Quick Reference Guide - Entering a Requisition for EqQuipment
Let’s say you want to order a freezer. We’'d start by searching for the freezer in the Penn Marketplace.

Note: Only seven (7) lines can be included on an Equipment requisition.
Best Practice: It is recommended that the Equipment requisition and the ‘maintenance’ for
the equipment be done on separate

o requisitions. For Non-Catalog Items Order
Click on [Return to BEN Buys Shopping Cart] In the ‘Item Description’ field be
°  Click on [Proceed to Checkout] sure to include a full English
o . . . . . language description, including
After the Delivery and University Contact information have the Manufacturer name and
been reviewed and/or entered, the Review Charge the Model number.
Accounts screen appears:
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When entering the account number for a property item, you are required to change the default object
code to one of the following object codes:

o 1830 Furniture and Fixtures
e.g. acustom table

o 1831 Computer Equipment
e.g. aserver

o 1832 Other Capitalized Equipment
e.g. research equipment

o 1833 Capitalized Equipment Repairs(should
extend useful life of equip)
e.g. repair a microscope

o New! 1834 Equipment in Process
o New! 1835 Internal Use Software
o New! 1850-1852 Collectibles

After checking funds, entering your requisition description and/or a note to the Approver, you'll arrive at the
‘Review and Submit Requisition’ screen.

o Click on View

o Click on Add Attachments

Select ‘Miscellaneous’ from the drop-down box and attach a note to the Purchasing
Department (required for all Requisitions over $5,000).

Upon returning to the ‘Review and Submit Requisition’ you can review your requisition. If all is
good, click on [Submif]
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Quick Reference Guide - Entering a Requisition for EQuipment

The Property Management screen appears. These fields must be completed as instructed below:
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Description - Defaults from the Penn 5. Gouvt. Retain Title? — For Sponsored
Marketplace Programs, the government may retain title.
&~ For equipment items ordered on a Non- If so, select Y, if not, leave ‘N’.
catalog requisition, the Description must
include an English language description 6. Custodian of Item - From the drop down
of the item including the Manufacturers box, select the individual that is responsible
name and Model #. for the property item. This is frequently, but
BLDG-FLR-RM = This is where the item is not necessarily, the person that is using the
being placed for use. Select the item.
Bldg/Floor/Room from the drop down box %~ Custodians must be employees of the University.

& The Building, Floor and Room information
here should match the information found
in Space@Penn and/or Facilities. For

7. Tagging Contact - From the drop down
box, select the name of the person who is

additional information on University to receive the property tag(s) from their
Buildings go to: Senior BA/Asset Administrator.
http://www.facilities.upenn.edu/mapsBldgs/ & Tagging Contacts must be employees of the
Category Code - From the drop down box University.
select the most accurate description of the 8. Component of Existing Asset? — Select “Y" if

item being purchased. purchase is component of an already

¥ The category field drives the appropriate existing asset. Otherwise select ‘N’.
depreciation method, i.e. the number of
years the item will be depreciated. If the 9. Click on [Continue] to complete the

wrong category is selected the wrong

depreciation amount will be expensed. Requisition process

Responsible Organization — This defaults
from the organization number(s) entered

on the first line of the account entered; Property Management Group
Web page:

type or select the appropriate responsible

. . . http://www finance.upenn.edu/comptroller/
organization for the property item.

accounting/property/




