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In order to automate processing invoices and payments for catered events, a purchase
requisition, purchase order and a receiving must be created for each event.

Requisitioners will place an order with Chartwells, either through Catertrax system, or
via an email or phone call to their office. Chartwells will email a confirmation of the order
to the Requisitioner with a 20% overage included in the Requisition Amount field of
the Catering Order Form. The Requisition Amount will need to be entered into Workday
as the total quantity of the request.

Check Budget

The first step in creating a Catering Requisition is to check the available budget in
General Operating account. For cost center transactions, run the R0O02 Report to check
the General Operating account. If the transaction is for a grant, then the R134 Report
should be run to check Other Operating account. The spend category is SC0002 for
Catering Food Services.

e In the Search field, enter R002 to find e In the Search field, enter R134 to find

and run the Budget Report. and run the Grant Summary by
Ledger Account report.

R002 Operating Budget Variance for Organization R134 Grant Summary by Ledger Account

Organizst =
== Organization * ]
All Cost Center Hierarch
Period Cost Center Hie >
Divi Pericd * % FY2020-040ct =
Workiags
All Gifts > Award =
Ledger Account/Summary Active Cos1 Centers
Warktags =
351 C
Ledger Account/Summary =
»
Acth an Organizations by 3 Spend Category as Workiag =
Division Hi
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1) In the Organization field of the R002, select the Prompt icon and search for the
organization you wish to view. To view a list of all Cost Centers or Gifts to which
you have access, select Active Cost Centers or All Gifts.

2) In the Organization field of the R134, select the Prompt icon and search for the
project you wish to view.

3) Click the OK button.

The R002 Budget Variance Report.

..............

Budge: b Actusle for Cost Centar. CC14315 Tachnology T
| Eemport ran om /062019 for Beriod FY 2020 - 02 Aug

Fotan Passcvmal Expiviss LEOTI45.00 o0 reorsaser | 000 .00 a0 180738560 wa.ow
1

N T e—— 01800 a.00 S918.60 25750 sa78.80

LE1EI81 80 oo LETE28).80 3T LATZ928 1o 200.0%

Review the appropriate Parent level Available Budget column to ensure that
there is money available for the proposed purchase.

If there is not enough budget in the correct parent account, a budget amendment will
need to be completed and approved. Please go to the Workday Finance Job Aids page
https://www.montclair.edu/finance-and-treasury/workday-resources/budget-
amendments/ to access the Budget Amendment Reference Guide.

Once confirmed that there is enough budget to proceed, begin to build the request.

Create a Catering Requisition

1) Enter Create Requisition into the Search bar and click Create Requisition —
Task.

W Q createred

Create Request - Task

Create Requisition - Task
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2) Click the prompt icon for Requisition Type and choose University Contract.

Create Requisition

Company * X Montclair State =
University

Requester % X Robin Walker =
Currency * X USD =
Requisition Type

New Jersey State Contracts =

Other

PACE Coop

PEPPM Coop

Renewals

Sole Source

Sourcewell Coop

TIPS Coop

I University Contracts (UNC#) I

US Communities Coop

search

3) Click OK.
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4) Under the Select an Option section, click Request Non-Catalog Items.

v Instructions

Supplier MUST be approved in the system

d: $250-51,999 q 1 Suggested - 1 quote attached to requisition CY 15: N/A
: $2,000 - $6,879 Requir Suggested - 2 quotes attached to requisition ReqUIred 1 quote & Regu s: N/A
$5,160 and above R ments: Business Registration Cuhﬂm!c (BRC) | % Re State of NJ Requirement (
$6,880 - $34,399 ments: Required 3 quotes | Procurement Policy #1
d: $17,500 and above R ents: Chapter 51 (Political Contributions Disclosure Form) Policy & Regulat ;: State of NJ

Cumulative across the University (see notes)

Policy and Procedure link
Board of Trustees Training Document

v Select an Option

Request Non-Catalog Items

5) Under Non-Catalog Request Type, select Request Service.

Non-Catalog Request Type

( Request Goods

@ Request Service

6) Enter a description under Description starting with the Catering Order #
and name of the request (for example, CTR# 1234 Lunch for Annual
Kick-Off Meeting).

7) Enter SC0002 in the Spend Category field.
8) Leave Supplier field blank. This is filled in later.
9) Leave Supplier Contract field blank. This is filled in later.

10)Leave Start Date and End Date blank.

11) In the Extended Amount field, enter the amount shown on the Catering
Order Form under Requisition Amount. (Note- this amount includes a
20% overage.)

12) Click Add to Cart.
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Non-Catalog Request Type
Request Goods

Q Request Service

Service Request Details

Description % CTR# 1234 Lunch for Annual Kick-Off Meeting

Spend Category % x SCO00Z Catering Food
Services

Supplier

Supplier Contract [empty)

Start Date MM /DD /YYYY [
End Date MM/ DD /YYYY [

Extended Amount 120.00

Memo

I | Continue Shopping Cancel

13) Click OK to confirm item has been added to the cart.

Add to Cart &

Item has been added to cart.

n

14) Click the shopping cart icon in top right corner to go to the Cart.

Request Non-Catalog Items

(Actions)
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15) Click Checkout.

@

My Cart View Cart '

CTR#E 1234 Lunch Tor Annual Kiek-OFff
Meeting

Quantity; 1 £120.00

16) Under Requisition Information, confirm defaulted information is correct. Enter
any comments for Catering under Memo to Suppliers and/or enter any
additional comments regarding the order in the Internal Memo field, if needed.

Memo to Suppliers

Internal Memo

17) Verify all the information is correct on the Check-out Page. The following fields
defaulted in under Services:

* Deliver-To e Cost Center
* Ship-To Address e Division
* Ship-To Contact e Fund
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If different worktags need to be indicated, click the X in the corresponding field to
remove the default and search for the appropriate worktag via the prompt icon.

Splits

To Split the Cost of a Line Item:

18) To split the cost of a line, scroll to the far right of the line and click

the zero in the Splits column.

19) On the pop-up, click the drop-down to select if the split will be based on
dollar amount or quantity.

Splithy  Amourt (empty) ~ 0.00USD 150.00USD
ftem  Amount Split  Remaining Amountto Split
ftem

Memo *Cost Center Division *Additional Worktags Billable

Percent Amount

b

20) On the displayed line, enter the percent or amount of the first portion of the split.

21) Enter the appropriate driver worktag in either the Cost Center field or the
Additional Worktags field.
22) Click the plus sign immediately under the Item counter, and complete the split

information on the inserted line.
23) Continue to add lines until 100% of the total line amount has been allocated.

24) Click Done.

25)
v Services
Deliver-To *Ship-To Address Ship-To Contact
Main Campus > University Hall > 1 Normal Avenue Montclair, NJ 07043 Robin Walker
Room 5100 United States of America

25) Under the Services, in the Supplier field, type in the Supplier name and the
Order-from Connection field will default in. It is required to select an Order-from
Connection.
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¥ Services

"Ship-To Address

lovoe Roid =
ac Buinleling

= « 150 Clove Road Little
Fallg, NJO7424 United
States ol America

Save for Later

Ship-To Contact

< Rorbin Walker

Continue Shopping

Supplier
upplier
w CHARTWELLS HIGHER
ED
[Order-From Canmsction

« 1 NORMAL AVE
CATERIMNG PO BOX
91337 CHICAGO L
MONTCLAIR MJ 07043

Supplier Contract

Mema

26) Under Attachments, click Select files and attach the Catering Order Formthat

was emailed from Catering.

Note- The attachment is required in the system.

tl.achmznts

27) Select External to ensure the Catering Order Form is sent to Catering.

Attachments

28) Click Submit.
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29) Click the Next Step button.

You have submitted

Event  Reguisition: RO-00020167, Requester: Hilal Tabakei, Date: 020042022, Amount: 5120000

*  Details and Process

30) Enter the University Contract Number (1072) in the field What is the
Contract/Waiver Number? (Required)

Complete Questionnaire

'‘Question For Collect Contract/Waiver Number' for Requisition: RQ-00020167, Requester: Hilal Tabakei,
02/04/2022, Amount: 5120.00

2 minute(s) ago - Due 02/06/2022

Question For Collect Contract/Waiver Number

What is the Contract /Waiver Number? [Required)

I University Number 1072

D Save for Later Cancel

31) Click the Submit button to save this request and send it to the approverfor
review and processing.
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Save for Later

1) Click the Save for Later button to save your request and return to it later.

Save for Later Close

2) Type My Requisitions in the Search bar in the upper left corner of the screen
and select the same option from the search results.

W Q  my requisitior]

My Requisitions

The My Requisitions screen displays.

My Requisitions

Company % Montclair State University - —
Requisition

Status —
Requisition Type =

Requesting Inventary Site

Document Date On or After @1/28/2822 [
Document Date On or Before HM DD YYYY "—L
Supplier =

Spend Categaory
Item

Project =
Purchase Order

Exclude Canceled
Exclude Clogad
Include Job Requisitions

Results in Table View

Cancel "!
I A

3) Check the box for Results in Table View
4) Click the OK button in the bottom left corner to display a list of all related requisitions.
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< My Requisitions

Create Requisition

~ Selection Criteria

Company Montclair State University

Document Date On or After  07/15/2019
Exclude Canceled Yes
Exclude Closed Yes

~ Procurement Requisitions

5 items

Reaquesting Document Total
Requisition Requisition Type Inwantory Site Date e o, Currency Suppliers Purchase Orders
RO-00000001 46 University Contracts 08/14/2019 150,00 USD COMPASS GROUP LISA PO-0000000127
(UNC#) INC
RO-00000007147 Othyer 08/13/2019 1.860.00 USD MAACBA
ROQ-0000000137 University Contracts 08/12/2019 120.00 usD COMPASS GROUP LISA
(UNC#H) MC

The report displays the list of your requisitions listing the requisition number, type, date,
amount, supplier, corresponding purchase order number (if any), status, memo to supplier,
and internal memo.

To review the specific requisition details, click the requisition number in the list.
Review Budget Check

If the system finds an issue with the budget versus your request, a “Review Budget Check”
action and Review button displays on the screen, once the request is submitted. An item will
also be sent to your Inbox, Actions tab. NOTE-This request will NOT be sent to the
approver for review if there is an issue with the budget.

You have submitted

Supplier Invoice: SI-0000000063, LENOVO US INC on 11/10/2019 for $5,000,000.00 (Actons)

Up Next

Patricia Conte

i 5

Review Budget Check
Due Date 11/11/2019

Review

> Details and Process
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1) Click the Review button to drill into the request in order to find theissue. In the upper
right corner, the budget status displays.

2)  Click the View button on the line of Review Budget Check page to see the specific

details of the request.
Review Budget Check
Check Budget (Financial) for Supplier Invoice (i=ms)

Transaction exceeds available budget remaining in the budget pool. Correct any inaccurate worktags or create a Budget Amendment to transfer budget from ancther budget pool.

For Teansaction  Supplier bwoice: SIHO0C0000063, LENGVO US ING on 11/10/201% far $5,000,000

Reguest Dverride

Budget With Exceptions

Budget With Exceptions 1 sen FEOS

Company Budget Structure Yaar Control Periods Budget Check Opticn Budgst 10 Dats

3) Review the columns of the report, and pay special attention to the Budget
Amount versus the Current Transaction columns.

—
Budget Amount Spend  Current Transaction Available Budget Line-Level Status
52,900.00 2,067.20 5.000,000.00 (4,949,167.20 Fail (Insufficient Budget

4) Based on the information provided, decide if a Budget amendment needs
tobe completed, or if the request should be edited to adjust the Worktags.

Receiving a Catering Event

All goods and services must be formally received within Workday in order to
allow for processing of payment to the supplier. It is important to receive
accurate, actual quantities within the system.

Once a catering event has occurred, the Requisitioner will receive an email from
“Montclair State Dining” containing a survey invitation and the Updated Catering
Order Form.
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The Requisitioner will need to click the “Print Updated Catering Order Form” link to open
and view the Updated Catering Order Form and the actual expense of the event
(Balance Due field).

Tracking Message Order Number 12124 [inbox s "

Montclair State Dining <ordersfRcatenrax com= 1056 AM (2 minulgs 8go) -

Tracking Message for order 12124

Message From: Erin. Willner Date: 1172972017 [ Time: 10:58 AM

FOR THE INITIAL FMS ORDER: Please enter the Requisition Amount from the Updated Catering Order
Form into the Quantity field of your PeopleSoft catering request. FOR THE FMS RECEIVING: Please
enter the Balance Due amount from the last page ol the Updated Catering Order Form as the receiving
quantity in your PeopleSoft catering request. Also attach the Updated Catering Order Form to the
header of your receiving screen

— e — T

Dezar Erin Willnar

Please do not reply to this emailll instead. please use the “Reguest r.:hd-"ll;E'E' birik §0 respond, i needed

if

Mantclair Ei'alr: [ming
Once opened, the Requisitioner should save the updated form as a PDF in order to
attach it to the receiving screen in Workday.

1) Enter Create Receipt into the Search bar and click Create Receipt — Task.

W Q cre red

Create Receipt

2) Enter Purchase Order # in the Purchase Order field. (Once the PO# hasbeen
issued, you will receive a Notification with the PO#.)
3) DO NOT check Fully Receive. This would include the 20% encumbrance.
4) Click OK.
Note: Compass Group will send the invoice directly to Accounts Payable. Do not send
a copy of the catering order form to invoices@montclair.edu. AP cannot use this to
process payment.
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Create Receipt

o Purchase Order x P0-0000000116

Supplier Contract

Alternate Supplier Contract

Fully Receive

5) Enter the invoice amount in the Amount to Receive field, located on the final
line of the Updated Catering Order Form as the Balance Due field.

6) Click Attachments and attach the Final Catering Order Form.

7) Click Submit.

Total
Amount

) . Amount Amount 5t
Service Order Line Spend Category Ordered Avoady o ocalvadTo De
Received
Date
PO-0000000116 - Lime 1 SC0002 Catering Food 100,00 000 0.00

CerviCes

View All Requisitions

1) Enter My Requisitions in the Search bar and select My Requisitions — Report.

~

wW Q my requisitiong

My Requisitions - Report

2) Click OK to locate all of your requisitions.
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My Requisitions

Company ¥ Montclair State University - —
Requisition

Status =
Requisition Type =
Requesting Inventory Site =
Document Date On or After a1 /282822 E

Document Date On or Before MM DD Y E

Supplier

Spend Category =

Item

Project
Purchase Order

Exclude Canceled
Exclude Closed
Include Job Requisitions

Results in Table View

I I Cancal b
My Requ o

( Create Requisition )

~ Selection Criteria

Company Montclair State University

Document Date On or After  02/15/2022

Exclude Canceled Yes

Exclude Closed Yes

Edit Filters

~ Procurement Requisitions

8 items
!
Requesting Total
Requisition Reguisition Type Invemtory Site Document Date Armount Currency Suppliers
RO-00020409 Other D2/15/2022 25.00 usD DELL MARKETIMG LP
RG-00020410 Punch-Out Catalogs 02/15/2022 19.67 | USD W B MASON (PUNCH OUT)
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