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Step 1.

Retrieve the Electronic Request for Purchase by going to the Business Office
website.

http://www.tvce.cc.tx.us/busoffice/

Click on ‘Employee Forms' then click on ‘Request for PO.’

Step 2:

Busdmss office

REQUEST FOR PURCHASE

The Request for Purchase form
will appear in the window as

d
TRIMITY WALLEY COMMUNITY COLLEGE e
Bate

. P.0.# Date:
ShOWﬂ tO the I"I ght. _ D e . O Athens ClPalestine
:iqu:f::; /Dept.: Campus: - waufman Terrell

. Su:ilg-ll;él‘l Check box to have P.O. maled I_

Move the mouse pointer tothe s ek ot vt .t
Datefield. Noticethat thehand ™ | s [

. Ty Ealn I Check box for P.O. to be retumed
pointer turns to an [-Beam o L) ot []

CUrsor Whenever it CroSSES 8 i o |oanisy | P o, reiusins bost | Pty
field that can befilled in. Click
in the Date field with the left
mouse button. The cursor
changes to a blinking cursor.
You are now ready to begin
filling in the fields just as you
would the paper form. You
must enter the date in the style
indicated on the form. It is

. .. ] 50,00
important to enter the 4 digit D
yeal'. Wice Prosident Purchasing Depariment Business Office
Dean Division Chair / Director Raquastar
e

To move from one field to the
next ssimply pressthe TAB key on the keyboard. If for some reason you need to
return to aprevious field, smply press Shift + TAB on the keyboard. Y ou may
also move the mouse pointer to any field you need to and click with the left mouse
button.

After entering the Date, TAB to the Requester / Dept field and fill it in.
After filling in the Requester/ Dept field, TAB over to the next area which is the
Campus selection.
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; Date:
Now to select your campussimply TAB .5 -

until your campus is highlighted with a c _ © Athens C'palestine
box and then press the space bar onthe ~2"PY%° & Kaufman  CTerrell
keyboard.

Check box to have P.O. mailed

Continueto TAB through the remaining

Campus selections until you reach the Check box fOr\:gr;bal P.O.(Thisis [
i i for phone orderd !No hard copy of

Suggested Supplier field. P.O. will be generated.)

Noticethe Suggested Supplier areanow Check box for P.O. to be returned

e . to requester
has an additional address line as ‘

compared to the previous paper form. If
theadditional lineisnot needed only usethe Address1lineand TAB passed Address
2 to City, State, Zip.

P.O.# Date:
These fields are divided. 3 [> " C athens  Cpalestine
. ‘e Requester/Dept.: Campus: ~ yaufman  CTerrell
Simply type the “city”, Suggested
4 " Supplier: Ghack hox to have P.0. mailad I_
TAB, “state”, TAB, and .
“Zip code. R e

P.C. will be ganaratad.)

ity ; slala Fld Check bost, dr P.O. to be returned
Phone #: | ) to requester

TAB to the Phone # field
and fill in the Area code then TAB and fill in the rest of the number including the
Extension if required.

TAB to the next areawhichiswhere you request the desired method by which the PO
ishandled. Notice the dashed box around the current selection. Simply TAB until the
desired option isreached and then pressthe Space bar on the keyboard. Therewill be
an X placed in the box.

Complete description, includin Unit Extended
TAB to the neXt area. Account No. Quantity bE‘ands, stockpﬂumbérs, etc. * Cost Cost
The fl el d you Come to I S 1234-56 1 500 Horsepower rocket powered palr of roller skates with £3.298 95 $3,298 95
titanium roller Dearlngs. Elast shield attatched 1o protect back of - -
lege.
the Account number 1234-56 1 Parachute for safety purposes. $1,599.95 $1,589.95
field. Simply typeinth
el d SI p y ype e 1234-56 10 24 roll box of bandages $12.95 $129.50
required account

number and pressthe TAB key. Next isthe Quantity field. Typethe desired quantity.
Next is the Description field. This field is somewhat unique in that it will
automatically adjust the font size to accommodate long descriptions. Fill it in and
p r e s s t h e T A B k e vy

The next field isthe Unit Cost. Thisisthe cost per single unit. Type in the cost for
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asingle unit and pressthe TAB key. The form automatically does the
multiplication for you and enters that value in the Extended Cost field. The cursor
will drop to the next line and begin again at the Account number field. Thereis
room for Ten (10) items on this form and at the bottom of the Extended Cost
column isthe Total for thisform.

TAB through until you reach the Requester signature line. Y ou may also click in
the Requester signature line with the mouse. Thisis simply atext field. Type your
name in the Requester field. Double check the form to make sure that all the
information provided is correct.

Furchasing Department Business COffice

Division Chair/ Director Requestar

AL o saE

To send this Request for e
Purchase on for the next | File Edt Wiew Insert Format Tools Message  Help ‘
required signature, press the J = | ¥ B3 “ e w0 g %
“ E‘MAIL” bUttOﬂ Thefl|eIS Zend Cuk: Copy.  Paste  Undo Check  Speling | Atkach  Priority
set as an attachment to an e- &1 :
mail MESSAQE. Your e-mall Siect: wile E. Cayote_0i3/26/2001
client’ sNew Message box will = aach: R e fop. ek (22.4 KB)
appear. In the example,| Ar S Ele zuar=E=e >
Outlook Express is shown. o
Simply enter the email | _ _

Thiz message 15 a Eequest for Purchaze
address of the next person you
need a signature from in the
“To:” field.
Notice the Requester / B
Department information, as ! 4

well as the date on the request

form, appears in the “ Subject:” field. If you think you need to change it you can. In
most cases this will work fine.

Note: Make surethat your Name, Department, and Date appear in the subject
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box. Failure to do so may delay processing of your request.

After the e-mail messageis [T 21 x|
sent, you will want to save Savein: | 3 TWCC Projects =] « ® cF B
thisfile. Pressthe“SAVE” %test %Request PO -03-62-01,pdf

Fiw. pdf Request PO 3-26-01,pdf
bUtton You are now IEFDUHEI.F‘DF ﬁRequest Po.pdf

prompted to savethefile. A [Erequestion Madel (13.pdf  Trequest.pcf
suggestion would beto make (S G B et
adirectory to store your

Requisitions and name them

H H File name: eques -26-01. ave
something descriptive or by [Fequest PO 3-26-01. paf g |
date as shown in the Save as type: [Acrobat [ pef) = Cancel |
example. After naming the Security
file Cl?Ck Save ° ’7 | Standard =l Settings... | V¥ Optimize

STEP 3: (Thisstep pertainsto all Division Chairs/ Directorsand higher)

Noticethesignature
) Self-5ign Sec Y
mouse pointer =S |

located in the Dacument signatures require access ta Acrobat Self-Sign credentials,

Division Chair ser profile File: IDnnnieFuIFDrd.apF j Mews Lser Prafils, ..
field. This is how
the Request for
Purchase gets
digitally signed in login’ | Cancel
order to be tracked
and verified.

User password: I Find Your Profile File, ..

When you click your appropriate field to sign the document, the dialog box to the
right appearsif thisisthefirst document you’ ve signed since opening this session of
Acrobat 5.0. In this box you will see your Signature Profile listed. If not click on
‘Find Your ProfileFile' andlook for your profile. Y our profile will be generated by
the Business Office and installed on your machine along with Adobe Acrobat 5.0.

Simply enter your password in the User password box and click OK.,
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If thisis any subsequent form whilein x|
this session of Acrobat 5.0 thedialog ~ click Siani to sian this documant.

After signing wou may create a local copy of the signed document

bOX to the r ght will appear If the using the 'Save a Copy of the File' toolbar butkan,
dialog box does not ook exactly like

) . f d; Hide Opti
the example press the ‘ Show Options "7 | [eetaesrs |
button Reason For signing document: {select or edit)

[; dPpFoy ] CHSs o =L j
Th|S neXt d'al Og bOX |S the S| gn Location, &.g. city name: {optional)
Document box. Click thedown arrow to |
the ri ght Of the “ Reason for S| gnl ng ‘four contact information, e.g. phone number: {optional)
document:” window. |

Signature Appearance:

A list of choices is presented. Click on  [zguarore = | =
the appropriate response. In most cases

“l am approving this document” is sgn | Cancel |
appropriate.

Make surethat the Signature appearancewindow indicates“ SIGNATURE.” If it does
not, use the down arrow to the right of that window and select “ SIGNATURE” from
thelist.

Now enter your password in the Confirm user password box and click Save
Document. Thisisimportant in order to insure the document and signature are valid.
If the confirm password box is grayed out there is no need to enter a password.
Click on the Sign button.

Wile E. Coyote_03,/26/2001 e 1O x]

File Edit  Wiew Insert Format  Tools  Message Help |
3| Y B3 ole B0 o |

Send it Zopy  Paste  Undo Check Speling | Attach  Priority

Now this document needs to be
sent to the next person for
approval. Click onthe “E-
MAIL” button. A new message = @7 [ingotvee.cctxus
box will appear for youtosend &< |
it to the next appropriate person, =~ % Wik Coete palosfaon:
Put the addressin the “To:”

|

Attach: @nanE.tmp.pdf (64,1 KB

field. Who originated the ! ElEE = o == e =
requisition and the date will | | |- |
appear in the “ SUbJ ect:” fleld This message 15 a Eequest for Purchase

Y ou might also include a
message in the message window
as an option. Once everything is
filled out, click Send and the
document ison itsway. |

a B
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Now that the Request for Purchase has been sent, you may want to save it for your
records. Press the Save button at the bottom of the Request for Purchase form.

L ocate where you would like to store thisfile for your records. Give thisfilea
unigue file name and press Save. (Ex. request_032601)



