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Requisition documents in ProcureAZ allow users to place requests for goods and services. The type of
Requisition will determine whether the request is for goods and services on- or off-contract, or for a
reimbursement for funds already spent. Off-contract requests in ProcureAZ are referred to as “Open Market”
Requisitions.

Logging In

Before you can create a new document, you must login to ProcureAZ. To login to ProcureAZ, input your email
address into the “Login ID” field and the password you were given by an administrator into the Password field.
Next, either hit Enter on your keyboard or click the Login button.

ProcureAZ

Welcome to ProcureAZ, the State of Anizona's online procurement portal

To view online tutorials and quick reference guides about using ProcureAZ, please
access h

FOR NEW VENDORS: Please ensure that you the entire reg:
process, including selecting commodity codes as the last step, in order to ensure that
you receive notifications about solicitations. Click on this link to access a quick
reference guide (and other help documents) on how to register as a supplier

- Register
Register here to begin using ProcureAZ
Vendors, please read this disclaimer prior to registering
[=—=1u Open Bids
Browse open bid opportunities
[===18 Active Contracts
Browse active Contracts/Blankets
L I8 Contract & Bid Search

Search for Bids and active Contracts/Blankets

Once logged in, if you have access to multiple roles, ensure that the Department Access or Basic Purchasing
role is currently selected in order to enable the creation of a Requisition.

ATOna‘s PrOCUrerTeent Sohmon

‘Basic Purchasing Department Access Inquiry A Org. A

NIGP Code Browse | My Account | Customer Service | AbG April9,201010:16:27AMMST P Q€ s %

Creating a New Open Market Requisition

To start a new Requisition from scratch, hover your mouse over the Documents dropdown in the colored
Navigation Bar along the top of the screen. Then, hover your mouse over Requisitions and select New. The
General tab of your blank new Requisition document will display.
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Bids bd

- In Progress —_
. E— Ready for Approval J
__Receipts > ™ poady for Purchasing

>

Purchaser Assigned
Gone to PO

Gone to Bid
Returned
Canceled
Backorder
Ready for Issue
Partial Issue

_ Complete Issue

Invoice

Status. ;‘;:‘;ﬂmhmmuwwn F— 2010 9

Department”. ABA - Accountancy Board v Organization  State Procurement Office

Locaton” ABA - Accountancy Board ¥

Required By Date ] Entered Date:  0R022010

Regquistin Type | e Type Code: v:

Requestor |Hamis, Chis ~ » Purchaser.

Contsct Chris Harris ] ContactProne: (555|555 |[5555

Arernate © Tax Rste v

The process for completing all documents in ProcureAZ is the same - work through the tabs along the top of the
document from left to right, starting with the General tab. As you go, complete all required fields, which are
marked with an asterisk, save your work on each tab, then review and submit the document for approval via the
Summary tab on the far right.

The General tab of the Requisition document is where you describe the Requisition, note which units in your
agency the goods or services are for, and select the type of Requisition it signifies. If your default Department
and Location are accurate, all you will need to input on this tab are a Short Description of what you will be
requesting, and to select “Open Market” in the Requisition Type field. Click Save & Continue once complete.

New Requisition

m Items Address Accounting Routing Attachments MNotes Reminders Summary

Requisition Short
Number: Description™:
Status: 1RI - Requisition In Progress (When User request is created) Fiscal Year: 2010 -
Department™:  ABA - Accountancy Board v Organization:  State Procurement Office
Location™: ABA - Accountancy Board ~
Hequiod By | Entered Date:  10/01/2010
I ?ye::mn Open Market g Type Code: -
Requestor: Chris Harris Purchaser: Harris, Chris -
Contact: Chris Harris Contact Phone: 555 555 5556 .
Alernate ID: Tax Rate: -

Estimated Cost:  $0.00
PrintFormat *  Requisition ~

Project No. :

—
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Adding ltems

Next, select the Items tab to add the Iltems you are requesting. From the Items tab, select the Add Open Market
Item button.

Requisition ADSPO10-00000545 Status: 1RI - In Progress [

Gene (CLT M Address A ing Routing Attach Notes Reminders Summary
TN Address  Accounting  Notes

There are no tems. Please chck "Search Rems’ or "Add Open Market Rem'’ or "Add RPA Rem’ below to add an tem.

e I

Selecting Add Open Market Item from the Items tab will display a screen within the Items tab that allows you to
define every aspect of a new Item. To successfully add a new Normal Iltem to ProcureAZ, you must provide at
least a Description, Quantity, an estimated Unit Cost, a Unit of Measure, and a 3-digit NIGP Class and 2-
digit NIGP Class Item.

Requisition ADSP0O10-00000545 Status: 1RI-In Progress B
General |t Address i Routing Notes i Summary
U0 Address Accounting Hotes

tem#: tem Type Normal =

Print Sequence™ 10 tem Status: 1Rl - In Progress.

Description ;)

Quantity Unit Cost. HNet Unit Cost uom Discount % Total Discount Amt. Total

0.0 [ 000 50.00 EA - 00 0.0 so.00

Tax Rate: -
Tax Amount: 50.00

NIGP Class: B = @

NIGP Class tem
b Freight:

Commodity Code: = Extended Amount: $0.00

Manufacturer: Brand: Mode!!

Wake: Packaging

e errmercresscsseerms

When creating an Item, there are 2 ways to select a commodity code:

* If you already know the code you wish to use, you can simply type it into the NIGP Class
and NIGP Class Item fields or you can select it from their associated dropdown boxes.

» If you do not know the appropriate code for the item, you can conduct a search by selecting
the eyeglass icon next to the NIGP Class dropdown. Selecting this will open a pop-up
window displaying the Commodity and Service Codes screen. You can conduct a search
by typing information into the NIGP Keyword field and clicking Search. All commodity code
descriptions containing the word(s) you've entered will appear. Once you select a code and
click Save & Exit, the pop-up window will close and the selected code will automatically
populate the NIGP Class and Class Item fields.

Note that unless your Organization uses the 11-digit commodity code, you do NOT need to enter anything
into the “Commodity Code” field or select the “Lookup Commodity Code” button. Also note that the
commodity codes selected for the items on your contract may be used by customers to search for the item, and
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will be used in reporting to determine what items are available on contract, which are being ordered and in what
guantities.

00 000 00 EA - 00 000 200

I| Paper Cips, Bal Bearng

Save & Exit Cancel & Ext

I Copyright © 2010 Perscope Heldings, Inc. - Al Rights Reserved

Once you've entered data in the desired Item fields, including all required fields, you may select from the
standard button options below, as well as a Save & Add New button. This button allows you to save the ltem
you've just created, then refreshes this screen to allow you define another new Item.

If there are any issues regarding the data you've entered, a pop-up window will let you know what needs to be
corrected before you will be allowed to save. Once you've concluded adding Items and selected either the Save
& Exit or Cancel & Exit button, the Items tab will display, listing each of the Items on your Requisition.

Once you have Items on your Requisition, from the Items tab you can edit the Quantity of each Normal Item,
access each Item’s details in order to edit them, delete Items, and change the Print Sequence of ltems. If
changes are made to an Item from the ltems tab, select the Save & Continue button along the bottom of the
screen. To view an Item’s detail screen and be able to edit all aspects of an Item, click the link next to the Item
in the Item # column on the far left.
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Open Market Requisition ADSPO10-00000546 Status: 1RI-In Progress B
General Vendors Address Accounting Routing Aftachmentz Hotes  Reminders Summary
Ge

JHe 8 Vendors Address  Accounting HNotes Dejete Items
[ Sort [tems
Sort by Column:  Print Sequence - E| Sort Descending E]

Item | Print Item Description Total elete

# Sequence Cost D
i Unit Met uom Total Tax Tax Freight

Cost Unit Discount Rate Amount

Cost Amt.
Edit Item

$150.00 =

F0.00 E0.00

Total $150.00

Change Requested Quantity

T e e,

Copyright @ 2010 Perizscope Holdings, Inc. - All Rights Reserved.

Edit Print Sequence

Recommending Vendors

Once you have finished adding Items, proceed to the Vendors tab.. When requesting off-contract
goods/services, you are able to search for and select vendors for your Requisition Items. If your Organization

has enabled Informal Quotes, you will also be able to solicit price quotes from vendors for your Items through
ProcureAZ.

If you are completing a Requisition for Items that are not on-contract, the Vendors tab will allow you to choose
any vendor to associate with the Items you’re requesting. If it is an Open Market Requisition, you can
recommend the vendor(s) you select for the Items being requested, however a Basic Purchasing user will
ultimately decide whether to use your recommended vendor, to choose an alternate vendor, or to competitively
solicit the Items. You may also choose to not recommend a vendor. While you will receive a yellow Validation
Warning about this — you can ignore this if desired.

State Procurement Dffice
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Open Market Requisition ADSP0O10-00000132 Status: 1R1 - In Progress

Vendor ID Alernative 1D Vendor Name Preferred Delivery Method Vendor Remit-i R

i

[ publish Informal Bid On Web
[7] show un Prices to Vendors
[7] Asow Vendor to Change Quantty
[T] Asow Vendor to Change UOM
Select bidder participation
) Unrestricted informal bid, all vendors can view and respond
) Restricted informal bid, only selected vendors can view and respond

Informal Bid Date Section

Bid Ending Date:* (MWDDAYYY HH:MM:SS AM or PM)

Bid Avaiable Date:(MMWDD/NYYYY HHMMSS AM or PM)

G E

Purge Date:(MWDD/YYYY)

e |

To recommend a vendor, from the Header-level Vendors tab, select the Lookup & Add Vendors button along
the bottom of the screen to display Lookup & Add Reference Vendors pop-up window.

From here, you can search for a specific vendor by name or ID, or you can search for all vendors that are
registered with specific commodity codes. The easiest approach is to use the Find Vendors for All Commodity
Codes on the Req button along the bottom of the screen. Selecting this button will return a list of all vendors
registered with the commodity codes associated with your Requisition Items.
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_Feat [ oee ]
Search Faeids: Vendor 10 Vendor Name
Vendor Tax 1D Alternate ID
Vendor Keyword
2P Code County
State -
Emergency Suppers Reference Vendor
WGP Class -
MIGP Class em -
WGP Keyword
Counties Served -
| Apache (nchades Eager, Greer & Sprngervile) -
Business iIndicator [ -
| Non-Smat, Nea-Minorty or Noa-Woman Owned Busrness o havidual NonBusness ~
Entity Type [
| State of Arzona Empioyee -
Tax 10 Cortification |
| Under Penabes of perury. | certty that the number shown on B f0rm B my COMMedt laxpayer Certificaton number
Backup Withholdeng Certfication
| Under Penalies of perjury, | certy that | am not subject 1o backup % because | L wihho.. ~
Citizenship Certification [ -
| Under Penaties of perjury, | certy that 1am 8 U.S. person (ncluding U S. resident alen) -
- HI M N NXYZ
- ABCDEFG JKL HMOPOQRSTUVWXYZ
012345678817
( Feat ’

Find Vendors for Al Commodty Codes on the Req Close Vindow .

Upon conducting your vendor search, any vendors matching your search criteria will appear below. To
recommend a vendor, you will first need to click the check box in the Select column next to the vendor. If you
wish to recommend different vendors for different Items on your Requisition, you will need to select each of the
vendors you want to recommend. Selecting multiple vendors here will also have the effect of giving procurement
the opportunity to easily choose amongst any of them. If necessary, you can conduct as many vendor searches
as needed by returning to the top of the screen, changing your search criteria and clicking Find It again.
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Select Vendor ID Vendor Name Last PO Date Last Bid Date Address City State | Contact | Phone | Reference
Name Vendor
4010E (520)
AL'S ACE Micah
000000930 29TH TUCSON AZ 747- | Ne
HARDWARE STREET Thomes | 3144
Bingham 1655 5. R (480)
9000003646 Equipment Country Mesa AZ 5 969- No
Company Club Dr. Dlagha 5516
(520)
—— Cactus Hardware 1859 W. David
000002509 it Grant Rd Tucson AZ Rhude 620- Ne
0704
52138, (602)
000004091 & Supply e 0th St Phoenix AZ |BranHE |323- | No
#C300 2807
4465E po. (520)
9000000085 GRANGER Broadway | Phoenix AZ | o . 275 | Ne
Road : 0519
2845n (480
Pauls Ace Ron
000002788 et scotisdale | scoltsdale |AZ | o . | 947- |No
rd 7281
517 e — (602
000000235 SWABS-AZ, Inc indian phoenix AZ ko u?wa 522- No
school road 2010
TRIGGLEDIGGER (s28)
9000019557 | ENTERPRSSES, on |nosmook|az [AVEER | s2e |wo
Lc 6946
(602)
007718 six points. 1409 n chad
Q0002218 hardware 15th ave PR AZ | cnristison :?:'7 o
[Save sExt | . Find Vendors for Al Commodty Codes on the Req [ _cosevncon [N

Once you've selected a vendor or vendors and returned to the Header-level Vendors tab, you can recommend a
vendor for all Items on the Requisition by clicking the check box in the Recommended column next to the
vendor, followed by Save & Continue along the bottom of the screen.

If you wish to recommend different vendors for different Items on the Requisition, you will need to navigate to
the ltems-level Vendors tab. Each of the Items on your Requisition will be listed. You can recommend a vendor
for each Item individually by selecting a vendor in the Recommended Vendor column next to that Item. All
vendors that were added on the Header-level Vendors tab will display in the dropdown box. To recommend a
vendor for multiple Items, select the vendor to be recommended in the Recommended Vendor dropdown along

the bottom of the screen, then click the check box in the Select All column next to each Item you will be

recommending that vendor for. Finally, click the Apply to Selected button along the bottom of the screen.
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Open Market Requisition ADSPO10-00000132

General Mading Address - David Rhude 1399 W. Grant Rd. Tucson, -

Status: 1R - In Progress

Adding Ship-to and Bill-to Addresses

The next tab to view and select is the Address tab. From the Header-level Address tab, you can apply one ship-
to address and one bill-to address to all Items. If you have been assigned default addresses, they will already

appear on this tab. If you intend to use your default addresses for all ltems on your Requisition, then you do not
need to visit this tab.

If you need to change the addresses that will apply to all Items, then you can select from the addresses you
have access to in the dropdown boxes within the Ship-to Address and Bill-to Address columns. If you have
access to many addresses, then you will be able to search by selecting an eyeglass icon. After selecting a new
address, you will need to first select Save & Continue. Then, if you changed the ship-to address, you will need

to select Apply Ship-to to All Iltems. If you changed the bill-to address, then you will need to select Apply Bill-
to to All Items.

Open Market Requisition ADSPO10-00000553

Status: 1RI - In Progress

ABA - ABA Central Receiving ~

ABA - ABA Central Receiving ~

ABA Central Receiving

100 N 15th Ave.

Sutte 104

Phoenix, AZ 85007

us

Emai test@goperscope.com
Phone: (602)542-5511

ABA Central Receiving

100 N 15th Ave.

Suite 104

Phoenix, AZ 85007

us

Emai test@goperiscope.com
Phone: (602)542-5511

| e | e
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From the ltems-level Address tab, you can pick different addresses for each Item on your Requisition. If you
need to ship different Items to different addresses, or have vendors send invoices to different addresses for
different items, then you will need to use the Items-level Address tab. Upon selecting the Items-level Address
tab, you will see each of your Requisition items listed. Within the Ship-to Address and Bill-to Address
columns, you can select different addresses for each Item.

Open Market Requisition ADSP010-00000553

Status: 1RI - In Progress | ]

Genery m Vi ] ] Reminders Summary
General Vendors LULLITH Accounting MNotes
Ship-to Bill-to
" Al
tem Description Address Address ]
1 ::{p;c;:a:m for ABA - ABA Central Receiving ~ ABA - ABA Central Receiving ~
ABA Central Receiving ABA Central Receiving
100 N 15th Ave. 100 N 15th Ave
Suite 104 Sutte 104
Phoenix, AZ 85007 Phoenix, AZ 85007
us us
Emai test@goperscope com Emai test@goperscope com
Phone: (602)542-5511 Phone: (602)542-5511
2 Ethernet cords ABA - ABA Central Receiving ~ ABA - ABA Central Receiving ~
ABA Central Receiving ABA Central Receiving
100 N 15th Ave. 100 N 15¢th Ave.
Suite 104 Suite 104
Phoenix, AZ 85007 Phoenix, AZ 85007
us us
Emait t .com Emait i .com
Phone: (602)542-5511 Phone: (602)542-5511
Ship-to Address: [ ApywSeected | [ AspywAilems | [ Reset Seected 1o Header

Indicating Funding Sources

All State agency Requisitions require that all items be charged to an account code consisting of at least an
Appropriation Year, Index or PCA, and Comp Object. You may be assigned default accounting that will
automatically populate your new Requisitions, so that if you don’t know the appropriate accounting, you will not
need to worry about entering it. However, even if you will not change your default accounting, you will still
need to visit the Accounting tab and select “Rebuild for All Items.”

The Header-level Accounting tab allows you to provide the account code(s) that will apply to all tems on your
Requisition. If you have default accounting setup, an account code will already appear on this tab when you
select it. To add or change accounting, simply click into a field for the account segment you would like to add or
change (e.g. PCA, Index, etc.) and type in the proper code. Once you've entered the desired codes, in the two
far right fields, enter either the percentage of the total cost of the Requisition to charge this account string, or a
dollar amount to charge to this account string.
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Open Market Requisition ANPR1n.0NNNNREL

General Mems Vendors

Validation Errors.

* Accountng datrbuton s mssing and required

Total Extended Amount = Ui Datributcn Amount =
Comp_ N Agency | Project |Project| Geant Geant Agency | Agency |Agency C
Year | Year® lnden PCA object® || Otject | Number | Phase | Number | Phase | MNumber | Codel | Code2 3 Parosnt Doltars
| 1000 000
i Totat

Next, you'll need to save the account string you've entered. If you entered a percent to charge to the account
string, select Save Based on Percentages button along the bottom of the screen. If you entered a dollar
amount to charge to the account string, select Save Based on Dollars button along the bottom of the screen.

Once you've got 100% of the Requisition accounted for, you must click Rebuild for All Items to have the
accounting applied to the Requisition. You'll continue to see the red Validation Error along the top of the screen

until you do so.

Open Market Requisition ANPR1N.NANNNNKEY Status: 1R1 - In Progress

General lems Vendors

Valdation Errors.

* Accountng dstribution s missing and required

Total Extended Amount = Unappled Distribution Amount =
Comp | Agency Project | Project|  Geant Grart Agency | Agency |Agency
Yoar| Yo" | 'dex | PCA | opiec® | Object | Number | Phase | Number | Prase | "™ | Wember | Codet | Cosez | 3 Pusoant Deflars
2 2
r N e
[ ]

© 11 using Save Based on Dolars, entered dolar Barng Rebuld for Al Bems 1 ensure proger tem
SaveBasedonDolars | Save BasedonPercentages |l  Rebuid for Al tems Reset

If you need to enter different accounting information for each item on the Requisition, proceed to the Items-level
Accounting tab. Selecting this tab will display a screen listing each Item on your Requisition. Within the
(Account Distribution) Item Description column, the percentage of each Item that has been charged to an
account string displays. All ltems must be 100% accounted for before you are able to submit the Requisition.

To enter accounting information for an Item, select the link in the Item # column for that Item. The same screen
that appears on the Header-level Accounting tab will display, however the accounting entered here will apply
only to the Item selected. The Item description appears directly above the row of account segments.
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Release Requisition ADPS10-00000851 Status: 1R - In Progress

| Account Validation Errors

* Accounting distribution is missing and required

L ﬁ

(0.0% Less

( m:mrﬁwawmwuwm;.mw_m.msmmwmm
1 outiels 1

0.0%  Less than 100% ) NSIDE PLANT-Horizontal station cable runs, copper, voice, data & video (pricing with universal
outiets and . View Detall

Status: 181 - In Progress

Validation Errors

copper, voice, data
—
Fiscal Comp | Agency | Project | Project| Orant Corant Agency | Agency |Agency Code
Index PCA Oveet® | Ou — - Fund ,lh—— Dattars

[ ] 1000 000

Optional Tabs

Once you've added your items, addresses, and accounting information, you have completed all the required
information for a Requisition to be submitted within ProcureAZ. The remaining tabs allow you to input additional
information about the Requisition if desired. These tabs include:

e Routing — displays the approval path information for the Requisition, but not until the document has
been submitted for approval.
Attachments — enables attaching any additional documentation needed for the Requisition.

¢ Notes — enables you to note something about the document that is visible only to users from your
agency.

¢ Reminders — enables you to setup an alert for someone from your agency regarding the document.
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Release Requisition ADSP010-00000546 Status: 1Rl - In Progress =

General JlITT TIAY/

Requistion Number:  ADSPO10-00000546 Short Description™: :tesl

Status: 1RI- In Progress Fiscal Year:

Department®: | ABA - Accountancy Board v Organization: State Procurement Office
Location™: [ABA- Accountancy Board v"

RequredByDate: | = Entered Date: 0810212010

Requisition Type : iReIease vj Type Code: v_‘
Reguestor: Harris, Chris v‘_ Purchaser: Chris Harris

Contact: :Chn’s Harmis Contact Phone: :555 555 :5555 .
ARernate D: :RPA19 Tax Rate: vj
Estimated Cost: $0.00

Print Format: * Requisition V

Project No. : J

Date Last Updated: User Last Updated:

Submitting for Approval

Once you have completed each of the necessary tabs and are ready to submit the Requisition for approval,
you'll first want to review all of the information you've entered on the Summary tab. If there are any issues with
the information you've provided, validation warnings and/or errors will display along the top of the Summary tab.
Yellow warnings do not require action on your part, but red errors require that you fix the issue before you are
allowed to submit the Requisition for approval.

Once you have corrected any issues and completed your review, clicking the Submit for Approval button on
the bottom of the Summary tab will trigger approval of the document.

Release Requisition ADPS10-00000851 Status: 1R - In Progress [

G 1l el el s A " Rrath Attach

ZOve rall Validation Errors

o Rem® 2: Accounting distribution is missing and required.

Submit for Approval I}  Cancel Requisition CooneRequistion M  Prnt |

Upon clicking Submit for Approval, the approval path that's been triggered by the document will appear. This
displays the users that must approve the document and in what order. Upon clicking Continue, the approvers
will be notified once it is their turn to approve.

If no approval path is triggered by the document, you can manually add approvers to the document by selecting
a user in the Approver dropdown and clicking the Add Approver button. Once you are ready to notify the
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approvers, click Save & Continue. You will also be given the option to select Automatic Approval. Selecting
this option automatically approves the document.

Open Market Requisition ADSP0O10-00000553 Status: 1RI - In Progress

Only one approval path “SPOBDGT™ matches the document's criteria.

Approval Desoription Dollar T Approvers
Path Range
User Level Type
SPOBDGT SPO Approvals $0.00-599,999,999,999.00 James Scarboro 1 Primary
\Jun Clark 1 Alternate

Status: 1Rl - In Progress

No approval path meets the document criteria. Do you want to add app or mark the d tas d?

@ Manually add approvers
© Automatic approval

Please select an approver if you want to manually add approvers.

Once you submit your Open Market Requisition for approval, it will automatically route to procurement following
approval to manage going forward. Your off-contract ordering is now complete!
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