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When you open Web Advisor you must first log on.





Press Submit Button





The User ID is your full name and initial password is the last six digits of your Social Security number.


(You will be asked to change this)





Depending on your status you will see either an Employee or Faculty screen. Click Employee or Faculty button for menu options





Your menu selection will be limited to only the items you have need for, such as Requisitions and Budget selection.





We will concentrate on Requisitions and Budgets





Budget Selection and Summary





If you have more than one budget group accessible to you, you will want to limit your selection to just one or two to avoid painfully slow operation or having the session time out and losing your work.


You can limit by 


Fund type


Function


Department 


Or even more detailed down to object or even project level.





If left blank – ALL budget items will be shown.





The Budget Summary will show the budget items you have selected in the Budget Selection window. You will also be able to see other budget information including how much budget is remaining.





Requisitions





You must either type the partial name of the vendor you wish to order from 





Or you can leave the vendor blank and check the box below. 





Purchasing will select an appropriate vendor.





If the vendor does not exist in Datatel, you will see this screen in Web Req….


…and you will need to start over at the employees menu with a new requisition.





The actual requisition form looks like this. 


Fill in each box with the appropriate information. 





You can view budget codes by clicking on the view budget icon. 





You can copy and paste it into the GL account number box. 





Ctrl C - Copy


Ctrl V - Paste





At the bottom of the requisition there is room for comments. Depending on where you type these they may either print on the Purchase Order or not.





NOTE:


3 bids are required for goods of $5000 or greater and formal written bids for goods greater than $25000. Enter the bid results in the Comments Field or use this field to ask Purchasing to assist in bidding.





When you have completed the requisition and pressed OK you will be back to the main menu screen





Log out when finished. We are limited to just 64 users at one time in the whole Datatel System. 





These are not used at this time.





The vendor ID will show here








And Paste Here





In this case there is only one vendor starting with Fisher 





Sometimes there will be many vendors with the partial name you are looking up so you will need to choose the correct one.








If you type a partial vendor name you will be presented with a Vendor LookUp Results dialog box. 








In Web Req. You are limited to 25 characters for the item description. However the PO actually only prints 23 per line so it will cut off the last 2 characters you have entered.





Desired Date is not a required field but you may use it to indicate when you wish to receive the item.


Purchasing will process requisitions at least once per day.





You are limited to only 10 items per Requisition.





Datatel will automatically email you a copy of the completed requisition if you have an Augustana e-mail account in the system.





A lot of good information is provided in this emailed report.


Account number and budget 





Req. Number and Status 


(Which should always be Outstanding at this point.)








Almost all details of your requisition are included.








You can print this out if you wish to have a hard copy record of the requisition. 








Remember – this is only the request, the PO has not been issued yet. But you can look up the requisition status at any time by logging in and checking requisition status.





Printed Comments are almost unlimited in size and will print in the body of the PO after last item.














Let’s look at the details of Requisition 121





Requisition Status





THE END








REMEMBER TO LOG OFF!
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