OTA FI$CAL DESK PROCEDURES
ONE TIME ACQUISITIONS (OTA) FI$CAL DESK PROCEDURES

How to Create Requisition for DGS – OTA Submittal
Use these procedures if you are a FI$Cal transacting agency when submitting a requisition or a Purchase Order Change (POC). See Appendix A for POC procedures.
Required requisition attachments are detailed here.

Note: OTA no longer accepts a Std. 66 or Std. 96 from FI$Cal transacting agencies for a purchase request or purchase order change
1. Login to FI$Cal
2. Under “Sign On” Click on the “PeopleSoft” link
3. Navigate: Main Menu > eProcurement > Requisition
[image: ]
4. Click the “Special Requests” link
[image: ]
5. Enter valid values into the following fields for line item #1:
Item Description: 
New Request: Enter appropriate item description matching the vendor’s quote 
Change Request: Use the following item description format (POC #X – Description of change)(e.g. POC #1 – Optional Year One 2/2/17 – 2/1/18 – Software Maintenace and Support)
Price: Enter unit price of line item matching the vendor’s quote
Quantity: Enter the quantity for the line item matching the vendor’s quote
Unit of Measure: Use Look Up to select appropriate UOM matching the vendor’s quote 
Category: Use Look Up to search and select the appropriate UNSPSC code
Due Date: Use the calendar icon to select the appropriate date the line item will be delivered or services will start, if this information is unknown at this time leave this field blank
Additional Information: Type any additional information that pertains to the item (e.g. model #)
Example:
[image: ]
6. Click the “Add to Cart” button
7. Repeat Step #5-6 to add additional line items. 

8. Click the “Checkout” button at the top of the page
[image: ]

9. On the ‘Checkout-Review and Submit’ page enter values into the following fields:
Requisition Name: New Request: Enter a brief description of your request, Change Request: Enter description of Purchase Order Change (POC) using the following format (POC #X for PO #X)(e.g. POC #2 for PO #100349, POC #5 for PO #2750-0000004586)
Acquiition Type: Use Look Up to select the appropriate acquisition type
Acquisition Method: Use Look Up to select the appropriate acquisition method
Example:
[image: ]
10. Click the ‘Add EPP/SABRC’ button for each line items that contains recycled materials or falls under the CalRecycle reporting guidelines. Please review the following links for more information on what needs to be reported: EPP Buying Green; State Agency Buy Recycled Campaign (SABRC) 
If the line items do not contain recycle materials or fall under the CalRecycle reporting guidelines skip to step #13
[image: ]
11.  For each SABRC line item enter values into the following fields on the ‘EPP/SABRC’ page:
DGS Purchasing Standard: Use the Look Up to select the appropraite item from the list (if this line item is related to an LPA, leave this field blank)
Take Back: Use Drop Down to select ‘Yes’ or ‘No” (Take Back applies to toner cartridges, CFL light bulbs, batteries, paint and carpet)
SABRC Reportable: Use Drop down to select ‘Yes’ or ‘No’ (Yes = item is included in 1 of the 11 categories)
SABRC Category: Use Look Up to select the appropriate item from the list (identifies which of the 11 categories is applicable) Product Categories and Examples
SABRC Subcategory: Use Look Up to select the appropriate item from the list
Postconsumer Recycle Content %: Enter the percent of postconsumer recycle content
Total Recycled Content %: Enter the percent of recycled content (total recycled includes the postconsumer recycled content)
PCRC Source: Use the drop down to select the appropriate PCRC Source
[image: ]
12.  Click the ‘OK’ button
Click on the ‘Comments’ icon for the first line item
[image: ]
13. Enter appropriate comment(s) into the comment box(es), to add more comments click the ‘+’ button
NOTE: Ensure that one of your comments is your DGS Billing Code, formerly known as your CAN. This information is required on the PO in FI$Cal, and the OTA buyer cannot complete the dispatch of your PO without this number. Also, make sure to provide contact information for the Subject Matter Expert (SME) for the procurement.
14. Check the ‘Send to Supplier’ checkbox for each comment and attachment
[image: ]
15. Click the “Add Attachments” button
[image: ]
Click the “Browse” button and search for and select the desired attachment
[image: ]
16. Click the “Upload” button
17. For additional attachments repeat steps #16-18
18. Click the “OK” button
[image: ]
19. Click the small arrow to the left of the first line item to expand
[image: ]


20. Use the Look Up to change the ‘Ship To’ field to the correct ship to location for that line item (once selected the correct address should display next to ‘Address’
[image: ]
21. Click small arrow next to ‘Accounting Lines’ 
[image: ]
22. Use the ‘Accounting Lines” Section to select all the appropriate Chartfields “Accounting Information” for the line item
23. Repeat steps #21-24 for all line items
24. Collapse the ‘Accounting Lines’ by clicking the small arrow next to where it says ‘Accounting Lines’
25. Click on the ‘Check Budget’ link
[image: ]


26. When the warning message appears click the ‘OK’ button (the system will now take some time to think)
[image: ]
27. Once the budget check is complete you should now see Budget Checking Status: Valid. OTA will not accept the requisition if budget is not passed.
28. Click the “Preview Approvals” link
[image: ]
NOTE: Approver #1 should be a procurement supervisor/manager; Approver #2 should be an accounting official. If your approval path does not contain the correct approvers, please contact fiscalservicecenter@fiscal.ca.gov. 
Departments are able to decide who should fill the approval roles within their department, and often times due to size, approver #1 and approver #2 might be the same person.
NOTE: All Requisitions being submitted to OTA that require additional approvers (e.g. OFAM) within the approval path must be inserted prior to submitting to OTA data entry employee (see below)
29. In the Approver Path, click on the green “+” sign to ad hoc the OTA staff (Nicole Nash) as the last approver
P[image: Picture shows the approval path and Nicole Nash inserted as the ad hoc approver.]


30. At the top of the page, you will now see a ‘Requisition ID’ (make note of this number, this number is now your official request number)

[image: ]
31. Click the Look Up for the ‘User ID:’ field
[image: ]
32. Use the ‘Name’ search field to find the appropriate OTA staff, and then click the “Insert” button (contact PurchaseRequest@dgs.ca.gov to confirm the current OTA Requisition ad hoc approver)
[image: ]


33. Click the ‘Insert’ button
[image: ]
34. Click the “Apply Approval Changes” button 

[image: ]
35. Click the “Return” button 
36. Click the “Save & submit” button, this will submit the Requisition to the approvers in the approval path as well as One Time Acquisitions for processing. Send an email to PurchaseRequest@dgs.ca.gov to confirm your Requisition has been received.
[image: ]
Ensure the chartfields and account information is accurate before submitting the requisition for processing. Once we begin to process your requisition, any changes that need to be made to the purchase order or requisition may require cancelling the purchase order. 
Revising a requisition will retrigger the initial approval process and add unnecessary delays in the procurement process. 


Appendix A
Use these procedures if you are a FI$Cal transacting agency to submit a Purchase Order Change (POC), or to change your approval path.
Re-trigger the approval process to allow you to make changes (e.g., insert OTA staff as an Approver).

Edit the Requisition by going to Main Menu ð eProcurement ð Manage Requisitions.
Once there, press Clear and enter the BU # and Requisition ID #, then Search.
To the far right, you need to select Edit, then hit the GO button.


[image: Picture shows the drop down menu to select edit for the requisition.]


Once you are on the requisition page, click Add More Items button. Then you will choose the Special Requests option and input the new information. 
[image: Picture shows the Add More Items button.]
[image: Picture highlighting the Special Requests link to create a requistion to submit to OTA,]

Page 1 of 10
		Rev 7/28/2021
Page 8 of 10
		
Rev. 6/27/2025
image4.png
Create Requisition

Welcome Eugene Shemereko

Request Options. -

All Request Options

Catalog
Cal PIA
DGS LPA Item Catalog
Statewide Tech Procurement
Div
UNSPSC

Web

@ Home

Special Requests (2

7 My Preferences 48 Requisition Settings

Enter information about the non-catalog item you would like to order:

Item Details
“Item Description [Truck
“Price

*Quantity

55,000.00

o G

SETED Advanced Search

“Currency [USD

3 *Unit of Measure |EA Q




image5.png
Checkout - Review and Submit

Review the item information and submit the req for approval

Requisition Summary

*

My Preferences S Requisiton Settings

Business Unit 7760 |Q

Department of General Services

“Requester 10001254

@ Eugene Shemereko

“Currency USD

-Aequisition Type INON-IT Goods

Q

P [Formal - COMY|

Exemption code Q

Priority

Tow Trucks

Medium v





image6.png
Line  Description

SN ™

[ Select All/ Deselect All

Item ID

Select lines to:

Supplier

[# Add to Favorites

Quantity
5.0000
8 Add to Template(s)

uom

Each

e




image7.png
EPP/SABRC

lusiness Unit: 7760 Requisition ID: NEXT
EPP | SABRC

Ak i Party Gertcaton

R

 SABRC Reporible s v
| SABRC Category Q
| SABRC Subcategory a

* Postconsumer Recycled Comtemt % 100

Total Recycled Content % 000)

L —

EPP o

SABRC Compliant No

S e




image8.png
Requisition Lines (7
Line  Description ftem 1D Supplier Quantity uom Price Total Details ~ Comments Delete
P O 1 g Truck Add 50000  Each 55000.0000 275000.00 B 'dn i
EPP/SABRC




image9.png
Line Comment

Business Unit 7760

Line 1
‘Comments

Use Standard Comments

ion Date 01/20/2017
Status Open

Entered On

First

1

1of1

1

[ show at Receipt

Add Attachments

Attachments

o

[ show at Voucher





image10.png
[ send to Supplier [ show at Rece

) Attachments

ok || cancel |




image11.png
File Attachment





image12.png
Line Comment

Business Unit 7760 Requisition Date 01/20/2017
Status Open
Line 1
Comments
Use Standard Comments Entered On

1

[ send to Suppli [ show at Receipt [ show at Vouche:

mes

) Attachments

Cancel





image13.png
Cart Summary: Total Amount 275,000.00 USD

Expand lines to review shipping and accountin

Requisition Lines (7

Line  Description

1 o; Truck Add
! e EPP/SABRC

[ Select All/ Deselect All




image14.png
v 01 g Truck Add
EPP/SABRC

Shipping Line 1

Address st

City, CA 95814

Attention To  [Eugene Shemereko
Due Date  [01/31/2017 )





image15.png
v O 1 ga Truck Add
EPP/SABRC

Shipping Line 1 “Ship To

Address

Attention To

Due Date
“Distribute By

Accounting Lines

(0000000001 Q

Street

City, CA 95814

Eugene Shemereko

0173172017 ]

Qty v SpeedChart

50000  Each

Add Shipto Comments

Q  “Liquidate By [Amt v

55000.0000

Quantity 5.0000
Price 550000000

275000.00 B
Price Adjustment
Peqging Inquiry
Pegging Workbench

First

Personalize | Find | View All | 2 | [

Chartfieldst || Chartfields2 || Chartfields3 || Details

Line  Status DistType “Location

1 Open

Quantity

Percent

Q

5.0000

100.0000)

Merchandise Amt GL Unit

Detais 2 || Asset Information || Asset Information 2 || Budget information |

Entry Event

275,000.00(7760

Q

1

@ Edit

[+

1of1

P Last




image16.png
T Check Budget I} Pre.Check Budget

Save & submit ] Save for Later L




image17.emf

image18.png
‘Add Reportable Attachi
£ Pre-Check Budget

8 swewriaw B adsvoorems  [63meisimons  Bassrecsetbocumen




image19.png
Review/Edit Approvers

Stage 1
'SNFAEP-NURS-REG BED & MATTRES:Pending () ViewHide Comments
Patnt
(Approved [Approved Pending

Olve Estella Wajel Aimold )y @ Moo Nash
¥ Requisiton Approver 1 A‘T ¥ Requstion orover 2 (Gl
O53z5- 356 P o52825 - 4010

Comment History




image20.png
A

wypreerences ¥ requsiton setngs

o5 Requisition Name (12345 OBAS Gct Ofico Suppios.

priority




image21.png
@ https://financials fiscal.ca.gov/psc/psfpd1_neww

Insert additional approver or reviewer

Choose an approver or reviewer to insert

User ID: Q-

Insertas: © Approver

O Reviewer

Insert | | Cancel




image22.png
Approver/Reviewer Search

begins with v

begins with v

Search Results





image23.png
Insert additional approver or review
Choose an approver or reviewer to in
UserID: (10001254 QE

Insertas: © Approver

O Reviewer





image24.png
Not Routed Not Routed
> @ Muliele Approvers | g ) [ g Mulipl

Requisition Approver 1 Requisi





image25.png
(Y Save & submit




image26.C0614BC0
Manage Requisitions

 Search Requisitions |
To locate requisitions, edit the criteria below and click the Search button.

Business Unit 2720 ‘Requisition Name
Reauisiion 0000000803 Reauest s [y
Date From 0572072021 Date To 081182021
Requester| Entered By Q
[ soach || cew | Show Advanced each
Requisitions 7

To view the lifespan and line tems for a requisition, click the Expand triangle icon.
“To edit or perform another action on a requisition, make a selection from the Action dropdovin list and click Go.

ReqiD Requisiton Nome. BU  Dste  RequestSmte  Budget AcaType AcasubType  AcaMethod Aca SubMethod Total
) 0000008083 2022 CVSA Decals 2720 08/1172021 Approved vaid  [NON-TGooss | [non- 2l 165,568.00 [ usp [ETN |

Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report





image27.png
Quantty  uoM price Total Detais  Comments  Delte
[ tooo Each 1.0000 100 -
1,0000] B [o I i ]
03 Addto Template(s) M oelste Seiected

fZkMass Change

Total Amount 1.00 USD

Pre-Encumbrance Balance 100 usp




image28.png
@ Home

X wy Preterences 48 Requisiton settngs | B 11ine Checioul

search (Al

[ searen | agvanced searcn

& Catelog

‘Select Browse Catalogs Using DropDown

Q Catalog

‘Select Browse Catalogs Using
DropDown

Flea e a non-catalog request

] Tempiates

Browse Company and Personal
Templates

@ External Catalogs
Browse Supplier Website Items

MA

<y web

Browse Suppler Websites

Forms.
Create and Submit Forms

ePro Services
Request Services

Express item Entry
Create an Express Requisition

Favorites
Browse Favorite Items and Services

Recently Ordered

View recently ordered items and
sevices




image1.png
Search Menu:

®

FlsCal Pro

Employee Self-Service
Manager Self-Service
Supplier Contracts
Customer Contracts
Items

Suppliers

DDDDD D P

Procurement Contracts

Purchasing

Buyer Center

Requisiion
Manage Requisitions
Manage Requisition Approvals
Procurement Card Center
Reports
Purchasing Authority

Services Procurement
Sourcing
Project Costing

Billing





image2.png
i A e

EETTE

Request Options. & ] Search [Al M Search

Advanced Se

arch criteria or select & Catalog
menu on the right to

ating your requisition. Select Browse Catalogs Using DropDown

Catalog @ weo 1) Express tem entry
Select Browse Catalogs Using Browse Supplier Websites Create an Express Requisition
DropDown

7 st
[ Templates 8 eproservces Recently Ordered

Browse Company and Personal Request Services View recently ordered items and
Templates services

&l ¥

/M External Cataloas




image3.png
[Enter information about the non-catalog 1em you would like to order:

Item Detai

“Hom Besarpion | Truck

- 55,000.00) “Currency |USD
F— 5 “Unitof Measure £ Q
“Category (25101604 Q 1Bus Date (011312017}
Supplier
Supplier ID aQ Advanced Supplier Search

Supplier Name aQ Suggest New Supplier

Supplier Item ID

Manufacturer
Mfg ID Q
Manufacturer
Mfg Item ID

Specification 5465-1110 ¢

[ send to Supplier [ show at Receipt [ show at Voucher

Request New Item

[JRequest New ltem A notification will be sent to a buyer regarding this new item request




