for all requisitions prior to submission. 
Th e process will check funds in the account being verifi ed in the previous step.

 9. Choose one of the following options:

Options 

Option Description

To cancel the checkout process Click the Cancel button.
To save the requisition Click the Save button. A Confi rmation message displays.
Click the New Cart button.
To submit the requisition Click the Submit button. Th e requisition is submitted 

without allowing you to add approvers, attachments, and 
other items. To add these items, follow the checkout process 
using the Next button.

To edit lines of the requisition Click the Edit Lines button. Th is allows you to change 
the requisition by line. You will be able to change delivery 
information, billing information, account information, and 
attachments for each line.

To continue with the checkout process Click the Next button. Th e Checkout: Review Approver List 
page opens.

Completing the Check Funds Process

During the checkout process, it is required that the requestor complete the Check Funds process. Th is 
will allow the requestor to confi rm that the funds are available or it will confi rm that there are insuffi  cient 
funds at which time the requestor cannot complete the checkout process.

To check funds: 

 NOTE: Th e Check Funds step is required for all requisitions. If a requisition is edited, it 
must go back through the checkout process and the check funds process. 
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 1. During the fi rst step of the checkout process, on the Requisition Information page, fi nd the Billing 
region.

Billing region

 2. Click on the Charge Account fi eld. Th e Requisition Information: Edit Lines page opens.

Requisition Information: Edit Lines page

 3. Click the Check Funds button. One of the following will display:
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Option Description

Confi rmation 

Message- 
Check Funds 
Successful

1. A confi rmation message will display if the funds are available for the requisition.

Confi rmation Message

2. Click the Return button to return to the Checkout: Requisition Information 
page.

3. Click the Next button. Th e Checkout: Review Approver List page will display.

4. Click in the Justifi cation fi eld.

Justifi cation fi eld

5. Type the following message: “Check Funds Successful.” By typing this, you are 
confi rming that you have gone through the Check Funds process and that funds 
are available for the requisition. Schools can choose to have requestors add the 
account in the message so the fund can be identifi ed easily. An example of this is 
“Check Funds Successful-03” or “Check Funds Successful-Textbooks.”

6. Continue with the next section in this document titled, Verifying and/or 
Modifying the Approver List.

Warning 

Message- 
Check Funds 
Not Successful

1. A warning message will display if the funds are not available for the requisition. 

Warning Message

2. Click the Return button to return to the Checkout: Requisition Information page.

3. You must not continue with checkout at this time. Click the Save button to save 
the requisition.

4. Click the New Cart button.

5. Notify your supervisor that a transaction failed funds checking. Th e following 
actions must be taken, if an account manager concludes the transaction is of 
suffi  cient importance that it needs to be processed:

– A location is expected to identify alternate funds that can be transferred to 
the necessary account so the transaction passes funds checking. An account 
manager must obtain agreement for the budget transfer from their associate/
community superintendent, or designee. 

– Account managers may also request their associate/community 
superintendent support an override petition. Budget transfers and override 
petitions supported by an associate/community superintendent should be 
submitted to the Department of Management, Budget and Planning (DMBP) 
for approval. DMBP, with the concurrence from the Chief Operating Offi  cer, 
may approve a budget transfer or override. A location may proceed with a 
transaction only aft er a budget transfer or override authorization has been 
approved.
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Verifying and/or Modifying the Approver List

Requisitions are sent through an approval process. Principals or account owners are automatically set 
as the approvers; however, a user can add an approver to the Approver List. Th is will allow the another 
person to approve the requisition prior to the principal or account owner. Th is option will allow schools to 
create their own approval process.

Reviewing the Approver List

Th e following steps explain how to review the approver list.

To review the approver list:  

 1. To navigate to this step, complete step 1 of the checkout process in the Verifying and/or Modifying 
Requisition Information section. 

 2. Click the Next button. Th e Checkout: Review Approver List page opens.

Checkout: Review Approver List page

 3. Th e required approver or approvers appear in the Approver Name fi eld. Th ese names cannot be 
changed; however, additional approvers can be added.

Approver Name fi eld
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Adding an Approver

Th e following steps explain how to add an approver.

To add or modify an approver: 

 1. On the Checkout: Review Approver List page, click the Add Approver button. Th e Add Approver fi eld 
appears.

Add Approver fi eld

 2. In the Add Approver fi eld, type the last name of the approver for whom you are searching.

 3. Click the Search icon ( ). Th e Search and Select: New Approver page opens and the results of the 
search are displayed in the Results region.

Search and Select: New Approver page

 4. Click the Quick Select icon ( ) next to the approver’s name. On the Checkout: Review Approver List 
page, the approver’s name automatically fi lls in the Approver Name fi eld.

Approver Name fi eld

 5. To delete an approver, click the Delete icon ( ).
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 6. Choose one of the following options: 

Options

Option Description

Save the requisition. 1. A Click the Save button. A Confi rmation message 
displays.

2. A Click the Continue with Checkout button.
Submit the requisition. Click the Submit button. Th e requisition is submitted 

without allowing you to add approvers, attachments, and 
other items. To add these items, follow the checkout process 
using the Next button.

Go to previous step Click the Back button.
Continue with the checkout process Click the Next button. Th e Checkout: Review and Submit 

Requisition page opens.

Changing the Order of Approvers

Some requisitions may require more than one approver or a school may develop an internal approval 
process. Th e following steps explain how to set up an approver list.

To add another person as the fi rst approver: 

 1. In the Checkout: Review Approver List page, click in the Add Approver Name fi eld, which appears 
below the required approver. 

Checkout: Review Approver List page 

 2. In the Add Approver Name fi eld, type the last name of the approver to be added.
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 3. Click the Search icon ( ) to the right of the fi eld. Th e Search and Select: New Approver window 
opens, and the results of the search are displayed in the Results region.

Search and Select: New Approver window

 4. Click the Select option to select the approver’s name.

 5. Click the Quick Select icon ( ). Th e approver’s name appears in the Approver Name fi eld.

Add Approver Name fi eld

 6. To add another approver to the list, repeat the steps. Th e list of approvers is displayed on the Checkout: 
Review Approver list.

Checkout: Review Approver list

 7. To delete an approver, click the Delete icon ( ).
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 8. Choose one of the following options: 

Options

Option Description

Save the requisition. 1. Click the Save button. A Confi rmation message displays.
2. Click the Continue with Checkout button.

Submit the requisition. Click the Submit button. Th e requisition is submitted without 
allowing you to add approvers, attachments, and other items. 
To add these items, follow the checkout process using the Next 
button.

Go to previous step Click the Back button.
Continue with the checkout process Click the Next button. Th e Checkout: Review and Submit 

Requisition page opens.

Adding an Attachment to a Requisition

An attachment can be added to a requisition. Th is procedure can be used to add a URL or Web site, a fi le, 
or a text note to a requisition.

To add a fi le attachment:  

 1. Navigate to The Checkout: Review Approver List page if you are not already on this page from the 
previous section.

Checkout: Review Approver List page

 2. Click the Add Attachments button. 

Add Attachments button
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 3. Th e Add Attachment page opens.

Add Attachment page

 4. Leave the Add fi eld on Desktop File/Text/URL.

Attachment options

 5. In the Description fi eld, type a description of the attachment.

Description fi eld

 6. Click the down arrow next to the Category fi eld to view the options menu.

Category menu
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 7. Select the category option depending on to whom the attachment should be directed. If it is Internal to 

Requisition or it falls into a Miscellaneous category, choose one of these options.

 8. In the Defi ne Attachment region, click the File option.

File options

File Type Description

File Th is can be any document such as a Microsoft  Word, Excel, 
or PowerPoint document.

URL Th is is a website address.
Text Th is is a text note.

 9. To attach a fi le, click the Browse button to the right of the File fi eld.

File fi eld

 10. Th e Choose File dialog box opens. Click the desired fi le name to add it.

Choose File dialog box
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 11. Click the Open button. Th e File fi eld is populated with the name of the fi le selected.

 12. Click the Apply button. A Confi rmation message displays.

Confi rmation message

 13. Choose one of the following options:

Option Description

Add Attachments Button add another attachment
Next Button to continue
Edit Icon edit the attachment
Delete Icon delete the attachment

To add a URL attachment: 

 1. Navigate to The Checkout: Review Approver List page if you are not already on this page from the 
previous section.

Checkout: Review Approver List page
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 2. Click the Add Attachments button. 

Add Attachments button

 3. Th e Add Attachment page opens.

Add Attachment page

 4. Leave the Add fi eld on Desktop File/Text/URL.

Attachment options

 5. In the Description fi eld, type a description of the attachment.

Description fi eld

 6. Click the down arrow next to the Category fi eld to view the options menu.

Category menu
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 7. Select the category option depending on whom the attachment should be directed. If it is Internal to 

Requisition or it falls into a Miscellaneous category, choose one of these options.

File Type Description

File Th is can be any document such as a Microsoft  Word, Excel, 
or PowerPoint document.

URL Th is is a website address.
Text Th is is a text note.

 8. In the Defi ne Attachment region, click the File option.

File options

 9. Next to the Type fi eld, click the URL option.

 10. Type the website address in the URL fi eld.

URL fi eld

 11. Click the Apply button. A Confi rmation message displays.

Confi rmation message
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 12. Choose one of the following options:

Option Description

Add Attachments Button add another attachment
Next Button to continue
Edit Icon edit the attachment
Delete Icon delete the attachment

To add a text attachment: 

 1. Navigate to The Checkout: Review Approver List page if you are not already on this page from the 
previous section.

Checkout: Review Approver List page

 2. Click the Add Attachments button. 

Add Attachments button
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 3. Th e Add Attachment page opens.

Add Attachment page

 4. Leave the Add fi eld on Desktop File/Text/URL.

Attachment options

 5. In the Description fi eld, type a description of the attachment.

Description fi eld

 6. Click the down arrow next to the Category fi eld to view the options menu.

Category menu
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 7. Select the category option depending on whom the attachment should be directed. If it is Internal to 

Requisition or it falls into a Miscellaneous category, choose one of these options.

 8. In the Defi ne Attachment region, click the File option.

File options

File Type Description

File Th is can be any document such as a Microsoft  Word, Excel, 
or PowerPoint document.

URL Th is is a website address.
Text Th is is a text note.

 9. Next to the fi le option, click the Text option.

 10. Type the text in the Text fi eld.

Text fi eld

 11. Optionally, a text name can be typed in the Name fi eld. 

 12. Click the Apply button. A Confi rmation page message opens stating that an attachment has been added. 

Confi rmation message
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 13 Choose one of the following options:

Option Description

Add Attachments Button add another attachment
Next Button to continue
Edit Icon edit the attachment
Delete Icon delete the attachment

Reviewing and Submitting a Requisition

Th e last step in the Checkout process is to review and submit the requisition for approval.

Reviewing a Requisition

Th e following steps explain how to review a requisition.

To review general requisition information:  

 1. To navigate to this step, complete step 2 of the checkout process in the Verifying and/or Modifying the 
Approver List section.

 2. Click the Next button. Th e Checkout: Review and Submit Requisition page opens.

Review and Submit Requisition page
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 3. Th e general requisition information is display at the top of the page.

General requisition information

To review requisition attachments: 

 1. Start at Th e Checkout: Review and Submit Requisition page.

Checkout: Review and Submit Requisition page

 2. Th e attachments are displayed in the Requisition Attachments region of the page.

Requisition Attachments region

 3. Choose one of the following options:

Option Description

Modify an attachment. Click the File Name link.
Update an attachment.

Click the Update icon ( ).
Delete an attachment.

Click the Delete icon ( ).
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To review line items: 

 1. Start at Th e Checkout: Review and Submit Requisition page.

 2. Th e line items are displayed in the Lines region of the Review and Submit Requisition page.

Lines region

 3. To view details of a line in the requisition, click the Show link in the details column to the left  of the 
line number. 

Line details

 4. To hide the details, click the Hide link in the details column to the left  of the line number.
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Printing a Requisition

Th e following steps explain how to print a copy of a requisition.

To print a requisition:  

 1. Start at Th e Checkout: Review and Submit Requisition page.

 2. Click the Printable Page button. A Print Page window opens.

 3. On the File menu, click Print.

Print

 4. Select the printer from the printer options.

Printer options

 5. Click the Print button.

Print button
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Submitting a Requisition

Th e following steps explain how to submit a requisition.

To submit a requisition:  

 1. Click the Submit button. A Confi rmation page opens stating that the requisition has been submitted.

Confi rmation page

 2. Record the requisition number for your fi les.

To review the status of a requisition:  

 1. Click the Requisitions tab.

Requisitions tab

 2. Th e Requisitions page opens.

Requisitions page



92 • Submitting Requisitions: The Checkout Process

 3. View the status of the requisition in the Status column.

Status column

Option Description

Incomplete A requisition that has been saved to be completed at another 
time.

In Process A requisition that is currently going through the approval 
process.

Approved A requisition that is approved.
Rejected A requisition that has been rejected by someone in the 

approval process.
Cancelled A requisition that has been cancelled by the requestor.
Pre-Approved A requisition that has been pre-approved by an approver, but 

forwarded to another approver.

 4. Click the Status link for the requisition you want to review. Th e Approval History page opens.

Approval History page

 5. Click the OK button when you are fi nished reviewing the Approval History page to return to the list of 
requisitions on the Requisition page.
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CHANGING AND CANCELING REQUISITIONS

Th is procedure may be used by requesters to change or cancel a requisition. Requesters can change or 
cancel either one or more lines of a requisition or the entire requisition.

 NOTE: When a requisition is modifi ed, the requisition will be pulled from the approval 
process. When the requisition is resubmitted, the approval process will start at the beginning.

Prior to a Purchase Order Conversion

Requisitions can be changed or canceled any time prior to conversion into a purchase order.

Changing a Requisition

Th e following steps explain how to change a requisition aft er it has been submitted for approval, but before 
a purchase order has been placed.

To change a requisition:  

 1. Click the Requisitions tab at the top of the iProcurement home page.

Requisitions tab

 2. Th e Requisitions page opens.

Requisitions page
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 3. Select the requisition to be changed by clicking the number in the Requisition column. Th e 
Requisition page opens. 

Requisition page

 4. Click the Change button. A warning message is displayed.

Warning message

 NOTE: When changing a requisition, it is removed from the approval or order creation 
process so that you can make changes. Aft er you complete the checkout for the requisition, it is 
resubmitted for approval.
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 5. Click the Yes button to continue. Th e Shopping Cart page opens.

Shopping Cart page

 6. Choose one of the following options:

Option Description

Change the quantity. Click in the Quantity fi eld and update the quantity.
Delete an item.

Click the Delete icon ( ).
Return to shopping. Click Return to Shopping at the bottom of the page.
Save the shopping cart. Click the Save button.
Proceed to checkout. Click the Checkout button.

Canceling Lines in a Requisition

Th e following steps explain how to cancel one or more lines of a requisition aft er it has been submitted for 
approval, but before a purchase order has been placed.

To cancel one or more lines of a requisition: 

 1. Click the Requisitions tab at the top of the iProcurement home page.

Requisitions tab

 2. Th e Requisitions page opens.
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Requisitions page

 3. Select the requisition containing lines to be canceled by clicking the number link in the Requisition 
column. Th e Requisition page opens. 

Requisition page

 4. Click the Cancel Requisition button. Th e Cancel Requisition: Select Lines page opens.

Cancel Requisition: Select Lines page
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 5. Check the Select check box to the right of each requisition lines to be canceled.

Select check box

 6. Click the Continue button. Th e Cancel Requisition: Review and Submit page opens.

Cancel Requisition: Review and Submit page

 NOTE: Th e cancel line column notes which lines are to be canceled.
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 7. Click the Submit button. Th e Cancel Requisition: Confi rmation Details page opens.

Cancel Requisition: Confi rmation Details page

 8. Click Return to Requisition Details at the bottom of the page.

Canceling an Entire Requisition

Th e following steps explain how to cancel an entire requisition aft er it has been submitted for approval, but 
before a purchase order has been placed.

To cancel an entire requisition: 

 1. Click the Requisitions tab at the top of the iProcurement home page.

Requisitions tab
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 2. Th e Requisitions page opens.

Requisitions page

 3. Select the requisition to be canceled by clicking the number in the Requisition column or by clicking 
the description. Th e Requisition page opens. 

Requisition page
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 4. Click the Cancel Requisition button. Th e Cancel Requisition: Select Lines page opens.

Cancel Requisition: Select Lines page

 5. To cancel the entire requisition, click the Cancel Entire Requisition button. Th e Cancel Requisition: 
Review and Submit page opens.

Cancel Requisition: Review and Submit page

 6. Click the Submit button. A Confi rmation page opens stating the cancellation request has been 
submitted.

Confi rmation page
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MANAGING NOTIFICATIONS AND APPROVING 

REQUISITIONS

Aft er a requester submits requisitions, the requisitions are sent through an approval process. Th e required 
approver, usually the principal or account manager, is automatically sent a notifi cation. Approvers can 
choose to have notifi cations sent to their e-mail accounts or to view all notifi cations in FMS General 
Preferences. Approvers then choose whether to approve, reject, forward, or reassign the requisitions. Th ese 
responsibilities can be delegated to another person or persons using the Worklist Access feature.

 NOTE: Only those who have been designated as approvers may approve requisitions. A school may determine 
whether other approvers need to be added to the approval process. For example, a school may decide that team 
leaders or department heads need to approve requisitions from their teams or departments prior to account owner 
approval. For information on adding approvers, see the section on Verifying and/or Modifying the Approver List.

Managing E-mail Notifi cations and Approving Requisitions

Approvers may use this process to manage their e-mail notifi cations and approve requisitions.

Setting Up E-mail Notifi cation Preferences

Th e following steps explain how to disable or set up e-mail notifi cations.

To set up e-mail notifi cation preferences: 

 1. Click the Preferences link at the top right of the iProcurement home page. Th e General Preferences 
page opens.

General Preferences page
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 2. Th e last preference region is the Notifi cations preference. In the Notifi cations region, click the down 
arrow to view the options in the drop-down list.

Notifi cations region

 3. Choose one of the following options:

Option Description

Disabled E-mail notifi cations are disabled.
Do not send me mail Notifi cations are not sent to your e-mail.
HTML mail Notifi cations are sent in HTML format.
HTML mail with attachments Notifi cations are sent in HTML format with HTML 

attachments.
HTML summary mail Notifi cations are grouped and sent in HTML format in one 

e-mail per day.
Plain text mail Notifi cations are sent in plain text format.
Plain text mail with attachments Notifi cations are sent in plain text format with HTML 

attachments.
Plain text summary Notifi cations are grouped and sent in plain text format in 

one e-mail per day.

 4. Aft er you make changes to your preferences, click the Apply button. A confi rmation message appears 
at the top of the page.

Confi rmation message

 NOTE: Aft er you make changes to your preferences and click the Apply button, you must 
log out of FMS and log back in before the changes are applied.

Viewing Notifi cations

Th e following steps explain how to view e-mail notifi cations.

To view e-mail notifi cations: 

 1. Log in to your MCPS e-mail account to view e-mail notifi cations if you set preferences to be notifi ed 
by e-mail. 

 2. All email notifi cations will include Workfl ow Mailer from PFMS. To open the email notifi cation, click 
Workfl ow Mailer from PFMS. Th e e-mail opens.
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E-mail notifi cation: Workfl ow Mailer from PFMS 

 NOTE: You will be able to view a notifi cation e-mail from the Web; however, you must be on an 
MCPS workstation or have VPN access for the link to take you in to FMS to function. A requisition 
cannot be edited by an approver.  Th e Edit Requisition link is not functional and will give an error when clicked. If 
a change is necessary, it must be rejected so the requisitioner can make the changes and re-submit the requisition.

 3. Scroll to the bottom of the e-mail notifi cation and choose one of the following options: 

Link Description

View Requisition Details Th is link opens the requisition. Click the Details icon ( ) 
to view additional details.

Please click here to Respond Th is link opens the requisition and allows you to approve, 
approve and forward, forward, reject, reassign, or request 
more information.

 4. Log in to the FMS when prompted.

To view notifi cations from the E-Business Suite home page: 

 1. Log in to the FMS. Th e E-Business Suite home page will display.

E-Business Suite home page
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 2. A list of your notifi cations will display at the top of the page.

 3. Click the desired notifi cation to select and open it. Th e notifi cation selected is displayed.

Notifi cation

 4. Review the notifi cation.

To view notifi cations in iProcurement: 

 1. Click the Requisitions tab at the top of the iProcurement home page.

Requisitions tab

 2. Th e Requisitions page opens.
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Requisitions page

 3. Click the Notifi cations link on the blue menu bar. Th e Notifi cations page opens and displays a list of 
requisitions awaiting approval.

Notifi cations link

Notifi cations page
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 4. In the Subject fi eld, click the desired notifi cation to select and open it. Th e notifi cation selected is 
displayed.

Notifi cation

 5. Review the notifi cation.

Approving Requisitions

Approvers may use this process to approve requisitions.

Approving Requisitions

Th e following steps explain how to verify an account, approve requisitions, approve a requisition and 
forward the notifi cation, forward a notifi cation, reject a requisition, reassign a notifi cation, or request 
additional information.

To verify an account prior to approving a requisition: 

 1. Open a notifi cation.

 2. In the Related Applications region, click the View Requisition Details link.

Related Applications region
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 3. Th e Requisition page will display. Click the Details ( ) icon for the line item for which you want to 
verify the account. Th e Requisition #, Line #: Details page will display.

The Requisition #, Line #: Details page

 4. Under the Requisition region, click the Show Additional Information link. Th e Additional Information 
region will display.

Additional Information region

 5. Th e Charge Account will be listed in the Charge Account region. Verify the charge account.

Charge Account region

To approve requisitions: 

 1. Open a notifi cation.

 2. Check the justifi cation information in the header information to verify that the requestor completed 
the Check Funds process and was successful.

Notifi cation Header Information
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 3. Choose one of the following options:

Option Description

Justifi cation fi eld states that the Check Funds 
process was successful.

Choose one of the Approval options in the next 
step.

Th ere is no information in the Justifi cation 
fi eld.

1.  Contact the requestor for more information 
and/or to verify that the check funds process 
was completed prior to submitting the 
requisition. 

2.  You can also choose to continue to the next 
step and choose the Reject or the Request 

Information approval options

 4. Choose one of the following options:

Approval Buttons

Option Description

Approve a requisition. Click the Approve button. Th e requisition is 
approved and sent to the next required approver, 
and you are returned to your list of notifi cations.

Forward a notifi cation. Click the Forward button to forward the notifi cation 
to another person without approving the requisition. 
You are returned to your list of notifi cations.

Reject a requisition. Click the Reject button. Th e requisition is rejected 
and you are returned to your list of notifi cations.

Reassign a notifi cation. Click the Reassign button to reassign the authority to 
approve the requisition to another user.

Request information. Click the Request Information button to return the 
notifi cation to the initiator with any questions you have 
about the requisition.
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Delegating Notifi cation and Approval Responsibilities

Approvers may use this process to delegate their notifi cation and approval responsibilities to another 
person and/or persons.

Creating a Vacation Rule

Th e following steps explain how to redirect or auto-respond to notifi cations. You can use this process 
when you know you will be out of the offi  ce for a period of time and want to inform others or have another 
person take on your role for approving during that time.

To create a vacation rule:

 1. Click the Requisitions tab at the top of the iProcurement home page.

Requisitions tab

 2. Th e Requisitions page opens.

Requisitions page

 3. Click the Notifi cations link on the blue menu bar.

Notifi cations link
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 4. Th e Notifi cations page opens and displays a list requisitions awaiting approval.

Notifi cations page

 5. Click the Vacation Rules link at the bottom of the notifi cations list. 

Vacation Rules link

 6. Th e Vacations Rule page opens.

Vacation Rules page
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 7. Click the Create Rule button. Th e Vacation Rule: Item Type page opens. 

Vacation Rule: Item Type page

 8. Leave the Item Type fi eld set to All.

 9. Click the Next button.

 10. Th e Vacation Rule: Response page opens. 

Vacation Rule: Response page

 11. Click in the Start Date fi eld and type the date the rule will begin or click the Calendar icon ( ) and 
click the start date from the calendar that appears.

 12. Click in the End Date fi eld and type the date the rule will end or click the Calendar icon ( ) and click 
the end date from the calendar that appears.
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 13. Click in the Message fi eld and type the message to be sent along with the routed notifi cations.

 14. Leave All Employees and Users as the Reassign drop-down option. 

Reassign option

 15. Click the Search icon ( ) to the right of the Reassign option. Th e Search and Select: User or Role 
window opens.

Search and Select: User or Role window

 16. In the Search By text fi eld enter the person’s last name.

 17. Click the Go button. Th e Results window opens.

Results window

 18. Click the Quick Select icon ( ). Th e person’s name is automatically displayed on the Vacation Rule: 
Response page. 

 19. In the Reassign region, leave the selection as Delegate your response. 

 20. Click the Apply button. Th e Vacation Rule page opens.
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Vacation Rule page

 21. Choose one of the following options:

Option Description

Create another rule. Click the Create Rule button.
Update the rule. Click the Update icon.
Delete the rule. Click the Delete icon.
Return to the worklist. Click the Return to Worklist link at the bottom left  of the 

page.

Granting Worklist Access

Th e following steps explain how to allow others to view and act upon your worklist. Principals or account 
managers may use this function to allow team leaders to approve requisitions for their teams.

To grant worklist access: 

 1. Click the Requisitions tab at the top of the iProcurement home page.

Requisitions tab

 2. Th e Requisitions page opens.
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Requisitions page

 3. Click the Notifi cations link on the blue menu bar. 

Notifi cations link

 4. Th e Notifi cations page opens and a list of requisitions awaiting approval is displayed.

Notifi cations page

 5. Click the Worklist Access link at the bottom of the Notifi cations page. 

Worklist Access link

 6. Th e Worklist Access page opens.
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Worklist Access page

 7. Click the Grant Worklist Access button. Th e Grant Worklist Access page opens.

Grant Worklist Access page

 8. Leave All Employees and Users as the Name drop-down list option.

 9. Click the Search icon ( ) to the right of the Name fi eld. Th e Search and Select: User or Role window 
opens.

Search and Select: User or Role window

 10. Leave the drop-down list option set to search by Name.

 11. Click in the Search By text fi eld and type the person’s name.

 12. Click the Go button. Th e search results are displayed in the Results window.
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Results window

 13. Click the Quick Select icon ( ). Th e person’s name is automatically displayed on the Grant Worklist 
Access page.

 14. Click in the Description fi eld and type a description.

 15. Click in the Start Date fi eld and type the date the worklist access will begin or click the Calendar icon (

) and click the start date from the calendar that appears.

 16. Click in the End Date fi eld and type the date the worklist access will end or click the Calendar icon 

( ) and click the end date from the calendar that appears. Leave this fi eld blank if there is no end 
date.

 17. Click the Apply button. Th e Worklist Access page opens.

Worklist Access page

 18. Choose one of the following options:

Option Description

Update the rule. Click the Update icon.
Delete the rule. Click the Delete icon.
Return to the worklist. Click the Return to Worklist link at the bottom left  

of the screen.
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To access a worklist: 

 1. Click the Requisitions tab at the top of the iProcurement home page.

Requisitions tab

 2. Th e Requisitions page opens.

Requisitions page

 3. Click the Notifi cations link on the blue menu bar. 

Notifi cations link

 4. Th e Notifi cations page opens. 
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 5 Click the Switch User button. 

Switch User button

 6 Th e Switch User page opens. 

Switch User page

 7. Click Select to choose appropriate Name. 

 8. Click the Apply  button. 

 9. Th e selected worklist displays. 

 NOTE: When the worklist opens, the name displays.

Worklist  name
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RECEIVING PROCESS

Th e Receiving process consists of receiving items, returning items, correcting receipts, and viewing 
receipts. Only items from external orders will need to be received.

TIP

The Receiving process is required because this is the only way to ensure that 
vendors get paid. Receiving should be checked at least once a day.

Receiving Items, Returning Items, and Viewing Receipts

Requesters use this process to track items that are received and returned.

Searching for Items or Receipts

Th e following steps explain how to search for items or receipts.

To search for items or receipts: 

 1. Click the Receiving tab at the top of the iProcurement home page.

Receiving tab

 2. Th e Receiving page opens.

Receiving page
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 3. Th e Search region is at the top of the Receiving page.

Search region

 4. Click the down arrow next to the fi rst Search fi eld to display a list of search options. Click one of the 
following options: Items to Receive, Items to Return, Receipts to Correct, or Receipts to View.

 5. Click the down arrow next to the second Search fi eld to display a list of search options. Click one of 
the following options: Find Order Number, Find Requisition Number, or Find by Supplier.

 6. Click in the Search text fi eld and type the order number, requisition number, or supplier name 
depending on the choice you selected in the previous step.

 7. Click the Go button. Th e Search page opens and the fi lters you entered in the previous step are 
automatically fi lled in on the page.

Search page

 8. Click the Go button. Th e search results are displayed at the bottom of the page.

Search results

 9. In the Receipt fi eld, click the requisition number link to open and view the receipt.
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Receiving Items

Th e following steps explain how to receive items.

To receive an item or items: 

 1. Click the Receiving tab at the top of the iProcurement home page.

Receiving tab

 2. Th e Receiving page opens.

Receiving page

 3. Th e most recent items to be received are listed in the Requisitions to Receive region. 

Requisitions to Receive region 
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 4. To view a list of all items to be received, click the Full List button. Th e Receive Requisitions page opens.

Receive Requisitions page

 5. Check the check box in the Select fi eld to select the requisition you would like to receive.

 6. Click the Receive button. Th e Receive Items: Select Items page opens.

Receive Items: Select Items page

 7. Check the check box in the Select fi eld to select the item you would like to receive.

 8. In Receipt Quantity/Amount fi eld, type the desired number. Th is fi eld defaults to the maximum 
number to be received, but you can make changes if necessary.
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 9. Click the down arrow in the Unit fi eld to display a list of unit options. Click the desired option to select it.

 10. Click the Next button. Th e Receive Items: Enter Receipt Information page opens.

Receive Items: Enter Receipt Information page

 11. Th e Receipt Date fi eld is populated automatically. To change this date, click the Calendar icon ( ) and 
click a date. Th e Waybill, Packing Slip, and Receipt Comments fi elds are optional.

 12. Click the Next button. Th e Receive Items: Review and Submit page opens.

Receive Items: Review and Submit page

 13. Review the information on the page.

 14. Click the Submit button. A Confi rmation message appears.

Confi rmation message



124 • Receiving Process

 14. Note the receipt number.

 15. Click the Return to Receiving link at the bottom, left  of the page or click the Receiving tab to return to 
the Receiving page.

Returning Items

Requesters may use this procedure to return items received. Th e following steps explain how to return 
items.

To return an item or items: 

 1. Click the Return Items link at the top of the Receiving page or click on the Return Items link in the 
Receiving Process region on the right of the page. 

Return Items links
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 2. Th e Return Items: Find Receipt page opens.

Return Items: Find Receipt page

 3. Complete any search fi elds you wish to use. You do not have to complete all fi elds.

Field Description

Receipt Created By Enter the name of the person for whom the receipt was 
created.

Items Received Enter the time period in which the receipt was created. Th e 
Any Time selection will return a list of all receipts.

Receipt Enter the receipt number.
Requisition Number Enter the requisition number.
Order number Enter the order number.
Supplier Enter the supplier number.

 4. Click the Go button. Th e Return Items: Find Receipt page opens. 
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Return Items: Find Receipt page

 5. Click in the Return Quantity fi eld and type the quantity to be returned.

 6. Click the Next button. Th e Return Items: Enter Return Information page opens.

Return Items: Enter Return Information page

 7. Click in the Reason fi eld and type a reason for the return. To view a list of pre-defi ned reasons, click 
the Search icon ( ). Th e Search and Select: Reason page opens.
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Search and Select: Reason page

 8. In the Search By text fi eld, type the % sign as the wildcard.

 9. Click the Go button. Th e search results appear in the Results region.

Search Results

 10. Click the Quick Select icon ( ). Th e reason is automatically displayed on the Return Items: Enter 
Return Information page.

Return Items: Enter Information page

11. Click in the Return Material Authorization fi eld and type the return material authorization (RMA) 
number given by the vendor if you have one.

 12. Optionally, click in the Comments fi eld and type any comments you have about the return.
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 13. Click the Next button. Th e Return Items: Review and Submit Return page opens.

Return Items: Review and Submit Return page

 14. Review the information.

 15. Choose one of the following options:

Option Description

Cancel the changes Click the Cancel button.
Go back and edit the changes Click the Back button.
Submit the return receipt Click the Submit button. A confi rmation message is 

displayed.
Click the Return to Receiving link on the bottom, right of the 
page to perform another receipt action
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Correcting a Receipt

Requesters may use this procedure to correct a receipt on items received. Th e following steps explain how 
to correct a receipt.

To correct a receipt: 

 1. Click the Correct Receipts link at the top of the Receiving page or click the Correct Receipts link in the 
Receiving Process region on the right of the page.

Correct Receipt links

 2. Th e Correct Receipts: Select Receipts page opens. 

Correct Receipts: Select Receipts page
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 3. Complete any search fi elds you wish to use. You do not have to complete all fi elds.

Field Description

Receipt Created By Enter the name of the person for whom the receipt was 
created.

Items Received Enter the time period in which the receipt was created. 
Th e Any Time selection will return a list of all receipts.

Receipt Enter the receipt number.
Requisition Number Enter the requisition number.
Order Number Enter the order number.
Supplier Enter the supplier number.

 4. Click the Go button. Th e Correct Receipts: Select Receipts page opens.

Correct Receipts: Select Receipts page

 5. Click in the Correct Quantity/Amount fi eld and type the correct quantity received, not the adjustment 
quantity.

 6. Click the Continue button. Th e Correct Receipts: Review and Submit page opens.

Correct Receipts: Review and Submit page

 7. Review the information in the Correct Quantity/Amount, Change, and Received fi elds.
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 8. Choose one of the following options:

Option Description

Cancel the changes. Click the Cancel button.
Go back and edit the changes. Click the Back button.
Submit the corrected receipt. Click the Submit button. A confi rmation message is 

displayed. 
Click the Return to Receiving link on the bottom, right of 
the page to perform another receipt action.

Viewing a Receipt

Requesters may use this procedure to view a receipt on items received. Th e following steps explain how to 
view a receipt.

To view a receipt: 

 1. Review the My Receipts at a Glance region to see if the receipt you want to view is listed. If not, click 
the Full List button to view a list of all receipts. 

My Receipts at a Glance region

 2. Th e View Receipts page opens.

View Receipts page

 3. Complete any search fi elds you wish to use. You do not have to complete all fi elds.
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Field Description

Receipt Created By Enter the name of the person for whom the receipt was 
created.

Items Received Enter the time period in which the receipt was created. Th e 
Any Time selection will return a list of all receipts.

Receipt Enter the receipt number.
Requisition Number Enter the requisition number.
Order number Enter the order number.
Supplier Enter the supplier number.

 4. Click the Go button. Th e receipt results are displayed at the bottom of the page.

Receipt results

 5. Click the Receipt link or the Description link of the receipt you wish to view. Th e Requisition page 
opens.

Requisition page

 6. Click the Details icon ( ) to view more requisition details and a history of the approval process.
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