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Logging on
You can access the CRQ home page from the purchasing home page:

http://www.newcastle.edu.au/service/commercial-services/online-ordering-systems.html

The CRQ home page will have a link to launch the application at

https://intraweb.newcastle.edu.au/crg/Login.aspx?ReturnUrl=%2fCRQ%2fView%2fPages%2fDefault.aspx

To logon to the system use your normal University license plate logon id and password.

Computer Requisitions

onlineservices . .
Login Required

I Login

Username:

Password:

quick links
Login

I University Homepage
Ornlineservices Home
| 17000 Helndesk

CRQ Help (coring soon) Remember to log out when you have finished, and close down your browser.

Please Note: To access the full features of this Intranet site you must login. Please
use your username (UMNK-LY and current password.

the Help Desk




Creating a Standard Requisition

Step 1la

The initial screen is displayed below. The default requisition when logging in is the standard requisition screen.
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A computer can be ordered on behalf of another staff member by changing the “Requisitioned For” details. It is helpful
to put the name of the person raising the requisition (for future contact to confirm the order is received) together with
the name of who the machine is being ordered for. A Room must be entered to allow you to move to the next screen.

Check the Campus and Building defaults are correct, if not, update these fields. You must click on the “NEXT” button
to move to Step 2.

Equipment can be leased or purchased. Please select appropriate financial arrangement from the dropdown menu.
Refer to your Management Accountant if you are unsure as to whether you should be leasing or purchasing
equipment. In addition, further information can be located in the Equipment Leasing Policy at
http://www.newcastle.edu.au/service/commercial-services/policy-guidelines.html.




Step 2a

Select the standard computer configuration to suit your needs based on the pre-loaded configurations. The options
listed here are the standard configurations for the university. If for some reason, these do not meet your needs,
please see the Creating a Non-Standard Requisition section of this guide.
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The “Vendor” will always be DELL or Apple as they are the preferred suppliers. The “System Type” is either Desktop

or Laptop. The “System” drop down list will display the current models available, by selecting the model a picture (if
available) and the specifications of the computer are displayed.

Step 2b

Add item(s) to a requisition.
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Click the “Add Item” button to add this computer to your requisition. For multiple computers, enter the number
required and click outside the Units field to update the cost. Ensure the cost collector being used is a capital cost
collector. Rules have been set which will not allow for purchases against operating funds or leasing against capital or
research funds in both the CRQ system and Technology One Financials. Contact your Management Accountant

for any queries relating to the cost collector you are using. You must click on the “NEXT” button to move to Step
2c.

Steps 2a and 2b can be repeated multiple times to add a number of computers to a single requisition. If you are
ordering 2 of the same computer, but for different cost centres you will need to select 1 item and enter the first cost
centre and the repeat by selecting the item again and entering the second cost centre. Single computers cannot be
split costed.

Step 2c

Submit Requisition
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You must click on the “SUBMIT” button to submit the requisition. The confirmation message below will be displayed.

Computer Requisitions

New Standard Requisition

New Standard Requisition
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Requisition Confirmatian
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Once approved a CRQ requisition will automatically be sent to Technology One Financials. Once the Purchase Order
is released by Commercial Services an e-mail is also sent to the Requisitioner, notifying them of the CRQ approval
number (CRQXXX) and the Technology One Purchase Order Number (CRQPXXXX).

Commercial Services will review the requisition and release the order.



CRQ Purchase Orders for Leased Equipment are NOT to be receipted. At a later date, once the

equipment has been delivered, Commercial Services will seek confirmation of goods receipt, arrange payment and

cancel this purchase order. See screen dump below of a Standard CRQ Order for leased equipment.
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Please see the message below that will be received if you try to receipt an order for leased equipment.
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CRQ Purchase Orders for Purchases are to be receipted by the Faculty/Division. When receipting in
Technology One Financials indicate the item as an Asset, click on Maintain Asset Details to generate an asset
number and fill in the custodian details, Save and Return. Ensure the cost collector being used is a capital cost
collector. Rules have been set which will not allow for purchases against operating funds in both the CRQ system
and Technology One Financials. Please refer to the Technology One Asset Purchasing Guide for further information:
http://www.newcastle.edu.au/Resources/Finance/Technology%200ne/TechnologyOneFAssetsFeb09.pdf.

Below is a screen dump of a Standard CRQ Purchase Order for an outright purchase.
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Refer to the My Enquiries and Contact for Enquiries and Useful Links sections of this guide for further information
relevant to receipting and creating assets in Technology One Financials.



Creating a Non-Standard Requisition

By selecting the “Non Standard Requisition” menu item the screen below is displayed.
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Complete all fields before submitting your request to IT Services for review by hitting the “Submit” button. (Standard
approval period for IT to approve a Non Standard CRQ order in the CRQ system is five to seven working days.)

Once submitted successfully you will see the following message.

Requisition Confirmatian
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Note:

Equipment can be leased or purchased. Please select appropriate financial arrangement from the dropdown menu.
Refer to your Management Accountant if you are unsure as to whether you should be leasing or purchasing
equipment. In addition, further information can be located in the Equipment Leasing Policy at
http://www.newcastle.edu.au/service/commercial-services/policy-guidelines.html.

The amount must be numeric, do not enter the “$” sign. The “Justification Reason” must be entered together with an
“Equipment Specification”.

Once an e-mail is received indicating your CRQXXX has been approved, a requisition needs to be raised in
Technology One Financials.

When raising the requisition in Technology One ensure the CRQ approval number is entered into the reference field.
Indicate if this is a leased item or purchase by choosing the “Y” or “N” from the drop down menu in the “To be Leased”
field. In the description of the Item, type “Macquarie Bank Lease Agreement”. Please ensure the item ordered is
placed on a second or following the first line which will read Macquarie Bank. Do not type the order for equipment in



the additional line text and comments on the line which reads Macquarie Bank. Do not include toners or consumables
or orders for leased assets. In the Order Line Description, copy and paste the specifications of the machine from the
CRQ approval e-mail. If the item is a purchase and meets the threshold value of an asset ensure the line type is
Asset and refer to the Technology One Asset Purchasing Guide to generate an asset. Rules have been set which will
not allow for purchases against operating funds in both the CRQ system and Technology One Financials.

Non-Standard Leased Equipment: Commercial Services will review requisitions for leased equipment and
release these orders. At a later date, once the equipment has been delivered, Commercial Services will seek
confirmation of goods receipt, arrange payment and cancel this purchase order. See screen dump below of a
Standard CRQ Non-Standard Order for leased equipment.

A uon Procurement Officer - TechnologyOne Enterprise Sufte(11.06.03.002) - Production Database direct b Hﬁmu-ﬂmhdol o = 4
Fle Edt Wew Tods Actions Window Help

o pywmgnen 0 My Bt i ) Sesncemitr I Bamities [L] ateses ew I
Maim Mo Hertsienouncements . Orders Flelsase and Prost  Fleports My Workflow . Re-Frint Dvders
-;vgnqm}y @ row € wwen= Pynome | B winsowee [T cione B ctwm [ cotieve I(%)
Dotais & Purchase Order Locaters [UNI G Oor Numbee | 1E0POECH =1
it Gt =
Guste/ T endiss Numer
L &) 3
2 AP Transachon Engusy Supper 3 Guste:
i Mok Lowwmit Quitn:

Sections to Dby
o Wt Lowest Quste (21
S| e Header

- Sl Gl
Line Dietsd Tobe Losted? ey

D

o | Aaions L Test ndComments QudeaLines a®
-3 Snting = =}
% | Sumpber Aciiess fwedUel | pownday] OwUeAsIG Lire Dus D han

Altacheneris OMLY 1 EO0000 0 D000 .
e e L [ = ) € owy TN 4 -
Bedheariaborn

BEmund Al B Colgnn A 2 Fnd

Ausdi Detals £}

IBRFuEeE

Vi bl skt il

2 00 510

ol
Setecta b b Yigw Lo Dittaly  Muligle Scount Digechon;
L Dedad

fmelldd &
Additional Line Text and Comments %)
/—"L—V pgie LED Conena Ditplap 24 £ Phs
Lire Commert: -
\«M‘ Detady -
B Maz pea 2 26800 RN 20 Ih.
= =
o : - d|

Non-Standard Purchased Equipment: are to be released to the supplier and receipted by the
Faculty/Division. Below is a screen dump of a Non-Standard CRQ Purchase Order for an outright purchase.
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My Requisitions

To view the requisitions you have created, select the menu item “My Requisition” from any screen within the
CRQ system.

Computer Requisitions
onlineservices

My Requisitions

Standard Requisition Standard Requisitions
Hon Standard Requisition CRQ Ref Requisition Date Status Fin1 Requisition Ref  Fin1 Order Ref
My Requisitions 4 3297 29/03/2010 9:08:01 AM  The requisition cancelled by user NOT YET PROCESSED NOT YET PROCESSED Cancel Heguisiion|
Reports #3166 26/02/2010 11:59:13 AM The interface has transferred the req and users natified NOT YET PROCESSED NOT YET PROCESSED Cance Requistion]
t’::;j:‘de < 3050 28/01/2010 218:10 PM  The interface has transferred the req and users notified NOT YET PROGESSED NOT YET PROGESSED Cance| Hegusiion|

+ 3049 29001/2010 21532 P The interface has transferred the req and users notified MOT YET PROCESSED NOT YET PROCESSED Cancel Requisiiiog]
auick links 43048 20/01/2010 2:14:14 PM The interface has transferred the req and users notified NOT YET PROCESSED NOT YET PROCESSED Cancel Requsiion|

Change page: 12 | Displaying page 1 of 2, items 1 to 5 of 9

University Hormepage

Onlineservices Home Mon-Standard Requisitions (For status updates please contact 17000 1T Service Desk)
17000 Helpdesk

To identify what was requisitioned in the CRQ system:

e For standard requisition click on the “+" sign —the computer model, cost centre, number of unitsd
and the total cost are displayed.

e On approval your order is ready to be transferred to the finance system and supplier for Standard
Orders this is a daily automatic process.

e Technology One requisition and purchase order numbers are populated when the order has been
sent to the finance system. This allows the user to reference it back to a Finance One order if you
need to make enquiries with Procurement.

e For non-standard requisition the details and the specification are displayed on each line.

e If CRQ orders are not sent to Technology One within a period of seven days or more, please contact
Commercial Services on 4921 6555.



My Approvals

To view any requisitions you will need to approve, select the menu item “My Approvals” from any screen
dump within the CRQ system.

My Approvals
CRQ Ref Order Date Status Req. Creator Finance Arrangement Action
# 95 10/11/2006 10:55:26 AM Requisition has been submitted, and approver notified. MITCHEL TURNER PURCHASE @ lgnore O Approve O Reject
i 94 10/11/2006 10:54:00 AM Requisition has been submitted, and approver notified. MITCHEL TURNER LEASE @ lgnore O Approve O Reject

The screen below indicates that there are no requisitions to approve.
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As an approver you have three (#) options available:
e To approve arequisition select the “Approve” button and click on the “Submit” button.
e To reject the requisition select the “Reject” button and click on the “Submit” button.

e Thelgnore option allows an approver to leave the requisition for a later time, for example, until further
information/justification is provided. If further information is required, the approver must contact the
Requisitioner directly.

After a requisition is approved or rejected the following message appears and the Requisitioner is sent an
e-mail.

My Approvals
CRQ Ref Order Date Status Req. Creator Finance Arrangement Action
+ 94 1041142005 10:54:00 AM Requisition has been subritted, and approver novified. MITCHEL TURNER LEASE @ lgnore O Approve 0 Reject

Selected requisitions submitted successfully.




My Enquiries
Technology One Purchase Order Enquiry
The requisition and purchase order can be found by searching the field name “Reference Number” (CRQXXXX) in

Technology One. In the View Purchase Order Enquiry Screen, navigate to the magnifying glass to bring up search
criteria.
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Click on arrows near|the Search field to bring up extra criteria. Select “Reference Number” “like” then type in the

CRQXXXX number. This will bring up the Purchase order, click on the blue underlined link to view the purchase
order.

Repeat the above steps in the View Requisition Enquiry Screen to view the Requisition.



Contacts for Enquiries & Useful Links

CRQ Contacts for Enquiries

For any system faults or enquiries contact Commercial Services initially on extension 16555 or e-mail:
commercialservices@newcastle.edu.au.

To log faults with the CRQ system contact IT Services on extension 17000.
Technology One Financials Contacts for Enquiries

Karen Southwell, Finance Training Officer, extension 17098.

Donna Butler, Systems Officer, extension 15697.

Margaret Jones, systems Officer, extension 12012.

E-mail: FinServ-Systems@newcastle.edu.au.

Useful Links

You can access the CRQ home page from the purchasing home page:

http://www.newcastle.edu.au/service/commercial-services/online-ordering-systems.html

The CRQ home page will have a link to launch the application at:

https://intraweb.newcastle.edu.au/crg/Login.aspx?ReturnUrl=%2fCRQ%2fView%2fPages%2fDefault.aspx

Equipment Leasing Policy at: http://www.newcastle.edu.au/service/commercial-services/policy-quidelines.html

The following Guides are available from the Main Menu in Technology One, go to the TOF User Guides:

Technology One Asset Purchasing Guide for further information:
http://lwww.newcastle.edu.au/Resources/Finance/Technology%200ne/TechnologyOneFAssetsFeb09.pdf

Navigation in Technology One Financials

http://www.newcastle.edu.au/Resources/Finance/Technology%200ne/FinanceOneFNavigation.pdf

Purchasing Guide

http://www.newcastle.edu.au/Resources/Finance/Technology%200ne/TechnologyOnePurchasing.pdf




