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Introduction





	Requisitioning is the first step in acquiring a product or service for a business. Simply defined, it is the process of seeking approval and authorization to spend money. It precedes everything from purchasing pencils and paper to commissioning the installation of a computer system. 





	Only after Requisitioning and the subsequent Requisition Approval, is the requisition sent to Purchasing. 





	Purchasing then acquires the item at the best price within the time specified by making the appropriate adjustments and creating a Purchase Order.








Overview





	The Seacat Requisitioning System performs:





Requisitioning 


Requisition Approval 


Routing 


Message Notifications


Reporting. 




















	This paper addresses Requisitioning and Requisition Approval as its two major topics. 





Routing is a function of Requisition Approval and will be discussed within that context. 





	Message notifications apply to both Requisitioning and Requisition Approval and will be discussed as appropriate. 





	Reporting is provided through customized queries and reports.








Requisitioning





	Seacat Systems provide for many requisition types. Along with standard item requests through Purchasing, there are check requisitions for royalty payments, speaker payments, and expense reimbursements.





	There are travel requisitions for travel reimbursement, utility requisitions for phone and utility payments, and special materials requisitions which require certification before ordering.





	Each of these may serve different functions, but they are all processed alike through Approval completion.




















Requisition headers / Detail lines





	Requisitions contain group information which applies to all items being ordered. Group information is found in the requisition header, and gives information such as:


Name of requester 


Ship to address


Deliver to address


Type of requisition


Specific vendor.





	Requisitions also require detail information specific to what is being ordered. While the specifics vary between types, most requisitions require specific information concerning details such as:


Quantity 


Unit of measure


Pricing


Item description.





	Detail lines provide comments about the requisitioned item and information about how an item is to be paid. There may be one detail line or several. 





	Since an item may be paid from more than one account, the Seacat System allows the entry of multiple distributions per detail line.





Distributions may be specified by:


Percentage 


Quantity 


Fixed dollar amount


Calculation of remaining distribution.




















Client/Server Access


	


	The Seacat System provides several features to assist the requisitioner with data entry:





Graphical User Interfaces (GUIs) available to client/server applications, provide for easy selection.





Lists of valid values, allow information to be clicked and pasted back to appropriate fields.





On-line catalogs can be browsed (and items viewed if pictures are available) and the selected information pasted back to the appropriate line. 





Relational database





	The use of relational technology for the data base, allows the Seacat systems to offer many other features:





Defaulting user information which includes: requester’s name, department, ship to address, and delivery point.





Validation of information input against the chart of accounts, budgets, and other data. 





Automatic generation of a unique requisition number that is built to client specifications and related to the requester, department, or other criteria.

















Proving





	After all information and comments relevant to the required purchase have been entered, the requisition is finalized by clicking the prove button. “Proving” balances the requisition, performs final validations, and builds a list of approvers based upon the company’s business rules and the data entered on the requisition. 





Message notification





	Once the requisition is finalized, approver(s) are alerted by a brief note in message notification that there are requisitions awaiting their approval. Message notification is accomplished through the company’s existing E-mail system which is interfaced at the time of the Seacat Systems’ installation. Approvers can enter the Seacat system at their convenience to approve or reject.





Status browse





	Seacat System’s status browse feature allows any requisitioner to track the progress of all of their own requisitions by simply clicking a button. When necessary, this feature also allows the requester to see Purchase Order numbers as soon as they have been assigned.





Multiple requisition types





	A key feature of the Seacat system is its ability to create multiple requisition types and allow for their entries and appropriate distribution.


	For example, the data entered for purchase and check requisitions is similar; however, there is less information required on the check requisition header and the detail lines for check requisitions have tax and disposition fields. Following approval,  purchase requisitions are passed to Purchasing, while check requisitions are passed directly to Accounts Payable.








Requisition Approval





	The Seacat System not only notifies appropriate approvers with  lists of items awaiting their review, it keeps all documents and comments together.





	The System accomplish this by allowing paper documents to be scanned, stored electronically, and viewed later by accessing the document through a  reference number. Document viewing can either be performed by the Seacat application or a third-party document storage application.





	To review a requisition, the approver signs on to the system and selects the ‘review approvals’ button. A window opens with a list of all requisitions awaiting the approver’s review. It includes such information as: 


Requisition number


Vendor name 


Requisitioner 


Cost.  





	If this is enough information for a decision, the requisition may be approved or rejected from this window. If the information is insufficient, the approver may proceed to a more detailed window.





	The listing window also provides a special feature. Double clicking on the requisitioner’s name opens a response window which contains the entire list of approvers and their decisions regarding the requisition. 





	Clicking the ‘approval’ button approves the requisition and sends it to the next approver. Rejecting the requisition sends it back to the requisitioner for review and possible correction. Reasons for the rejection can be included in the approver comments field. If desired, further comments regarding the rejection may be sent to the requisitioner by E-mail message notification.





	In the more detailed approval windows, some fields may be modified by the approver. For example, on the requisition header, ‘approval comments’ may be added which are kept as part of the requisition’s permanent record. On the detail lines, fields such as ‘quantity’, or ‘distribution account numbers’ also may be changed.





	At implementation time, clients decide which fields should be available for approver modification. However, whenever any field is modifiable, the system keeps an audit record of all changes for reconstructing  the history of a requisition.











Routing





	At times it may be necessary for an approver to consult with parties outside of the approval list before making a decision. Both approval windows allow the approver to route a requisition to other System users.





	By simply clicking the ‘route’ button and selecting an individual from the response window, the requisition is routed to the selected person for review. The routed person can add comments to the ‘approver comments’ field, route it to someone else, or return it to the approver. However, only an approver can approve or reject a requisition.





	A requisition may be routed to any number of people but it must always pass back through each of those people on its way back to the approver. This process is designed to allow the attachment of additional comments for consideration by subsequent reviewers. 





	When all approvals have been gathered, depending on requisition type, the requisition is copied to Purchasing, Accounts Payable, or another appropriate system. 
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