Requisition Problems Oracle Q & A’s
Finish the following before escalating the problem to ITC.

1) Have you checked your accounts (All your accounts including split accounts) in the requisition to make sure the funding is in the account they are using.

Yes            
No

2)  Have you checked the GL (General Ledger) date to make sure it is the current date they are submitting the requisition.  If it shows Multiple Dates for needed-by-date, delivery or GL; change the dates until they are all the same.

Yes

No

3) Do you have any Rejected, Returned or Incomplete requisitions?  These requisitions must be processed or canceled first as they still reserve funds. Some of them will have the accounts that you are trying to use for your new requisition encumbered and it is the reason you see failed fund check error.

Yes
 
No

a) Incomplete and Returned requisitions should be processed or canceled.

b) If you have Rejected requisitions do the following:

1) Click on the rejected status to read the message from the     person rejecting the requisition.


2) Rejected requisitions should be handled by copying to the shopping cart.


3) Save the shopping cart. And select “New Cart”

4) Select the rejected requisition and cancel, to release the encumbered funds.  Making sure that any cancelled requisitions or line items show $0.00.

5) Open the saved shopping cart and make any necessary changes, ex: item additions, deletions, account number changes, approvers, etc.


6)  Make sure the GL General Ledger date and delivery date are current.

4) If your requisition is for an Open PO, Consultant or warehouse order the tax should be changed to “NO”

Yes

No
Note: If the items are taxable; calculate the total dollar figure for your requisition multiplied by .075 to calculate the estimated tax, this will assure that adequate funds are available to cover the purchase and tax.

5) Check to see if it’s an account number change, terminology for an Open PO or consultant requisition or any other issue that needs to be addressed.

6)  Check out the new requisition.
IMPORTANT: Pop Up Blocker - If you are getting a “fade-out” when using the flashlight search it is because you have POP UP blocker like yahoo toolbar, yahoo manager or any other pop up blocker like Spybot blocking your Oracle window.  Remove Them from the START, CONTROL PANEL, ADD/REMOVE PROGRAMS, GO DOWN THE LIST AND REMOVE THE SOFTWARE SPECIFIED ABOVE.
The instruction to remove pop up blockers as also on the webpage http://www.sausd.k12.ca.us/departments/purchasing/ listed under “Remove and install Jinitiator”.


If you want to keep Yahoo and these tools you need to select “allow pop ups from this site” or hold down the control key when clicking on the flashlight. 
For Full information on Iprocurement Training, troubleshooting and documentation go to 

http://www.sausd.k12.ca.us/departments/purchasing/
