THOMPSON | Procurement
RIVERS Services
UNIVERSITY

™
e

FAST

Web Requisition for
PSA’s

User Manual



PSA PROCESS

LOGGING INTO FAST WEB REQUISTION

+ Loginto the Web Requisitions module through truemployee.tru.ca.
+»+ Click on FAST Suite under Resources.

e S https://truemployee tru.ca/Pages/default.aspr £ - @ ¢ @7 Mail - sl.oross@hotmailcom | Songs for November — Indie/F... | & | Thompson Rivers University % | |
File Edit View Favorites Tools Help % @BConvert v {FiSelect
i §8 B100 ew K975 J Country103.1 5% MyTRU @@ UPS [EJ Spend Dynamics @ eway.ca &) Printshop & FAST [ BANNER 7, SiriuskM &ws BCelD &) BCBid G Google -4 Purolator 88 TRU @ ARl insights &) OneTRU [EJ details Online &+ FedEx T v v Pagev Safetyv Tooksv
ST
SCross RPN
Employment Details Time Reporting/Approval TRU Alert System
What is my TRU-ID? Timesheet Entry Register or update your TRU Alerts
Direct Deposit Timesheet Approval information here www.tru.ca/alerts. Everyone
Pay Stub Timesheet Approval as a Proxy on campus in Williams Lake and Kamloops are
Income Tax Forms Update Approval Proxies required to participate in the emergency
Job Details message notification system.
Leave Details (New! Banner 9) Payroll Schedule 2018
Employee Profile (New! Banner 9) Payroll Bi-weekly Schedule 2018
Employee Directory
Payroll Schedule 2017
. Payroll Bi-weekly Schedule 2017
Personal Information
Update Addresses and Phones
Update E-mail Addresses
Update Emergency Contacts
Resources
Working Alone/ After Hours Reporting
agk Email
RU for all other staff resources
[ ] THOMPSON N
-l R
< >
®1s% -
o . PR . .
+* Click on the Web Requisitions icon on the left side.
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In FAST version 4.2 Millennium is pleased to unveil a brand new data entry grid. You can now quickly and easily edit as many cells as you want inline
just like Excel. You will notice many improvements to reporting pages including a new data control, improved page functionality and report options,
pinned report updates and faster report exporting.
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If you can only see Home and Help menu items then your login ID is restricted and access has not been granted.

| NOTIFICATIONS
Find out what is new in FAST Click Here
YYou have 0 requisitions waiting for your approval.

You have 0 requisitions in progress.
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% Click on “Requisitions” and select “New PSA”
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CREATING A PSA

Enter your phone #, the ext. is not necessary. You can tab or use your mouse to move from field to field.

In the Building/Room box type PSA

Click the Attachments box if you are attaching documents

Click on the magnifying glass and enter the first name of the company or last name of the person to search,
make sure to capitalize the first letter of the name.
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If the person/company you are searching for is not found;
= Manually enter the vendor name in Selected Vendor and it will print on the PSA.
=  Once the PSA is complete and printed you will need to manually write in the address of the vendor
under the name. Because this is a contract it must be treated as such and anything hand written
on it must be initialed by the vendor and the AVP/VP Representative.

Note: The contract should be in the legal name/payee of the company or person

5. Enter the date PSA is to commence
6. Click on “Create PSA”

Note: Anything written in the comments box will appear on the PO which is sent to the vendor.
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CREATING A PSA cont’'d

~ TRU Employee; if the vendor is a TRU employee, click in this box to place a check mark

~ Vendor Contact Person; Enter the contact name of the vendor

~  Vendor Phone Number; Enter the vendor phone #

~ Project Name; Enter the name of the project or brief description of work to be performed

~  Work Location; Enter where the work will be completed

~ Start Date; Enter the start date of the contract

~ End Date; Enter the end date of the contract

~ Aggregate Total; Enter the total value of the contract (excluding taxes if applicable)

~ Taxable; Click on the drop down box and select the tax if applicable

~ Services Description (Part I); Enter in the complete Services Description. The box will expand as you type. You
can copy and paste from a Word document.

~ Fees and Expenses Description (Part ll); Enter in the description of fees and invoicing and any special payment
requests such as milestone payments based on achievable tasks. The box will expand as you type. You can copy
and paste from a Word document.

~ Dean/Director Recommendation (Budgetary Approval); Enter the name of the Dean/Director or budget
approver, this will appear in the upper right hand of the PSA when it is complete. Note: You will need to send
the Web Regq. to the Dean/Director or budget approver for electronic approval rather than have them sign the
hard copy of the contract.

~  Click on Save Commodity
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Home Applications Requisitions Purchasing Departments Reporting Maintenance Administration Help

Web Requisitioning P PSA Edit Page » Create new and edit existing PSA

PSA : PSA18493 Created By : SCROSS

Originator Reference Telephone Ext. Ship To Building/Room Attachments Quote Selected Vendor
SCROSS SCROSS 250 8285000 5385  TRU ™ || Kamloops Art Gallery ol
Comments Date Required

15/05/2014 B

iy, Attach Additional Information [ Add/Edit PSA Notes | Save PSA
“f commeodity Items
TRU Employee Vendor Contact Person Vendor Phone Number Project Name Work Location Start Date End Date
O i i
Aggregate Total Taxable Services Description (Part I) Fees and Expenses Description (Part IT) £

HST - FUT Only ™ |
Dean/Director Recommendation

gh= Add Accounting Item

% Accounting Ttems

Add Accounting Line Item

Line Index Fund Orgn Acct Prog Actv Lacn Amount
0.00
&) History X POF $¢ Cancel Copy =7 Submit
i i FAST
(Fm!Lgnmum e LI

~ Click Add Accounting Item



CREATING A PSA cont’'d

~

Enter in your financial coding (Fund, Org, Acct etc.), if you have more than one accounting line click on l=® to

save the first line and open a second line, otherwise click on . Only the boxes with the * are mandatory fields.

Note: Leave the index box blank
~  Click on ‘= Submit
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Home Applications  Reguisitions  Purchasing Departments Reporting  Maintenance

Web Reg oning » PSA Edit Page »
Created By : SCROSS

PSA : PSA18493

Ship To
TRU et

Telephone Ext.
250 8285000 5385

Reference
SCROSS

Originator
SCROSS

Date Required

Comments
15/05/2014 B

E Commeodity Items

TRU Employee Vendor Contact Person Vendor Phone Number Project Name

Sally Smith 250-588-4444 Provide custom Framing
Aggregate Total Taxable Services Description (Part I)
5,000.00 HST - FVT Only I The vendor will provide custom framing of all

classroom art from the class of 2014 Arts.

Dean/Director Recommendation

Johnny Appleseed

Administration  Help

Building/Room

Environment:

& Logout

@2 Susanne Cross

Attachments Quote Selected Vendor
7 Kamloops Art Gallery

Iy Attach Additional Information |7 Add/Edit PSA Notes

Start Date End Date

5/05/2014 B

Kamloops 15/

Weork Location
30/05/2014 [

Fees and Expenses Description (Part II)

To be paid upon receipt.

§ Accounting Items

Add Accounting Line Ttem
Index
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Line
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Copy

4= Submit

FAST®O®

fast administration support toal




SENDING PSA FOR DEAN/DIRECTOR APPROVAL

~  Click on the #~ by employee and search for the Dean/Director or budget approver by first or last name. Note:
the Dean/Director will need to approve the web req. only and will not need to sign the PSA.

~  Click Submit
Note: You will probably need to send an email asking the Dean/Director to return to originator so that you are

aware of the approval and can print the PDF for vendor signing.

6 @ fasttest.tru.ca/FASTPORTAL_TEST/FASTWEBREQ/Approval.aspx?WR=goubNzknQjufWeg6F281Zg==&TYPE=PSA C || @~ Askcom Pl ¥ A |-
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@2 Susanne Cross g‘ Logout
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Web Requisitioning » Requisition Approval » Submit requisition for approval, or to Purchasing. (Data as of 01/05/2014 04:

Requisition: PSA18493

@ user to send requisition to fof™agproval:

. Employee

o)

@ search for an Employee to approve this Requisition
@ Send to a Department
©) send directly to Purchasing

Enter additional comments here:

Total of all Commaodity items : $5,000.00
Total of all Accounting items : $5,000.00
Requisition Balance : $0.00

Return to Requis;x
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PRINTING PSA

~ Once the Web Req. is returned from the Dean/director,
~  Click the pdf button to print the PSA. Check to make sure that the vendor address printed, if not write it
under the vendor name before sending it to the vendor for signature and add an initial line.
~ Send the complete 3 page PSA to the vendor for signature
~ Once the signed PSA is returned from the vendor, it and attach it to the web req.
= C(Click on “Attach Additional Information”
= Click on the add item icon '
=  Browse for your scanned file
= (Click in the “Document Comments” box write: “Vendor Signed PSA”
=  Click “Upload File”
~ If the vendor answered no to question #3 regarding WCB then send a copy of the PSA to insurance-

liability@tru.ca to get WCB exemption.

@8 Ssusanne Cross g‘ Logout

Home Applications Reguisitions Purchasing Departments Reporting Maintenance Administration Help

@ Web Reguisitioning » PSA Edit Page b Create new and edit existing PS4 (Datz as o

PSA : P5A18493 Created By : SCROSS

Originator Reference Telephone Ext. Ship To Building/Room Attachments Quote Selected Vendor
SCROSS SCROSS 250 B285000 5385 TRU ™ ] Kamloops Art Gallery yel
Comments Date Required
22/05/2014 [
Iy, Attach Additional Information [# Add/Edit PSA Notes | Save P3A

# commodity Items

TRU Employee Vendor Contact Person Vendor Phone Number Project Name Work Location Start Date End Date
= Sally Smith 250-888-4444 Provide custom Framing Kamloops 15/05/2014 [] 30/05/2014 ]
Aggregate Total Taxable Services Description (Part I) Fees and Expenses Description (Part II)

5,000.00 HST - FVWT Only B The vendor will provide custom framing of all To be paid upon receipt.

classroom art from the class of 2014 Arts.

Dean/Director Recommendation

Johnny Appleseed

| save Commodity
%f Accounting Items gh= Add Accounting Item

Add Accounting Line Item

Line | lndexi ind ‘Drgn |Acrt | Prog |Athl ‘ Locn |Am|:||l|t | |
1 1 14200 750110 710015 9959999 5,000.00 \ »
| Y \ | | | \ | 5,000.00] |
@ History 2 PDF % Cancel Copy =] Submit
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AVP/VP APPROVAL

~  Print the Vendor signed PSA

bottom left. Once signed they will forward to Purchasing for processing.

~ Send the web req. to Purchasing for processing

PSA : P5A18493 Created By : SCROSS

Originator Reference Telephone Ext. Ship To
SCROSS SCROSS 250 8285000 5385 TRU
Comments Date Required

22/05/2014 [

lly Attachments

Document Reference’ PSA18483

Doc Ref
PSA18493

Type | File Name Comments

-,E Vendor signed PSA.pdf

#f commodity Items

TRU Employee Vendor Contact Person

] Sally Smith 250-888-4444
Aggregate Total Taxable
5,000.00 HST - FVT Cnly ™

Vendor signed PSA

Vendor Phone Number

Services Description (Part I)

The vendor will provide custom framing of all

Building /Room Attachments Quote

™ ]

Iy Attach Additional Information

BE

Date Confidential
20/05/2014 x

Project Name Work Location

Provide custom Framing Kamloops

To be paid upon receipt.

classroom art from the class of 2014 Arts.

Dean/Director Recommendation

Johnny Appleseed

“f Accounting Ttems

Add Accounting Line Item

Line Index Fund Orgn Acct Prog Actw
1 104200 750110 710015 999999
&) History =X POF x Cancel Copy

Amount
5,000.00

5,000.00

Selected Vendor

and send to the appropriate AVP/VP TRU representative to sign at the

Kamloops Art Gallery el

& Add/Edit PSA Notes

Start Date
15/05/2014 [

Fees and Expenses Description (Part 1I)

| Save PSA

s Hide Attachments

End Date
30/05/2014 [

|d Save Commodity

gh= Add Accounting Item

1=} Submit
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Tracking or Viewing PSA

A PSA can be viewed, notes can be made and documents attached at any time in the process, it doesn’t matter where
the electronic PSA/WR is in the system.

Note: A search can be done only by the originator of the PSA.

~  Click on Requisitions
~  Click on Requisition Status
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~ In Specific Requisition enter the PSA # using only upper case and no spaces Ex. PSA20278, and click Execute
Report

— .
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Status b Search for status of requisitions (Data as of 25/02/.

2eport Results. Help + More
Specific Requisition Created By Approval Queue Suggested Vendor Posted PO
Equal [¥] psaAz0278 [x} Equal [¥] Equal [¥] ™ ™
Required Date Activity Date FUND
M EH o E o (]
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ORGN ACCT Commodity Desc Posted to JV
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Q save as... &P Clear Filter Options '# Execute Report
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~ Click on PSA20278 to view a PDF of the PSA

~ Click on the red asterisk and icon below Notes to view or add comments (these notes will not appear on the
PSA)

~ Click on the red asterisk and icon below Attach to view or add attachments
~ Click on the green check mark below PO to see the PO number assigned to the PSA.
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(Data as of 25/02/2015 04:31:11 PM) &
- Filter Options [] Report Results E Help + More
Specific Requisition = PSA20278

| I |
| Required Date | Activity Date ; Created By | Suggested Vendor i Posted Cancelled x""e"“" | Approval Queue | Commodity Total

Copy
24/08/2014 22/08/2014 SMCCOLMAN Stuart, Mike v PURCHASING $5,098.50




~ Toview all PSA’s and WR’s you have created, click on the magnifying glass below the Created By box, type in
your last name and click Search, click on your name to highlight and click on Add, then Execute Report.
o Web Req’s will appear at the top of the list and PSA’s are at the bottom.
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