Submitting Purchase Requisitions Online Electronically

Submissions for electronic PRs are only for purchasing a specific item(s) or setting up an “Open
Purchase Order” with chosen vendor.
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1. Go to http://mympc.mpc.edu (Intranet) and sign in
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2. Click Purchase Requisitions link (Scroll to the right side under the “eTools for Staff” or “eTools for |
Faculty”)

3. To create a PR click “Add document” at the bottom of the page.
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In the PR Form:
1. Select the correct Organizational Area

2. Is this an Open PO? If you select, NO, then tax will be added, if you select YES, then no tax will be
added.

Academic Division or Administrative Department :

(Tres fuald wil avto-compiete based on the Account Number)

Organizational Area: {
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3. Enter the Recommended Vendor and their address if known

Recommended Vendor PR Number: 2012.697
Vendor Address

Requisitioner Kim Panis
Submission Date L*- 8/24/2012

For * Current Fiscal Year Next Fiscal Year

FUS RE SPYS TP - DR - OB - SI - FS- 00 Account Description | ¢
Quantity LD Description Unit Price  Approximate Price
3 $0.00
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4. Your name and the date will be automatically entered. If your name does not show here then please
close the form and start again as there is an authentication error.

5. Enter the correct budget code, the Account Description will show up and indicate the budget account
and the Division or Department name will be filled in. If the budget code is not correct, no Account
Description will show up.

6. Inthe Item area, please list the quantity and give detailed specifications for the item or service to be
purchased. If there are any special instructions —date the item is needed by, please note that information
here in the Description area. Enter the unit price.

If you are establishing an Open Purchase Order with a vendor, ex. Office Depot, please list in the
description, Open Purchase Order for FY 12-13, and also list the names of those authorized from your
department to make purchases with the vendor.

7. If you have more than one item for this vendor click “New item” and another line will appear. If you
need to remove a line just click the arrow to the left of the line and select “Remove line item”

8. Quotes can be scanned and attached.

Totals
Budget Manager: Subtotal $0.00
Director/ Chair: Shipping
Dean: Tax $0.00
VP or President: Total $0.00 |
VP or Admin Services:
| Clickhere toattachafle U Click here to attach a file %
|

9. Press “Submit”.

10. Once submitted, an email will notify the B prnumber  Nam e fumber R Workon bt ote Demartment o
next person in line for the approval process.
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