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                                                       TechnologyOne Financials                                                     

eRequisitions DRAFT - Quick Reference Card   

IT Related Equipment 

Steps                                                           Actions 

Requisitioning Items in the Catalogue - Standard Computers for Purchase or Lease 
1. Click on the eCatalogue Requisitions 

button from the main menu. 
 

Note: if one item on this order is to be leased 

then all items must be leased.  Also all items will 
share header information, so if the Deliver to 
address is different for different items, raise the 
orders separately 

 
2. Expand the Catalogue list to browse to the 

type of products you are interested in. 
 

Note If the product you want is not on the 

Catalogue List then follow the instructions at  
heading  Non-Standard Computer Purchase or 
Lease of this Reference Card. 
 
 

3. Need Help with Product Purpose, 
Visual and Specifications? 

Use Links to Other Functions to View 

Computers and/or Use the Selection Guide  

 

 

4. Details 

A. Select the item by ticking the box  
for Quantity “1” to be displayed or hit 
Tab on your keyboard to move across 
to enter the Required Quantity.  

B. Click on Continue to Shopping Cart 

 
 

 

5. Create Requsitions – Shopping 
Cart Screen 
A. Check the Quantity is correct. 
B. Enter the appropriate Account 

Number (Refer to the Account 
Number Guide at heading Chart of 
Accounts in this Reference Card or 
contact your Business Support 
Accountant for assistance) 
The defaults are 10 for Entity UON 
and 5741 Account Code for Lease. 

C. If you need to add more items Click 
on  more products . 

D. To delete items select the tickbox 

next to the item and click on 

Delete  
E. Once all items have been added Click 

on   Submit for Approval  

Note: If you select Finalise Requisition it 

will also Submit your Requisitions for Approval 
using your Default Approver.  
There will be no option to override your default 
approver. 
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http://www.demo.newcastle.edu.au/unit/financial-services/crq.htm
http://www.demo.newcastle.edu.au/unit/financial-services/crq.htm
http://www.newcastle.edu.au/Resources/Divisions/Services/Information-Technology/desktop-hardware/decision-tree.pdf
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6. You will be prompted to enter the Header 

Details for your requisitions (the same 
details will apply to all requisitions 
generated). 

Use the  to see choices. 
A. If you have no Reference or Internal 

comment leave these blank. 
B. Enter NA for Estimated Cost 
C. Enter N for Invoice on hand 
D. Select Deliver to Building Code 
E. Select FS for Delivery Terms 
F. Select YC for Delivery Method 
G. Skip Supplier Contact 
H. Enter UON Contact and Phone  

Use Quicktext  located at the 
bottom right of the application as a 
QuickTip. 

I. Enter Room in Deliver to Room 
J. Skip Quote/Tender Number 
K. Skip Exemption Number 
L. To Be Lease?[Y/N] 
 

LEASING – Select “Y” if all the items on this 
requisition are to be leased.  
 
If only some items are to be leased they MUST 
be raised on separate orders.   
 
The Account Code (last 4 digits of the Account 
Number) for all line items must be 5741. 
 

M. Click to continue and 
automatically workflow your 
requisition(s). 

 
 
 
 
 
 
 
 
 
 

7. Submit for Approval 
A. Accept or Change your Approver’s 

User Id. 
B. Enter Comments for your approver. 
C. Click OK. 

 
If an Error is displayed at the bottom of the 
screen or you hit Cancel at this point to make 
changes to the Header Details you will have to 
manually click on the link to 

to the left of 
the screen. For Help contact Ext 12073 
 

Note:  The System will notify you of what the 

order is and where the workflow has gone first. 
In addition a report is available to assist with this 

from the Main Menu  
 
Workflow Path for Standard Purchase/Lease is: 

1. System notifies user of what they 
have ordered and where the 
workflow has gone first. 

2. Financial Approval (Secondary 
Approval will occur for Capital 
Purchases and Purchases of Research 
Equipment > 5K)  

3. Commercial Services to Supplier. 
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Requisitioning Items not in the Catalogue- Non-Standard Computers for Purchase or Lease 

 
1. Click on undefined product . 

 
Note: if one item on this order is to be leased 
then all items must be leased.   
 
All items will share header information, so if the 
Deliver to address is different for different 
items, raise the orders separately.  
 
As you attach the quote in the Header raise 
different orders for different Suppliers. 
 
 

 

2. Complete: 
Use Tab on your keyboard to move across 
the screen. 
A. Enter the Description of the Item  

and the quote number  if enough 
space. 

B. Enter the Quantity of the Item. 

C. Click the spy glass  in Supplier 
Code field to select a Supplier Code. 

 

3. In the Supplier Code Search Dialogue Box: 
A. Enter part of the suppliers name. 

 
B. Click Retrieve.   

 
C. Select the appropriate Supplier . 
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4. Back to Create Requsition - Product 
Selection  
A. Enter the Suppliers Product Nbr if 

relevant. 
B. Enter Order Unit Amt Inc(ie price for 

one unit).   
C. Enter GL in the Ledger Code field  
D. Enter the appropriate Account 

Number (see the Account Number 
guide at heading Chart of Accounts of 
this Reference Card or contact your 
Business Support Accountant for 
assistance).    
 
 Note:If you have more Non 
Catalogue Items to purchase, 
continue to enter the details on the 
line(s) below. 
 

E. Select  Continue to Shopping Cart  

 
 

 

 

5. Create Requisitions – Shopping Cart.   
A. Check the Quantity and other details 

are correct.   
B. If you need to add more products 

click on the more products .  
C.  To delete items select the tickbox 

next to the item and click on 

 
D. Once all items have been added Click 

on   Submit for Approval. 
 

Note: If you select Finalise Requisition it will 
also Submit your Requisitions for Approval using 
your Default Approver.  
There will be no option to override your default 
approver (This may be a beneficial choice). 
 

 

 

6. You will be prompted to enter the Header 
Details for your requisitions (the same 
details will apply to all requisitions 
generated). 

Use the  to see choices. 
A. Enter  Comment such as justification 

for the Item and quote number. 
B. Select Estimated Cost 
C. Select Invoice on hand? 
D. Select Deliver to Building Code 
E. Select FS for Delivery Terms 
F. Select YC for Delivery Method 
G. Enter Supplier Contact 
If you have no specific supplier contact 
name leave it blank. 
H. Enter UON Contact and Phone  

Use Quicktext   located at the 
bottom right of the application as a 
QuickTip  

I. Enter Room in Deliver to Room 
J. Enter Quote/Tender Number 
K. Enter Exemption number if relevant. 
L. To Be Lease?[Y/N] 
LEASING – Select “Y” if all the items on this 
requisition are to be leased.  
 
If only some items are to be leased they 
MUST be raised on separate orders.   
 
The Account Code (last 4 digits of the 
Account Number) must be 5741. 
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M. Click on to attach document. 
Select quote from the share drive 
stored earlier. 

 

N. Click to continue and 
automatically workflow your 
requisition(s). 
 
 

 
 

7. Submit for Approval 
A. Accept or Change your Approver’s 

User Id. 
B. Enter Comments for your approver. 
C. Click OK. 

 
If an Error is displayed at the bottom of the 
screen or you hit Cancel at this point to make 
changes to the Header Details you will have to 
manually click on the link to 

to the left of 
the screen. For Help contact Ext 12073 
 

Note:  The System will notify you of what the 

order is and where the workflow has gone first. 
In addition a report is available to assist with this 

from the Main Menu  
 
Workflow Path for Non-Standard 
Purchase/Lease is: 

1. System notifies user of what they 
have ordered and where the 
workflow has gone first. 

2. IT Client Services Workflow Pool 
where decision to move to ARCS 
Pool, CIO Pool, Reject or move on to 
Financial Approval. 

3. Financial Approval (Secondary 
Approval will occur for Capital 
Purchases and Purchases of Research 
Equipment > 5K)  

4. Commercial Services to Supplier. 
 
 
 

 
 

 
 
 
 

 

 
Note All Non-Standard Computer Purchase or 

Lease will automatically be work flowed to the IT 
Department for review before being work 
flowed to your Approver. 
The message you will receive is displayed to the 
right. 
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Report - Where is My Requisition? 

 
A report which details the stage the Requisition has reached in moving the workflow. 

 
 
1. Select button from Main Menu. 
 
 
 
 
 

A. The details should default as per 
screen print to right. 

B. Click on the Start Processing. 
 

Note: The report will only list requisitions raised 
by you (you can’t run it for other users).    
 
Each Requisition currently in workflow will be 
shown on a separate page. 
 

 

 
 

 

2. View the Workflow Tasks section 
highlighted in red. 
 

It will list which stages of workflow have been 
completed (see status column). 
 
It will show you which user or workflow pool 
your requisition is currently assigned to.   
 
In this example the requisition was raised by 
user SLJ481, was a non standard requisition so 
automatically workflowed to the IT order check 
pool where it was endorsed by PJS204 and then 
was workflowed to the inbox of the users 
normal approver- AW051 which is where it is 
currently sitting. 
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Receipting Process for Purchase 

 
If a Standard or Non-Standard is a Purchase Asset Details are to be filled in at the time of completing the 
Receipt Transaction. 
 

1. There are Three ways to Receipt your  
Standard or Non-Standard Purchase. Each 
method will use the same Receipt Data Entry 
screen. 

A. Using your Alerts to hyperlink to 
your Orders and Perform the 
Receipt Action. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

B. Using My Workflow, where 
Accounts Payable staff have 
attached invoices(s) that require a 
Receipt Transaction(s). 

 
 
 

C. From the Main Menu 
 

 
 
 

 
 

 
 
 
 

 
 
 
 
 
 

 
 

 
 

2. Purchase Order Receipt 
A. Enter Receipt Date 
B. Enter Receipt Comments 

Include Invoice Date and Invoice 
Number. 
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If the Item is an Asset change the Line Type 
Column from Catalogue to Asset and click on 
Maintain Asset Details to the left of the screen 
under Links to other Functions. 
 
 
 
 
 
 
 
 
 
 
 
 
Fill in the information required in the Asset 
Details Screen such as:  
 
Note: An Asset Number will be automatically 
generated and will be visible when back in the 
Receipt Screen. 
 
Copy the Search Description and Paste into 
Description and Short Description. 
 
Enter Asset Custodian and Asset Room/Location. 
 
Enter Identification Information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Save and Return  
Note: Asset Number will be visible in the 
grid in the Goods Receipt Screen. 
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Receipting of the Items is the process of 
translating in the TechnologyOne Receipting 
screen what has actually occurred with the 
receiving of the Items. Choose an Approach(s) 
below depending on the scenario. 
 
1. To Receive all items. 

A. Tick the box  against the relevant 
line(s) and click Receive or Receive 
Selected Lines. 

 
TechnologyOne will automatically take the 
Total Amounts and fill this in the Delivered 
Amount Column, the Received Amount 
Column and the BackOrder Amount is zero. 
 
If you need to Reset the Grid and start 
again use the Clear at the bottom of the 
Grid. 
 
B.  Click on Save & Complete . 
 
 
 

2. To do a Partial Delivery 
A. Position the cursor in the Description 

Column and click Tab on your 
keyboard to manually enter the 
Delivered values reflecting what has 
been received. 

If you need to Reset the Grid and start 
again use the Clear at the bottom of the 
Grid. 
 
B. Click on Save & Complete. 
A BackOrder will be created against the 
Purchase Order. 

 
 

3. To do a BackOrder to retain a balance to 
receipt against when the item does arrive. 

 

A. Tick the box  against the 
relevant line(s) and click BackOrder 
 

TechnologyOne will automatically take the 
Total Amounts and fill this in the 
BackOrder Amount. 
If you need to Reset the Grid and start 
again use the Clear at the bottom of the 
Grid. 

 
B. Click on Save & Complete. 
A BackOrder will be created against the 
Purchase Order. 

 
 
Note: 
If you have Incorrectly Receipted or require 
assistance contact finserv-
erequisitions@newcastle.edu.au 
 

 

 
 
 
->Cont... 
 

 
 

 
 

mailto:finserv-erequisitions@newcastle.edu.au
mailto:finserv-erequisitions@newcastle.edu.au
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Chart of Accounts 

 

The account numbering sequence (11 digits) 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

10 10084 5035 

 

The first digit represents a class for 

example, 5 = Non Salary Exp 

The last 4 digits of the account number 

represent the account code. 

All digits in the middle sequence identify the ‘Cost Collector’. 

This is simply a numerical sequence and does not identify a 

particular area or location. 

The first 2 digits identify the 

entity. UoN is 10. 

The first digit in the cost collector identifies the cost 

collector type. For example, 1 = Operating. 
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Need Help? 
 

eRequisition assistance – Call the help desk on Ext 12073  
or contact finserv-erequisitions@newcastle.edu.au. 

 
If you need help using Technology One Financials please contact the Help Desk at 

finserv-systems@newcastle.edu.au 

 
Training sessions are available through HR Online under Training and Development. 

https://hronline.newcastle.edu.au/ 

Should you not have access to HROnline please contact Human Resource Services? 

 
Look for TechnologyOne On-line Training and Training materials on Blackboard 

https://blackboard.newcastle.edu.au 

 
IT Services assistance can be found by using the Online Service Portal 

https://17000.newcastle.edu.au 
 

mailto:finserv-erequisitions@newcastle.edu.au
mailto:finserv-systems@newcastle.edu.au
https://blackboard.newcastle.edu.au/
https://17000.newcastle.edu.au/

