Intro to CIS - Telecommunication Requisitions
Last Modified January 15, 2004

The telecommunication purchase requisition is used for pagers, telephone and cellular services. The
telecommunication purchase requisitions are entered into CIS as an “as invoiced” document. The “as invoiced”
purchase requisition is entered with zero dollars. The Telecommunication Purchase Requisition will flow
through the CIS approval system as if it were over $1000.

Note: All Service Agreements for cellular phones, pagers, and telephone service will be entered in FRS as a
non-encumbered purchase order. Departments can manually encumber telecommunication “as invoiced”
purchase orders in FRS. Visit the purchasing website for encumbering instructions at:
http://www.purchasing.colostate.edu/encumber.html

Select Financial > Documents > Create Documents > REQ Telecommunication Create
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The ordered by and deliver to section of the telecommunication screen will automatically populate with
information from your CIS login

With your cursor in the Vendor Information Name field click on the list icon

.

#" CAMPUS INFORMATION SYSTEM - [REQ Telecommunication Creation] M=1E3
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[TRAINI v "HERFXTtT > « & FH ? 011522004 10:22 AM
|FRISFO81 Financial Management Information System Page 1 of 2
Doc #: I— Daie Requesied: ,W
Ordered by
Name: [TRATN1 Depi: [202¢  |[TRAINING DEPT 122 Phone: [(970491-5915
Deliver to
Name:  [TRAINI Dept: [202¢  |TRAINING DEPT 122 Room: [g30p
Building: |uNIV SERVICES CENTER Override Ship io Address |
Prepared by
Name: [TRADG Dept: [g023  |TRAINING DEPT 285 Phone: [(9701401.5916
Vendor Information
ID: Mame: |
Addr1: | Addr 2: |
Addr3: | Addr4: |
City: l— State: l— ZIP: Ii Couniry: lﬁ
r [ Priority?
Enter Commenis (Save First!) | Page 2 |
Enter the wendor name. Press [Shift F1] TWICE for additional instructions.
Record: 141 List of Values

Type TELECOMM in the box and hit enter
A list of the TELECOMM vendors is displayed
Select the correct vendor from the list

Click OK
Find |TELECOMMUNICF\TIONS%
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YOooo 0 R CWEST HZPE MARES-ACC

]
TELECOMMUNICATIONS WOOo0z18550
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Z' CAMPUS INFORMATION SYSTEM - [REQ Telecommunication Creation]
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|FRISFOE1 Financial Management Information System

Page 1 of 2

Doc #: Date Requested: |01/15/2004

Ordered hy
THame: [TRAIN1 Dept: (2029  |TRAINING DEPT 122 Phone: |(970191-5916
Deliver to
Mame:  |TRAINI Dept: [2029  |TRAINING DEPT 122 Room: |30B
Building: |uNIV SERVICES CENTER Override Ship to Address |
Prepared hy
Tame: TRAINI Dept: (3023 |TRAINING DEPT 285 Phone: |(970)491-5916
Vendor Information
ID: V0000218880 MName: |TELECOMMUNICATIONS
Addr1: |QWEST Addr2: |HOPE MARES-ACCTG
Addr 3: |5325 TUNIRM 228 Addrd4: |
City: |DENVER State: |CO  ZIP: [sozzz Coummry: |
B [ Priority?

Enter Comments (Save First!) |

Page 2

Enter the country code. Prezz [FI] to zee the valid state/country codes.
Fecord: 1.1 Ligt of Y alues

Click on the Page 2 button

Page 2
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The quantity and UOM fields are restricted to specific values on the telecommunication screens
Enter 1 in the QTY field
UOM will auto-fill with A “As Invoiced”

Z' CAMPUS INFORMATION SYSTEM - [REQ Telecommunication Creation]

ﬁ action Edit Block Field Record Query  Window Help - 8 x
[TRAINL Vel " HERFRET & = 1% ? [01/15/2004 10:57 AM
EM]SFI]EI Financial Management Information System Page 2 of 2

oc #: Yendor Name: |TELEC OMMUNICATIONS

Document Detail

Item#s OQiy TUOM Description [Tnit Price Extension Acct Suhcd User

| 100 |A  |Enter REQ description here = Enter Desc | 0.0000 | 0000 (135555 (3893 | N

l_l |T |Enter notes here Enter Dezc | | | | |

[ | | | | | |

| | | | | | | -]

Total: o0on
send into Approval Process |
Enter Comments (Save First!) | Page 1 |
FRecord: 1/2 Lizt of W alues

Click on the Enter Desc button
Enter Dezc "
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The Requisition Description window will open
Enter your description in the lines provided

&' Requisiton Description

Click on the Return to Page 2 button

Return to Page 2
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Unit Price should be blank

Extension should be blank

Enter an Account Number

Enter an appropriate Subcode

User Field is an optional 10 character field

Z' CAMPUS INFORMATION SYSTEM - [REQ Telecommunication Creation]

ﬁ fction  Edit Block Field Record Query Window Help - 8 X
TRAINI Ve " HERFRTT § + « 1 F ? [01/15/2004 10:57 AM
EM]SFI]EI Financial Management Information System Page 2 of 2

oc #: Vendor Name: | TELEC OMMUNICATIONS

Document Detail

Item&# Qiy TOM Description Unit Price Exiension Acct Subcd User

| 100 |A  Enter REQ description here  Enter Desc | 0.0000 | 0000 135555 8893 | N

I_l |T |Enter notes here Enier Desc | | | | |

[ | | | | | |

] | | | | || ]

Total: L0000
Send into Approval Process |
Enter Comments (Save First!) | Page 1 |

Record: 1.2 List of W alues

Enter additional lines if necessary
Click on the Send into Approval Process button when you are finished

Send into Approval Process |
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