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Adding a New Requisition (from scratch)

1) Select Build Reguest from the Main Menu
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2) Select Add New Reg

South Carelina State Procurement
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)
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3) Complete the Requisition Header page.

Required Fields...

Description

Agency Req.

Account

Invoice To address

Deliver To address

Requisitioned By...name, phone, and e-mail address

VVVVVY

The Requisitioned By information is automatically populated using the current user’s directory profile.

Main South Carolina State Procurement Log Out
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)

\\
* Descriptiuu:l \ * Agency Req:l Est. Total Cust:l Help
* Accuum:l\ =]

\

* Invoice Iu:l \ |
|

\

* Deliver Ta: \ =]

* Requisitioned B}':I._Iasnn Cromer * Email: |jcrnmer@sceis.sc.gw
* Phune:l(BD?r] 333-3333 Fa::l(333] 333-35565
Anthorized B}':I Approved B}':I
Title: Title:
Eeq. Delivery Date: I F.0.B. Point: | —Select- x|
Cancel Next Step



If a user can enter requisitions against multiple accounts, a drop-down box will be provided from which the user will have to
select. If a user can only enter requisitions against one account/no input is necessary.

[ain Sou
ADMINISTRA

Carolina State Procurement
ELAW JUDGES (5.C. Agency Number: 1100570

Log Out

* Description: I /

*.—lgeuc}'Req:l Est. IutalCus[:I Help

i _-'!.ccuum:l

* Invoice To:
1100205 CIVIL AIR PATROL SC
1100400 AGRICULTURE DEPT
1100570 ADMINISTRATIVE LAW JUDGES

1100150 FAMILY FARM DEVELOPMENT ALTHOR

* Deliver To:

* Requisitioned B}':I._lasnn Cromer

* Phone: |(803) 333-3333

* Email: icromer@sceis sc.gov

Fax:|(333) 333-3555

Cancel

Authorized By: I Approved By: I
Title: Title:
Req. Delivery Date:l F.0.B. Point: I -Select- =]

Next Step



Once the system knows which account the requisition is being submitted under, choices of Invoice To and Deliver To addresses
become available. If a default Invoice To and/or Deliver To address has been specified in the Agency master file, the selection
is made when the account is selected. The user can override the defaults by making another selection from the drop-down

box.
Main South Carelina State Procurement Log Out
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)
* Descriptio n:l * Agency Req:l Est. Total Cast:l Help
* Accaunt:l 1100150 FAMILY FARM DEVELOPMENT AUTHOR =]
* Inveice To:| PO BOX 11735 COLUMEIA * =l
Addr line 1: PO BOX 11733
City: COLUMEIA State: 5C Zip: 29211
* Deliver Iu:l 315 50UTH MAIN 5T | SUITE 214 | COLUMEIA =l
Addr line 1: 915 SOUTH MAIN 5T
2: SUITE 214
City: COLUMEIA State: 5C Zip: 29201
* Requisitioned B}':I._Iason Cromer * Email: |jcromer@sceis.sc.gov
* Phune:l(ﬂl}3] 333-3333 Fax: |[333] 333-3555
Authorized B:r:l Approved B}':I
Title: Title:
Req. Delivery Diate: I F.0.B. Point: I ~Select—- ;I

I Cancel

Next Step



After filling-in all appropriate information...click Next Step

Main South Carolina S

ADMINISTRATIVE LAW JUDGES {5\

Procurement
- Agency Number: 1100570)

e Descriptiun:lExample Requisition

* Agency Req: IE'IZ?AB Est. Total Cost:|23,090.00 Help

* Acco unt:l 1100150 FAMILY FARM DEVELOPMENT AUTHOR |=|

N

* Invoice Tu:l PO BOX 11735 | COLUMBIA

Addr line 1: POBOX 11733
City: COLUMEBIA

State: 3C

=

Zip: 2021

* Deliver Iu:|915 SOUTH MAIN ST I SUITE 214 | COLUMBIA
Addr line 1: 915 SOUTH MAIN ST
2: SUITE 214
City: COLUMEBIA

State: 3C

[

Zip: 20201

* Requisitioned B}':IJason Cromer

* Phane:[(803) 333-3333

AN

* Email: icromer@scei

Fax:

Authorized B:r:l

Iitle:l

Approved B:r:l \
Title: \

Eeq. Delivery I}ate:l

I Cancel

F.O.B. Point: | -Select-



4) Select items from the Commodity/Service file

Enter a description or code to search for commodities and services. Click Submit Search to list the items matched.

South Carclina State Procurement
MENTAL HEALTH PURCHASING OFF (5.C. Agency Number- 1\ 6100

Search for commodities'services matching this description: grape x

Log Out

Search for commodities/services matching this code:

Submit Search Clear Search

1) Enter akeyword and then chick the 'Submit Search’ button to search our database for commodities and or services that best descnbe
the items vou are requesting. Check the "Clear Search’ button to perform addinonal searches (this wall not drop vour current
selections).

2)

Select the goods and services vou wish to request by clicking the comesponding checkbox(s) on the results list. Expand a
commodity lne for additional descnption by chiclang '+, Collapse a commodity bne by clickng -

Previons Step




Click the “+’ to expand the hierarchy of a commodity/service. Click the check-boxes to select items.

ADMINISTRATIVE FAW JUDGES (5.C. Agency Number: 1100570)

Search Selected

this description: IerIit

Search for commodities/servjzes matching this cude:l

1) | Enter a kevword and then pfick the "Submit Search' button to search our database for commodities and'or services that best describe
the items you are requegfing. Click the 'Clear Search' button to perform additional searches (this will not drop vour current

earch for commodities/services matchi

selections).
2)| Select the zoodsdnd services you wish to request by clicking the corresponding checkbox(s) on the results list. Expand a
commodity liggfor additional description by clicking . Collapse a commodity line by clicking -

38 Commodities/Services found, displaying 1 to 3[FirstPrev] 1,2, 3, 4.5, 6.7, 8 [Next/l ast
CommiSrv Code Description ¥

&I 01921 BERRY CROPS
& 01924 EUCKWHEAT

01900-Agricultural Crops And Grains Inclnding Fruts, Melons, Nuts, And Vegetables
&I 01830 CORN
= 01932 COTTON

01900-Agricultural Crops And Grans Including Froits, Melons, Nuts, And Vegetables
- I 01941 FRUTTS, CITRUS

10



The user can enter a partial code to list all commodities/services belonging to a specific class. While doing the previous
search, it was noted that class 393 encompasses FOODS: STAPLE GROCERY AND GROCER'S MISCELLANEOUS
ITEMS. The longer the code that you supply, the more specific the query will be. Note: The wild card character, ‘*’, must
be used for partial commodities/services searches.

Main South Carelina State Procurement Log Out
MENTAL HEAI TH PURCHASING OFF (8.C. Agency Number: 1116160

Search Selected

Search for commodities/services matching this description:

Search for commodides/services matching this code:| 393" Submii Search Clear Search

1) Enter a keyword and then click the “Submit Search’ button to search our database for commodities and ‘or services that best descnbe
the items vou are requestmg. Click the "Clear Search’ button to perform additional searches (this will not drop your current
selections).

2) Select the goods and senvices you wish to request by chcking the comespondmg checkbox(s) on the results hst. Expand a
commadity line for additional descrption by clicking *+'. Collapse a commodity kine by chicking "

Previous Step Next Step

11



A user can click the Selected tab at anytime to display the collection of commodities/services that has been chosen.

auth Carolina State Procurement Log Qut
ADMINISTRATIUE LAW JUDGES (5.C. Agency Number: 1100570)

Search for commodities/services matching this descripliun:l

Search for commodities/services matching this code: |393* Submit Search

1} Enter a keyword and then click the "Submit Search' button to search our database for commodities and/or services that best describe
the items you are requesting. Click the 'Clear Search' button to perform additional searches (this will not drop vour current
selections).

2} Select the goods and services you wish to request by clicking the corresponding checkbox(s) on the results list. Expand a
commodity line for additional description by clicking *+. Collapse a commodity line by clicking -

69 Commeodities/Services found, displaying 1 to 3[FirstPrev] 1,2, 3.4 5. 6, 7.8, 9, 10 [Next] ast

Commi/5Srv Code = Description ¥
g O 33303 BREADING
39300-Foods: Staple Grocery And Grocer's Miscellaneous Items
- [ 39304 BREAD MIXES, ALL TYPES
@ [ 38303 CONES, ICE CREAM
@B [ 39306 COMBINATION MEALS, SHELF STAPLE (TO
INCLUDE READY TO EAT PREPARED MEALS)
(MEE
@ [ 33310 CHIPS, ALL TYPES

12



Click “off” a check-box to drop a selection. When all items have been selected, click Next Step.

Log Out

=
o
=

South Carolina State Procurement
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 110057

Search Selected

1) Listed below are the commodities/services that will be used to help categorize the items in your requisition. A requisition item will ke
created for each of vour selections. Click "off the checkbox to remove that commodity/service from our selection list.
2)  Click the 'Search' tab to execute additional searches against our commodity/service database.
3) Click the Next Step’ button when vou have selected a commodity/service for each of vour requisition\items.
13 Commeodities' Services selected, displaying 1 to 3[First/Prev] 1, 2 [Next'L ast
Commi5rv Code > Description

&7 01821 BERRY CROP3

& 01924 BUCKWHEAT

- I 01930 CORM

=- 01932 COTTON

01900-Apricultural Crops And Grains Including Fruits, Melons, Nuts, And Vegetables

&I 01941 FRUTTE, CITRUS

- I 01942 FRUITS, DECIDUQUS TREE

- 7 01947 GRAPES

- I 01950 HOPE

Previous Step Cancel I- Next Step

13



5) Verify, re-number, and group your selections.

Look over your selections. You can drop or make additions to your list by clicking Previoys Step. You can group your items
into lots by assigning lot numbers. You can also re-order your items by assigning differeat item numbers. The Renumber
button located at the bottom of the page will assign item numbers based on the order gFyour selection (this is how/the original
line numbers are assigned). Click Next Step to add your new requisition to the database.

=
[
=

Sowth Carolina State Prgturement Log Out
ADMINISTRAT. LAW JUDGES (5. Agency Number: 1100570)

A new requisition will be added to the database using the followingNJ itegp. You will still be able to add, change, #d delete items from your
requisition after this operation is complete. If thers are other items thiceed to be added, as a matter of convenjénes, you may want to make the

additions befors vou continue by clicking the Previous Step buttongAocat® at the bottom of the page. If voydre ready to continue, just click the Next
Step button.

15 Commedities/Servicgg Tound, displaying 1 to\(FirstPrev] 1, 2, 2 [Next/L ast]

[ | Lot %] ltem 2 CommiSrv Code = Description g
& I— r 01921 EERRY CROPS

& I_ Iz_ 01930 CORN

& I_ |3_ 0524 BUCKWHEAT

& I_ I‘df_ 01932 COTTON

& I_ |5_ 01941 FRUITS, CTJAUS

14



6) Review your item details.
Add needed detail by filling-in the appropriate form fields. Only a description and a valid commodity/service code are
required at this time, but your items will have to be numbered sequentially before the requisition can be submitted to the

procurement office.
You can navigate through your items by clicking the appropriate button on the navigation bar.

Iain AT T CrAte -
' - ; séency Number: 1100570)

_'ﬂ M s % g iz Go to Jtem : | |

Please remember to click the Save Updates button (located at bottom of page) to save any changes to an existing Item. Clicking the New

button will allow you to add a new occurrence of an Item to the database.
Item: I'] Lot: I'I Tvpe Acquisition: | —Select— x| Comm/S n'c:ID'I 91
Requested. U/M: | -Select- | Qty. Requested:l Est. Unit Cost:l
Model: Brand: I Manufacturer: I DE“"-E'}"- DME:I
{mm/dd yyyy]
I)es-;riptiun:l

Comm/Srve Description: berry crops

15



7) Add other items after the requisition has been built.

For adding new items, click New to move to a blank input form.

i Carelina State Procurement
AW JUDGES (5.C. Agency Number: 1100570)

Header

Goto Ttem : | ]

M ﬂ A12345: 1 ﬂ % N“j

Next

Previous

Please remember to click the Save Updates button (located at bottom of page) to save any changes to an existing Item. Clicking the New

button will allow you to add a new occwrence of an Item to the database.
Item: I'l Lot: I'I Tvpe Acquisition: I -Select— =] Comm/3 n'r.:ID'I a1
Requested. UN: | —Select— ;I Qty. Requested:l Est. Unit Cost:l
Delivery Dn[e:l
{mm/ded yyyy]

Brand: I Manufacturer: I

Model:

Des-;riptiun:l

Comm/Srve Description: berry crops

16



Click Add New Comm/Srv if you would like to query the commaodity/service file

South Carcolina State Procurement

Header

ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)
]

4 .412345.—\
i Previous MNext

Goto Ttem : | ]

D
Last ~  New

AN

Please remember to click the Save Updates button (Ncated at bottom of page) to save any changes to an existing Item. Clicking the New
button will allow you to add a new occwrence of an Nem to the database.

Lot: I'I Tvpe Acq_uisitiun:l—Select— ;I Cumm.-'Srrc:ID'I a1

Item: I'l
Requested. UN: | —Select— ;I Qty. Requested:l Est. Unit Cust:l—
Model: Braud:l \ A [“uf“mr":l I}elirerj:r Da[e:l — ]
{mm/ded yyyy]
Descriptiuu:l

Comm/Srve Description: berry crops

Add New Comm/Srv Delete

Cancel Save Updates

17



Enter a description or code to search for commodities and services. Click Submit Search to list the items matched.

IMain South Carelina State Procurement
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)

Search for commodities/services matching this descriptiun:l Submit Search

Search for commodities/services matching this cude:IEDEﬂ

1) Enter a keyword to search our commodity deseriptions. Click the "Submit Search’ button to execute the search.

2} Select the goods and services yvou wish to request by clicking the checkboxes. Expand a commodity class by clicking '+'. Collapse a
commaodity class by clicking '-".

3) Use the 'Previous Step” button if vou need to review a previous step..using the browser's forward or backward button will not submit

vour data.
Previous Step Cancel Next Step

18



Check one or more items to add to your requisition. Click Next Step to continue.

South Carelina State Pro et Log Out
ADMINISTRATIVE LAW JUDGES (5.C. AgendX Number: 1100570)

Search Selected

Search for commodities/zervices matching this descriptio n:l Submit Search

Search for commodities/services matching this code: IEI}E*

Commi5Srv Code
50509 ADDITIVES, RINSE
- [ 50515 BLUING, INKS, AND VAT DYES
O 50520 BORON COMPOUNDS: GRANULATED BORAY,
SODIUM PEREORATE, ETC.
g [ 50525 CHLORINE AND PEROXYGEN BLEACHES, ETC.
- O 50530 CHEMICALS (NOT OTHERWISE CLASSIFIED)

Previous Step Next Step

19



You can drop or make additions to your new items list by clicking Previous Step. You can assign your item(s) to a new or

=
o
=

South Caroliyfa State Procuremext Log Qut
ADMINISTRATIVE LAR/IUDGES (5.C. Agency Numbxr 11005 70)

If vou continue with this operation, ene new item will be added to the current requisition. You will stilNpe able to add. change, and delete items from
wvour requisition after this operation is complete. If there 378 other items that nead to be added, as a matteX of convenience, you may want to make the

additions before you continue by clicking the Previous $tep button located at the bottom of the page. If vy are ready to continue, Just chick the Next
Step button.

One Commodity/Service found.

|| Lot 3| ltem & Description
E! I I-I G 50513 BLUING, INES, AND VAT DYES

20



8) Assign alternate delivery addresses to items.

If you need to assign an alternate delivery address to an item, click Alt. Delivery.

Main South Capelina State Procurement Log Out
ADMINISTRATIV AW JUDGES {5.C. Agency Number: 1100570)
Header
LI s M bl D ——
A12345- 1 Co to Ttem - #
Firzi Previous MNext Last Mew —I

Please remember to click the Save Updates button (located at bottom of page) to save any changes to an existing Item. Clicking the New

button will allow vou to add a new occwrence of an Item to the database.
Item: I'l Lot: I'I Type Acquisition: | —Select— x| Comm/s m::lD'I 921

Requested. UM | —Select— | Qty. Reques[ed:l Est. Unit Cust:l
. Delivery Date:l
Manufacturer: I (nmddiyyyy

Brand: I

Model:

Descrip[iuu:l

Comm/Srve Description: berry crops

21



Select an alternate delivery location from the drop-down box.

Souph Carolina State Procurement
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)

=
]
=

Header
LI s o Dl ]
A12345- 1 Go to Item : i
First  Previous Ne_xt/ Last " #)|

Item Description:

If this item 12 to have a different delivery address lha.r/ the default specified on the requestion header, please specifry it here.

Default Delivery... Addr line 1: 215 SOUTH MAIN 5T
2: SUITE 214
City: COLUMERA State: SC Zip: 29201

Alternate Delivery... Account:
Deliver ta:|

1100150 FAMILY FARM DEVELOPMENT ALUTHOR
1100205 CIVIL AIR PATROL 5C

1100400 AGRICULTURE DEPT

1100570 ADMINISTRATIVE LAW JUDGES

22



9) Review lots

If you are grouping items into lots, you can enter lot descriptions or list items by lot. Click the Lots tab to move to the lot
section of the current requisition.

=
[
=

ADMINISTRATIVE LAW JUDGES (5.C. Agenxt Number: 1100570)

Lots [tems

List Header

« A12345: 1 N3 ] Gotoltem: [ | G4
Item Detail

Item Description:
If this item is to have a different delivery address than the default specified on the requestion header, please specifiy it here.

=]

:
E’-
i
A

Default Delivery... Addr line 1: 915 SOUTH MAIN 3T
2:SUITE 214
City: COLUMEBILA State: SC Zip: 20201
Alternate Delivery... Account: | ;I

Deliver to:

Cancel Save Updates Delete Alt. Delivery

23



From the Lot Items page, you can get a quick look at all items assigned to the current lot. Click any of the navigation buttons
to move through the lots.

=
w
=

ocuTement
ZAgency Number: 11005 70)

Log Out

MK ﬂ/ A12345: 1 ﬂ
Previous

3

Ll
3

&

g

3
s
=

Fixst
5 Items found, displaying all Items.
=1 Description
1 berry crops
2 com
3 buckwheat

24



10) Move back to the requisition listing for other maintenance

Click the List tab to move back to your agency’s requisition listings.

Main South Carolina State Procurement Log Out
ADMINISTRATIVE LAW JUDGES {5.C. Agency Number: 1100570)

Header

M h Al2345: 1 ﬂ

E
:

W
=

First Previous Next Last
3 Items found, displaying all Items.
= Description S
1 berry crops
2 com
3  buclowheat

25



11) Move back to the Main menu from any form.

Click the Main link to move back to the main menu. Clicking Log Out will end your session and take you to the S.C. State
Portal.

=
w
=

South Carolina State Procurement Log Out
ADMINISTRATIVE LAW JUDGES (8.C. Agency Number: 1100570)

List Header Lots [tems

You can expand a requisition to ses its corresponding items by chicking the plus (+) beside it. Select a requisition or item by clicking on the checkbox beside
u Youc san delete vour selections or a:l:l & new uqul«m..n contaiming the 1 items you ed using the buttons below. Chck the List Sels. button below to

36 Requisitions found, displaying 1 to 10[FirstPrev] 1, 2, 3. 4 [(Next/l ast]

|__ReqNumber 3] Status 3] Submitted By 3| _Est.Total Cost | Account ¢

E! O A12345 Pending Jazon Cromer £23.090.00 1100150
[+ O it0E-2 Submitted Jason Cromer 1100570
- O it0e Submitte=d Jason Cromer 1100570
- O slajfoifi Feceivad Jason Cromer 1100570
[+ [T zszszszsz Faceivad Jason Cromer 1100570
- vovovovow Receivad Jason Cromer 1100570
E! O Nenenenen Received Jason Cromer 1100570
- kslslsisl Racsivad Jason Cromer 1100570
- " lolololal Feceived Jason Cromer 1100570
- bobachobo Receivad Jason Cromer 1100570

26



Adding a New Requisition (by copying from previous work)

1) Select Build Reguest from the Main Menu

South Carolina State Procurement Database

Doing Business with the State

Build Request

Build new or vpdate pending requizition

Submit for Procurement
Submit a pending requsition to procurement for approval

Vendor/Supplier Search

Rearch for vendor information

Requisition Manual
View requsition help

Log Out

Procurement Information Center

Information Technology Management Office
Office responsible for all procurements involving information technolosy

Materials Management Office
Chief procurement officers for goods and services

27



2) Build your selection list to use as the basis for creating your new requisition

You can select entire requisitions or individual items to use as a starting point for a new requisition. Click the ‘+’ to expand a
requisition.

Main South Carelina State Procurement
ADMINISTRATIVE LAW JUDGES (5.C. Agency Nuwdter: 1100578)

Header

You can expand a requisition to see its correspending items by clicly 2 plus (+) beside it. Select a requisition or item by clicking on the checkbox beside
it. You can delete your selections or add a new requisition cpetdining the i items you selected using the buttons below. Chick the List Sels. button below to
display a list of corrently cted raquisitions or Se eqs. to search fora ~pwl fic requisition. Click the link on a requisition name to adit the

information for that requisition

35qu_ul zitions ".,und displaying 1 to 10[FirstPrev] 1, 2. 3. 4 Ne Last]

Submitted By Est. Total Cost

Req Humber =

- A12345 Panding .Ta;c'n Cromer £23,090. CC 1100150
E! O it0g-2 Submitted Jason Cromer 1100570
E! O itog Subrmitted Jason Cromer 1100570
[+ O slajfoifi Faceivad Jason Cromer 1100570
[ [T zszszszsz Fzceived Jason Cromer 1100570
#- T vovovovow Recaived Jason Cromer 1100570
E O nenenenen Received Jazon Cromer 1100570
&I kslslsisl Receivad Jason Cromer 1100570
[+ " lolololol Faceived Jason Cromer 1100570
E! O hobaohobho Recetved Jason Cromer 1100570
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Selecting a requisition will select all subordinate items.

South Carelina State Procurement

Header

ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)

display a ligt o
informatiop for that requisition

YOur :vl“u.,tb or 1:1:1 3 new uqul«ul.,n L.,mammv [hv items you ::lv. ,,:i using [h t:uu.,tb below
uﬂ-ﬂth hl“tvdivqm itions or Search Reqs. to search fora ~pv.1 fic requisition. Click the link on a requisition name to edit the

ClLJ- [hvl_lstiels t:uu.,nl:: low to

= A12345
—1-1
|Cc|||a|:|se requisition ?‘4|

‘|
P |
g

i
n

2
i

n2
Hi

h
oo

e
[1=]

i

b,
|

5 2 [
[E]

OO0o0ooooooon

=
=
i
[

it06

slajfoif]
I5I5Z5Z5T

[=y]

VOVOVOVOV

nenenenen

kslslslsl

lolololol

[
OOoooOooooono

[EI.

bobaobobo

36 Requisitions found, displaying 1

RegNumber 2|  Status 2 Submitted By Est. Total Cost

Pending Jazson Cromer
berry crops

corn

buclowheat

cotton

fruits, eitrus

fruits, deciduous trae
Erapss

hops

melons

nuts, tres

potatoes, irish
pumplkins

rice

e

sorghum

Submitted Jason Cromer

Eubmitted Jazon Cromer

Raceivad Jazson Cromer
Becetved Jason Cromer
Racaived Jason Cromer
Beceived Jason Cromer
Raceived Jazson Cromer
Raceivad Jazson Cromer
Recetved Jason Cromer

te 10[FirstPrev] 1,2, 3, 4 NE Last]
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You can also select individual items by clicking the corresponding check-box.

=
[
=

South /.-f State Procurement Log Out

ADMINISTRATIVE 'DGES (5.C. Agency Number: 1100570

ifon containing the items you selected using the buttons below. Click the List Sels. button below to
rch Reqs. to search for a specific requisition. Click the link on a requisition name to edit the

found, displaying 1 to 10[FirstPrev] 1. 2, 3, 4 [Next/Last]

bmitted By 4| EstTotalCost 4]  Account  #|

= T A12345 Pending Jazon Cromer $23,090.00 1100150

berry crops
corn
buclowheat
cotton
frits, eitres

fruits, deciduous tree

et Erapes

28 hops

38 melons

M 3-10 nuts, tree

411 potatoes, irish

412 pumpkins

r 4-13 rice

14 e

Cis sorghum
- ithg-2 Submitted Jason Cromer 1100570
E r it0e Submitted Jazon Cromer 1100570
E! I- slajfoif] Received Tason Cromer 1100570
[ [T zszszszsz Receivad Tason Cromer 1100570
& vovovovov Recsivad Jason Cromer 1100570
[ "' nenenenen Received Jazon Cromer 1100570
E! I_ kslslslsl Received Tason Cromer 1100570
[ " lolololol Fecaivad Jason Cromer 1100570
E!' I- hobaobobo Received Jason Cromer 1100570
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3) Search for items to add to your selection list

If you would like to search your requisitions, click Search Regs.

Tou can expand a requisition to see its corresponding items by clicking the plus (+

it. You can delete your selections or add a new requisition :cmaLni.ntr thv it-m~ you
display a list of currently selec
information for that requisition

Add New Req.

36 Requisitions found, displaying 1 to 10[FirstPrev] 1.2, 3. 4 Ne Last]

RegNumber 2|  Status 2 Submitted By Est. Total Cost

= Al12345 Pending Jason Cromer £23, C:-., o0 1100150

mia berry crops

12 corn

[+ 1-2 buclowheat

C24 cotton

25 friits, eitros

[+ 2-6 fruits, deciduous tree

27 prapes

28 hops

Nas melons

M 3-10 nuts, tree

I 4-11 potatoes, irish

412 pumplins

413 rice

14 e

Cis sorghum
[ M itog-2 Submittad Jason Cromer 1100570
E r it0e Submitted Jazon Cromer 1100570
[ [ slajfoif Recaived Tason Cromer 1100570
IE r ISISISIST Raceivad Jazson Cromer 1100370
[ O vovovouoy Faceived Jazon Cromer 1100570
[ "' nenenenen Received Jazon Cromer 1100570
[ [T ksislsis) Recaived Tason Cromer 1100570
[ " lolololol Fecaivad Jason Cromer 1100570
&I bobachobo Receivad Tason Cromer 1100570
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By entering an agency’s requisition number or part of an item’s description, you can perform searches against existing
requisitions. If the phrase entered in the Description search field appears anywhere in an item’s description, the requisition
will be returned in the search ‘results’ list. Enter search criteria and then click Submit Search.

=
[
=

South Carelina State Procurement
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1X00570)

Enter an Agency Req Number or part of a description in the boxes and below and click Submit Search to ex
requisition to see its corresponding items by clicking the plus (+) beside it. Select a requisition or item by cliching on the checkbox beside it. You can
delete your selections or add a new requisition containing the items vou selected using the buttons below. Clich\ the List Regs. button below to see display
o edit the information for that requisition

.-‘Lgenc}'Req:I Descriptinn:lsand |
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From the search ‘results’ list, you can add to your selection list by clicking the appropriate check-boxes.

=
o
=

South Carolina State Procurement Log Out
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 11005 70)

List Header Lots Items

Enter an Agency Req MNumber or part of a description in the boxes and below and click Submit Search to execute yvour search. You can expand a
requisition to ses its corresponding items by clicking the plus (+) beside it. Select a requisition of item by clicking on the checkbox beside it. Tou can
delete your selections or add a new requisition containing the items you selected using the buttons below. Click the List Regs. butten below to see display

requisitions or List Sels. to display a list of currently selected requisitions. Click the link on a requisition name to edit the information for that requisition

Agency Req:l Descriptinysand Submit Search

1 Requisitions fops laying 1 to 3[FirstPrav] 1, 2 [Mext'Last

[ | | ReqNumber 2 Status Submitted By Est Total Cost %[  Account 3
= zaxazazat Fnding Jason Cromer, the great £33.33 1100570

TED: CLOTH., FIBER, SANDPAPER. ETC.

I E NDELASTING, METAL
14 AEE ASTVES, COATED: CLOTH, FIBEE. SANDPFAPER, ETC.
[+ ABFASIVES, SANDELASTING, METAL

" 1-6 EECYCLED ABFASRIVES PRODUCTS AND SUPPLIES

Ma2-7 ABFASIVES: FELDEPAR, PUMICE, SILICA, ETC.

28 WHEEL COVERS, CLOTH (FOR SHOE MANUFACTURING 3EE CLASE 005 FOR ABRASIVES)
| =] ABFASIVES MANUFACTURING SERVICES

[T 310  casssttes, cassette helders, grids, and intensifying screens

[T 310  cassattes, cassette holders, grids, and intensifying seraens

310 whibtle

[M2-10 moofibble

310 whibtle

& koopeepow Facsivad Jason Cromer, the great §127.89 1100203
E-I7 12345 Panding Jason Cromer 1100205
w7 898989898 Panding Tason Cromer 1100205
@7 Imnoparst Received Jason Cromer $123.78 1100205
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4) List your selections

Click List Sels. to review your picks.

=
o
=

South Carolina State Procurement

Header

WISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)

d below and click Submit Search to execute your search. You can expand a
requisition to see its corresponding items by clicking the plus (+) beside

. Select a requisition or item by clicking on the checkbox beside it. Tou can
using the buttons below. Click the List Reqs. button below to see display

.igenc:rReq:I Descriptinn:lsand

Submit Search

1 Requisitions found, displaying 1 to 5[First/Prev] 1. 2 [Mext’ ast

[ | RegNumber #|  Status 2] Submitted By 4| EstTotalCost 4|  Account 3]

B zaxarazat
[M3-1 ABRASIVE EQUIPMENT
[M2-2 ABRASIVES, COATED: CLOTH, FIBER, SANDPAPER. ETC.

Oooono

[F3-3 ABRASIVES
[M1-4 ABRASIVES

Pending Jazon Cromer, the great

NDELASTING, METAL
COATED: CLOTH, FIBEER, SANDPAPER, ETC.
ANDBLASTING, METAL

[M1-6 RECYCLED ABRASIVES PRODUCTS AND SUPPLIES
(27  ABRASIVES: FELDSPAR, PUMICE, SILICA, ETC.

[2-8 WHEEL COVERS, CLOTH (FOR SHOE MANUFACTURING SEE CLASS 005 FOR ABRASIVES)

[129 ABRASIVES MANUFACTURING SERVICES

:1555“55:
:1555“55:
210  whibble
[M23-10 moofithle
(310  whitblz
koopeepow
12345

83955959898
Imnoparst

cassztte holders, grids, and intensifying screens

cassztte holders, grids, and intensifying screens

Fecetved Jason Cromer, the great
Pending Jason Cromer
Pending Jason Cromer
Faceived Jazon Cromer
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In this example, all the items from requisition A12345 and two items from requisition S1234 will be used to build the new

requisition.

=
w
=

ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)

List

South Carelina State Procurement

Header Lets

Liems

Below are the requisitions you have selected. You

can expand a requisition to

see itz corresponding items by clicking the plus (+) beside it. Select a

requisition or item by clicking on the checkbox beside it. You can delete vour selections or add a new requisition containing the items you selected using
the buttons below. Click the List Regs. butten below to display all requisitions or Search Regs. to display a list of currently selected requisitions. Click
the link on a requisition name to edit the information for that requisition

3 Selections found, displaying all Selections.

——— Selections ————

=7 Requisition: A12345

AR AARAREEAEAE

|3 L= (== e (= R L E S (PR | R B

—
&

—
]

—
(S ]

14
15

.

berry crops
corn
buckowheat
cotton

fruats, citros
frmits, deciduons tres
grapes

hops

malons

nuts, tres
potatoes, irish
pumplcins
rice

ve

sorghum

¥l Req. Item: zaxazazat-3 ABRASIVES
= Req. Item: zaxazazaths ABRASIVES, SANDBLASTING, METAL

Status: Pending

Submitted By: Jazon Cromer

, SANDELASTING, METAL
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5) Start the new requisition process by clicking Add New Req.

Click Add New Req to start the process. Item numbers for the new requisition will be assigned in the order you selections
were made.

South Carolina State Procurement Log Out
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)

Header

Below are the requisitions =2 its corresponding items by clicking the plus (+) beside it. Selecta
requisition or item by clickiye by ions of add a new requisition containing the items you selected using
the buttons below. Click the List Regs. button below to display all requisitions or Search Regs. to display a list of currently selected requisitions. Click

3 Selections found, displaying all Selections.

=- Requisition: A12345 Status: Pending Submitted By: Jason Cromer Est. Total Cost: 523,090.00
=1 berry crops
=2 corn
F3 buclowheat
F 4 cotton
5 fruits, citrus
| e fruits, decidvous tres
| i Frapes
IFa ops
=2 melons
= 10 nuts, tres
11 potatoes, irish
=12 pumplin:
=13 rice
=14 Ve
= 15 sorghum

¥ Req. Item: zaxazazat3 ABRASIVES, SANDELASTING, METAL
¥ Req. Item: zaxazazat-5 ABRASIVES, SANDELASTING, METAL
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6) Verify, re-number, and group your new items

Look over your selections. You can drop or make additions to your list by clicking Previpus Step. You can group your items
into lots by assigning lot numbers. You can also re-order your items by assigning differént item numbers. Click Next Step to
continue the process.

Main South Carolina State Procure Log Out

n

If yvou continue with this operation, the following 704 requisition items will b'copied to a new requisition. You will still be able to add, chagee. and

delete items from vour new requisition after this eperation is complete. Iffhere are other items that need to be added. you will have the epppriunity to
make additional selections from the commodity/service file in a succeedifig step. For mors information about how this process works, click here. If
vou are ready to continue, just click the Next Step button.

[ Lot _| Item |

|_|1_ 01967 rye
|_|9__ 01972 sorghum
|1_|3_ 01921 berry craps
|1_|4_ (11930 corn
|1_|5_ 01924 buckwheat
|;u__|5_ 01932 cotton
|2_ 7 01941 fruifs, citrus

Previons Page Next Page
v
Previous Step Cancel Next Step
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7) Complete the Requisition Header page.

Required Fields...

Description

Agency Req.

Account

Invoice To address

Deliver To address

Requisitioned By...name, phone, and e-mail address

VVVVVY

The required fields (except Description and Agency Req) are automatically populated using the current user’s directory

profile and previous requisition information.

Main South Carolina Stads Procurement

ADMINISTRATIVE LAW JUDGES (5.C:

ency Number: 1100570)

* Des criptiun:l * Agency Req: || Est. Total Cost: I23,DE}D_DI} Help

* Accaum:l 1100150 FAMILY FARM DEVELOPMENT AUTHOR =

Addr line 1: 915 SOUTH MAIN 8T
2: SUITE 214
City: COLUMEIA

State:

* Invoice To:| PO BOX 11735 | COLUMBIA x|
Addr line 1: PO BOX 11735
City: COLUMELA State: 5C Zip: 20211
* Deliver Ta:| 915 SOUTH MAIN ST | SUITE 214 | COLUMBIA |

aC Zip: 29201

* Requisitioned B}':IJason Cromer

* Phome: |(803) 333-3333

E Email:|jcmmer@sceis.sc.gov

Fax:|(333) 333-3555

Authorized By: I Approved By: I
Title: Title:
Req. Delivery Date:l F.0.B. Point: I -Select- =]

Previous Step

38
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If a user can enter requisitions against multiple accounts, a drop-down box will be provided from which the user will have to
select. If a user can only enter requisitions against one accoung/no input is necessary.

Main Souty Carolina State Procurement Log Out
ADMINISTRAMIVE LAW JUDGES (5.C. Agency Number: 1100570)

* Description: IAnather Example Fiequ?}én *Agenc}'Req:lB‘IEME Est. IulalCust:IES,l}Ql}_DD Help

* .lccuuul:l 1100150 FAMILY FARM DEVELOPMENT ALUTHOR ;I

* Invoice To: 1100150 FAMILY FARM DEVELOPMENT ALUTHOR
nvolce 10:[1100205 CIVIL AIR PATROL 5C
1100400 AGRICULTURE DEPT

1100570 ADMINISTRATIVE LAW JUDGES Zip: 29211
* Deliver Iﬂ:l 515 SOUTH MAIM ST | SUITE 214 | COLUMEIA ll
Addr line 1: 915 SOUTH MAIN 5T
2: BUITE 214
City: COLUMBIA State: SC Zip: 20201
* Requisitioned B}':I._Iasnn Cromer * Email: chrumer@sceis.sc.gﬂ‘u’
* Phone:|(803) 333-3333 Fax:|(333) 333-3555
Authorized B}.‘:I Approved By: I
Title: Title:
Req. Delivery Date: I F.0.B. Point: | -Select- ;I

I Previous Step

Next Step
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Once the system knows which account the requisition is being submitted under, choices of Invoice To and Deliver To addresses
become available. If a default Invoice To and/or Deliver To address has been specified in the Agency master file, the selection
is made when the account is selected. The user can override the defaults by making another selection from the drop-down
box.

Main South Carelina State Procurement Log Out
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)

* Description: IAnother Example Requisition * Agency Req: IB'12345 PA;I Cost: I23,DBD.DD Help
* .-'Lccuum:l 1100150 FAMILY FARM DEVELOPMENT AUTHOR =]
* Invoice To:| PO BOX 11735 | COLUMBIA =
Addr line 1: POBOX 11733
City: COLUMELA State: SC Zip: 29211
* Deliver Ta:l 915 SOUTH MAIN 5T | SUITE 214 | COLUMBIA ;l
Addr line 1: 915 SOUTH MAIN ST
2: SUITE 214
City: COLUMELA State: 3C Zip: 29201
* Requisitioned B;r:l.Jason Cromer * Email: |j::rc:mt;!rl(a:’st:eis.sc.gu‘.:‘ur
* Phone: |(803) 333-3333 Fax:({333) 333-3555
Anthorized B}r:l Approved B}.‘:I
Title: Title:
Eeq. Delivery Date: I F.0.B. Point: | —Select- x|

I Previous Step Cancel Next Step
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After filling-in all appropriate information...click Next Step

Main South Carolina

ADMINISTRATIVE LAW JUDGE.

te

Procurement

LC. Agency Number: 11005 70)

* Description: |Another Example Requisition

* Agency REﬁtIBTE?ﬂ-E Est. Total Cost: I23,DBD.DD Help

* .-'Lccuum:l 1100150 FAMILY FARM DEVELOPMENT AUTHOR =

AN

* Invoice Iu:l PO BOX 11735 | COLUMBIA

Addr line 1: POBOX 11733
City: COLUMELA

State: S5C

* Deliver Iu:l 315 S0UTH MAIN 5T I SUITE 214 | COLUMBIA

Addr line 1: 915 SOUTH MAIN 8T
2: 3UITE 214

City: COLUMEIA State: 5C Zip: 29201
* Requisitioned By.-:lJason Cromer * Email: |jcr0mer@scei\5\sc.gw
* Phune:l(BDS] 333-3333 Fn:|(333] 333-35565 \
Anthorized B}':I Approved B_\':I \
Title: Title: \
Req. Delivery Date:l F.0.B. Puinl:I—Select— =] \
I Previous Step Cancel g
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8) Select additional items from the Commodity/Service file

You can now assign additional items to your new requisition by making selections from the commaodity/service file. Enter a
description or code to search for commodities and services. Click Submit Search to list the items matched.

=
B
=

South Carelina State Procurement
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1108

Search Selected

Search for commodities/services matching this descriptiun:labrasivel
Search for commodities/services matching this cude:l

1) Enter a keevword to search our commodity descriptions. Click the "Submit Search® button to execute the search.

2) Select the goods and services you wish to request by clicking the checkboxes. Expand a commeodity class by clicking "+'. Collapse a
commaodity class by clicking '-".

3) Use the 'Previous Step’ button if vou need to review a previous step...using the browser's forward or backward button will not submit
vour data.
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Click the ‘+’ to expand the hierarchy of a commodity/service. Click the check-boxes to select items.

South Carelinag Stgté Procurement Log Out

ADMINISTRATIVE LAW JUDZES (5.C. Agency Number: 1100570)

Selected

Search for commodities/services mat

Submit Search

ing this description: Ia brasive

Search for commodities/s€rvices matching this cude:l

CommiSrv Code

00514

00300-Abrazives

00321

1) Enter a keyword to search our comprddity descriptions. Click the "Submit Search’ button to execute the search.

15 Commeodities/Services found, displaying 1 to 5[FirstPrev] 1, 2, 3 [Next’Last

Description o
ABRASIVE EQUIPMENT AND TOOLS

ABFRASIVES, COATED: CLOTH, FIBER, SANDPAPER,
ETC.

ABFASIVES, SANDBLASTING, METAL

ABFRASIVES, SANDBLASTING (OTHER THAN
METAL)

AFRAZIVES, 30LID: WHEELS, 3TONES, ETC.

Previous Step

[~ |
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The user can enter a partial code to list all commodities/services belonging to a specific class. While doing the previous
search, it was noted that class 005 encompasses ABRASIVES. The longer the code that you supply, the more specific the
query will be. A search can also include both search fields. The commaodity below was found as of a result of fulfilling a

request to search for ‘sand’ under commodity class 005. Note: The wild card character, “*’, must be used for partial
commodities/services searches.

Main South Carolina State Procyrement
ADMINISTRATIVE LAW JUDGES (5.C. Aggncy Number: 1

570

Search Selected

Search for commodities/services matching this descriptinn:lsand/ Submit Search

Search for commodities/services matching this cndE:IDDS*

1) Enter a keyword to search our commodity deseriptions. Click the "Submit Search’ button to execute the search.

2) Select the goods and services you wish to request by clicking the checkboxes. Expand a commodity class by clicking '+'. Collapse a
commadity class by clicking '-".

3) Use the 'Previous Step” button if vou need to review a previous step...using the browser's forward or backward button will not submit

vour data,
3Co mm.,:li[iaz Services found, displaying all Commodities 5:11‘1“«
-- Comm/Srv Code
051 "_ER_ SIVES, COATED: CLOTH, FIBER. SANDPAPER,
ETC.
-- O (0521 ARRASIVES, SANDBLASTING, METAL
- M 00528

ABFASIVES, SANDBLASTING (OTHEFR. THAN
METAL)

p Cancel Next Step
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A user can click Selected at anytime to display the collection of commodities/services that have been chosen.

=
]
=

outh Carolina State Procurement
ADMINISTR: ELAW JUDGES (5.C. Agency Number: 11005 70)

Search Selected

Search for commodities/services matching this descriptiun:lsand Submit Search

Search for commodities/services matching this cude:II}DE*

1) Enter a kevword to search our commodity descriptions. Click the "Submit Search’ button to execute the search.
commaodity class by clicking '-".

vour data.

3 Cﬂﬂmodi[iﬂs Services found, dizplaying all Commodities Sm‘icng

00514 _J.BR_J.SI‘-'ES COATED: CLOTH, FIBEF., SANDPAPER,
ETC.

-- O 00521 ABFASIVES, SANDBLASTING, METAL

-- O (0328 ARRASIVES, SANDBLASTING (OTHER. THAN
METAL)

2) Select the goods and services vou wish to request by clicking the checkboxes, Expand a commaodity class by clicking "+°. Collapse a

3) Use the 'Previous Step” button if vou need to review a previous step..using the browser's forward or backward button will not submit

-- CommiSrv Code
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Click “off” a check-box to drop a selection. When all items have been selected, click Next Step.

Main South Carelina State Procurement
ADMINISTRATIVE LAW JUDGES (5.C. Agency Number: 1100570)

Search Selected

1) Use the 'Previous Step’ button if vou need to review a previous step..using the forward or backward buttyn will not submit your
data. Remember to click "Save Profile’ to apply vour changes.
2} Click "off" the checkbox to remove that class/subclass from vour selection list.

2 Commeodities 5311‘1:3: found, displaying all C.,uun.,;iitiaz Services.

--

00514 ‘_BR_"'I“-'E.‘ COATED: CLOTH, FIBEE, *5\'D_-“:'ER
ETC.
00300-Abrasives
-- [~ 00521 ABFASIVESR, RANDELASTING, METAL
Previous Step Cancel Next Step
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9) Verify, re-number, and group your selections from the commaodity/service file.

Look over your commodity/service selections. You can drop or make additions to your list by clicking Previpus Step. You
can group your items into lots by assigning lot numbers. You can also re-order your items by assigning différent item
numbers. The Renumber button located at the bottom of the page will assign item numbers based on th€ order of your
selections (this is hoyv the original line numbers are assigned). Click Next Step to add your new reguisition to the database.

=
[
=

Sourh Carolina State Procuremert Log Out
ADMINISTRATIVE LAW JUDGES (5.C. Agency Xumber: 1100570)

A new requisition will be added to\the database using the following 2 items. You wilt still be able to 4d, change, and delete items from your requisition
after this operation is complete. If Nuere are other items that need to be added, 328 matter of convenienke, you may want to make the additions before

vou continue by clicking the Previoug Step button located at the bottom of Mz page. Be sure to check the details once your requisition has been addad
(remember.all lot and item informaXjon is copied, including descripons, quantities, alternate deliyery information, etc.). If you are ready to

continue, just click the Next Step butteoy.

Commedities/Serviget found, displaying all Commeodities/Services.

| | Lot | liem 3 CommiSrv Code Descripiion
=8 |3— I-] 6 00514 E.?E.—'-_EIVEE: COATED: CLOTH, FIBER, SANDPNPER,

(0300-Abrasives

= 052 ABRASIVES, BANDBLASTING, METAL
! |3| I-] 7 : :

(0500-Abrazives
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10) Review your new requisition (same as steps 6-12 of ‘Adding a New Requisition from
Scratch’).
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Submitting your Requisition to the Procurement Office

1) Select Submit for Procurement from the Main Menu

South Carolina State Procurement Database

Doing Business with the State

Build Eequest

Build new or vpdate pending requisition

submit for I%mn:urement
Submit a pending requisition to procurement for approval

Vendor/Supplier Search

Rearch for vendor information

Requisition Manual
Yiew requizsition help

Log Out

Procurement Information Center

Information Technology Management Office
Office responsible for all procurements involving information technolosy

Materials Management Office
Chief procurement officers for goods and services
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2) Select a pending requisition to submit

Click the “+’ to expand a requisition. Select one or more pending requisitions to submit to the procurement office for
processing,

South Carelina State Procurement Log Out
MENTAL HEALTH PURCHASING OFF (5.C. Agency Number: 1116100

You gan expand a requisition to £ee its corresponding items by clickang the plus (+) beside it Select a requisition by clicking on the chackbox beside
it Ypu can vahdate your selecfions to see if they are ready to be submutted to the procurement office by chekang the Validate button above. Click the
Submit button above if vou #re ready to subrmit viour selections.

10 Pending Requititions found, displavmg all Pending Fequisitions.

Submitted By - Est Total Cost < Account >

@m0 B1234s Pending Btuart Dement 23,050.00 1116100
-0 A12345 Panding Stuart Bassant $23,090.00 1116100
@O foofeo Pending Jason Cromer 1105610
B0 teewybies Pending Jason Cromer $895.00 1117500
-] CONTAINED Pendeng Stuart Bessent 51,254.56 1421700
| eepocbon Panding Tasen Cromer 515588 1105610
wm O/iggeis Panding lasen Cromes 1105610
B 51234 Pendicg Tancm Cromas 1105610

41 ANTI-INFECTIVE AGENWTS
42 ANTINEOPLASTIC AGENTS
4-3  ABRASIVES, SANDBLASTING
54  ABRASIVES, SANDBLASTING (OTHER THAN METAL)
&-F  MINERS, FOOD (HOUZEHOLD TYPES)
1.6 SANDPAPER
1-7 EMERY CLOTH
-8  ANTAGONIETE HEAVY METAL
2-% FOODWASTE DISPOSAL, 2 HP, 3 PHASE, 480 VOLTS, 5 AMP
@ O mixeore Panding Bemard P Fife 55.00 1105610

[+ [ icicicici Pending Jasen Cromer 1105610
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3) Click Submit

South Carelina State Procurement
MENT: ALTH PURCHASING OFF (5.C. Agency Number: 1116100

Log Out

You can expand a requisition to see its comesponding item
it. You can validate your selections to see if they are ready to
Submit button above if you are ready to submit vour selections.

¢ chchang the plus (+) beside it Selsct a requusition by chckang on the checkbox beside
ubmitted to the procerement office by chicking the Validate button above. Click the

10 Pending Requisitions found, displayimg all Pending Requisitions.

EsL Total Cost 3

Req Number 3

m-C] B123ss Panding Stuart Besment
-0 aizzss Panding Stwart Bassent
@O focfoofon Pending Jawon Cromer
B0 teewesles Pending Jason Cromer
@O coNTAMNED Pending Stwart Bessent
w0 kespochoo Pendang Jasen Cromer
[+ O InDEiE Pendeng Jasen Cromer
B 51234 Pending Tasen Cromer

41 ANTI-INFECTIVE AGENTS

42  ANTINEOPLASTIC AGENTS

4-3 ABRASIVES, SANDBLASTING

54 ABRASIVES, BANDBLASTING (OTHER THAN METAL)

&5 MIXERS, FOOD (HOUSEHOLD TYPES)

1-6 SAND PAPER

1.7 EMERY CLOTH

-8 ANTAGONISTS, HEAVY METAL

2.9 FOODWASTE DISPOSAL 2 HP 3 PHASE 430 VOLTSE, 5 AMP

-0 mixeors

@0 isisiciei

Pendeng

Pending

Bernard F Fife

Jasen Cromes

Submitied By
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$23,080.00
$23,080.00

$295.00

51,234.56

515588

55.00

Account =

1116100
1116100
1103610
1117500
1421700
1105610
1105610
1105610

1105610
1105610



4) Review any errors

Main South Carolina State Procurement Log Out
MENTAL HEALTH PURCHASING OFF (5.C. Agency Number: 1116100}

The raquisition you selacted has errors. You may still submit this raquisition to the procurement office, but yviou will have to maks the neccessany
corrections first (click the "+" beside the requisition number for details),

#5123 Operation Status: One Ervor Found...click "+ to display ervor detail.
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Click the “+’ to see the error details. A requisition must pass this validation process before being submitted.

Sourh Carolina State Procurement
MENTAL HEALTH PURCHASING OFF (5.C. Agency Number: 11161000

:

Thy requisition vou sslacted has errors. You may still submit this requisition to the procursment office, but vou will have to make the naccessary
ections first (click the ™+" baside the requisition number for details)

= 512\ Operation Status: One Error Found...click "+" to dizsplay error detail.
Lot 4 appears to be out of order._lot numbers must be unique and must be sequential

[ R |
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5) For validated requisition, click Continue.

Idain (na State Procurement Log Out

812 Operation Status: Validated . ready for submission to pxpourement office.

[ Cucl |
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6) Sample notification

When...

1) arequisition is submitted to the procurement office
2) more than one person has authority to administer requisitions for its account

...A notification will be e-mailed to the other administrators of that account.

The following requisition has been submitted to the procurement office for
processing. Another notification will be sent when the requisition has been
assigned to a buyer.

Agency Req. Number: B12345
Est. Total Cost: 2,500.45
Item Count: 10

Sincerely,

Joe Pro

SCDC

(803) 737-9999
wjoep@scdc.sc.gov
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