Creating a Requisition using RSS / Research
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Getting Started
1. Acces RSS eReq from UnityNET
https://unitynet.unity.local/my-employee-experience/manager-tools/purchasing-requisition/

2. Login to Infor CloudSuite with your regular system username and password.

1. Complete your 1.
requisition header (& bt
Workspaces v
1. Once logged into cloud, you will be directed to click the Navigation Bookmarks “
Menu (9 dot icon aka waffle), you will then choose Requisition Self applications R
Service to start creating your requisition. =

2. To create a requisition, start by clicking on the “Profile” tab at the top
2. & Requisition Self-Service

right corner.

3. In the new page, fill out the system mandatory fields,
Company and Requesting Location. When you are set [REe e
up in RSS eReq you will have a default Company of EE=

Requisition Self Service Profile - - New Reques

2 — St. Michael’s Hospital Research. This will be auto-populated based
on your user ID. 3.
4. If you know your Requesting Location, you can type it in. Otherwise, e et oo
] . . . . |2-sTmichaeLs HosPaLr . o Sl |
you can use the search icon to review a list of all active requesting
|Ocati0n5. ‘Deliver From Company ‘ ‘De\iver From Location ‘
as Q=
5. Once you put in your requesting location, you will see the fields in
green defaulted on your screen. The Accounting Unit is associated Feauested belveny Bete BelorTo
with the Requesting Location specified. You can edit this field to use
any of the AUs used by Research. Press the link “Show More” to
add/display your project code and other important information. 5.
6. The following screen will appear. The fields Company Requesting Location
hlgh“ghted W|th green bOXQS are potentlal fleldS ‘ 2-STMICHAEL'S HOSPITALR .. & ‘ ‘ ANRES - Anesthesia Research (.. OF |
tO be C0mp|eted PI'eSS Create Request at the Deliver From Company Deliver From Location
bottom. All requisitions must start this way | 1- ST MICHAEL'S HOSPITAL  c= | NSMHT - ST MICHAEL'S HOSPIT = Jf
(Catalogue Search, Free Text, etc.). Requesied Delery Date Deliver To Gomment Type
‘ B5 ‘ ‘ | ‘ Print on Purchase Order v
6. Requested Delivery Dale Deliver To Comment Type
I = I I I‘ P ———— Vendor Vendor Purchase From Currency
= ol
Vendor ‘Vendor Purchase From Currency
I “VI| o ‘ ‘ o~ ‘ Buyer Requisition Description
| 1015104 - Nair, Dipii ES |‘ |
Buyer Requisition Description
‘ 1015104 - Nair, Dipi o ‘ | | _
Distribution Account
Company Accounting Unit Account
Distribution Account
- B o Unit Account I 2 - St. Michael's Hospital Research C\iJI 61 - RE Medical - General QIH as
-ompany \ccounting Unil count
2 - St. Michael's Hospital Research O- || 81 - RE Medical - General o 3
e : ==
Project Job Benefit/Occ.Class Stalus/Coverage PayType
| 211542-100001- CIHR Call base... o [ o H o H o



https://unitynet.unity.local/my-employee-experience/manager-tools/purchasing-requisition/

2. Adding and
searching catalogue

Cost

Press the Add to Request tab at the upper right corner.

The Search the Catalog selection is located in the upper left-hand 2.

side of your screen.

You can search for an item using INFOR item number, vendor part
number, manufacturer part number, brand or description, and

press enter.

All the results of your search will display. Select the item you want
by clicking the tick box, input the quantity, and click the “+” sign.
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3. Create a free text 3.| .AddasSpecial or Service ltem
requisition S
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1. Pressthe Add to Request tab at the upper right ‘ T
corner. —_— ‘

2. The Add Special / Service Item selection is — I;W ] C ||C : Huu OVERWRITE the self
located in the upper left-hand side of your e D D e T populated Vendor
screen. |m o) | S | Item field, with the

3. Select the correct option, if you wish to add an | ]| x| serial numbers of the
Item, an Amount Service, or a Quantity Service. |“' o |" e items being repaired
Fill out the mandatory fields: Description, Item,

Quantity, UoM (Unit of Measure), Cost, e _—
Vendor and Account. 15t Mkl Hospits |[Fresosss ewrome s || 3|

4. When ordering a free text Service (Amount or
Quantity), always create a new requisition - '

(step 1) just for this order. >. |' o]

5. Click Add to Request. Click Add to

/ Request
1. Profile _Add to Request  New Request I

") Refresh =] Add Header Notes

Status




4. Submit Requisition

Before you submit your requisition, you can add
comments at the Header or the Line level.

1.

Header level: comments apply to the entire
requisition, use only for free text Amount Service
or Quantity Service. Click on Add Header Notes, in
the upper right-hand side of your screen, and then
select the create button at the top right hand
corner.

Line level: comments apply only to that line. Select
the view request details button. Select the Add Line
Notes icon, and then select Create. You can attach
a document here (quotes). Click Submit.
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The comments will print
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< Request # 522588
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5. Check requisition 1.

status

On the main screen, press the three dots in

My Requisitions

Request # 522575
Requisition Description:
Company: 1

=

Requesting Location: CENT

0 Items in requisition

Unreleased

Recent ltems

CRINKL NEST KRAFT PAP.. +
Creation Date: 5/1/2024

Request # 522572

Company: 1

PACK POWDER CONC NA..

the My Requisitions screen. The View All
box will appear.

Click on the requisition for which you want
to inquire.

If you click on the dots it will tell you where

the requisition stands in the approval queue.

©

Request # 522568 is Pending Approval
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