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Creating a Requisition

Introduction

BidSync is a powerful e-procurement system designed to save you time and money in preparing
and managing all phases of the acquisition process. This manual will walk you through the
process of Creating a Requisition.

At the BidSync homepage www.bidsync.com, you will need to enter your unique username and
password, which must be obtained from your department system administrator. This will give
you access to your account including the ability to post solicitations. 1f at any time you have
questions, please contact your administrator. For further information about this or any other
topic, please visit our website at www.bidsync.com or the DGS e-procurement site at
WWW.eprocure.dgs.ca.gov.

Creating a Requisition

To create a requisition, follow the steps below:

1. Navigate to www.bidsync.com

—
username password

home government purchasing B2B purchasing suppliers  supplier directory agency list bid search contact

GOVERNMENT SPENDING RITS IT3 HIGHEST RATE IN 20 YEARS
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Creating a Requisition

Select the “Purchasing” tab, the “Requisitions” tab, and then click “New Purchase Request”
at the right hand side of the screen. (You can also select the “Create a Requisition” link from
the Quick Nav box on the home tab and you will be taken to the same location).

Contrads | Requisitions | Purchase Orders kevinca - State of California

New Purchase Requisition

Requisition Number

Acquisition Classification  please Select  ~

Acquisition Method Please Select -

Department Aging, Calfomia Commission on (change department)
Routing Code Please select =

Blanket PO |

Buyer Contact Kevin Dodge Search
Ship To Capitol Buiding

ed Delivery Date =
Sease L var 24, 2000 2] =

Format date: 4/23/2004 or Apr 23, 2004
Bill To Capitdl Buiding ‘
Special Instructions

Attachments Upload Attachment]
*Hote: Attachments are intended for suppliers to see
PO Standard Text
BID_REFERENCE
Add PO Standard Text

2. Enter the following information.

Requisition Number

Acquisition Classification - Select from IT Goods and Services, or Non-IT Goods
and Services. (If you select Non-IT Services, you must further qualify the contract
type by selecting from the additional drop down menu.)

Acquisition Method - Select from the available drop down menu.

Department — Select from the available drop down menu.

Routing Code - Select from the drop down menu.

Blanket PO - Indicate if it is a Blanket PO by checking the box.

Buyer Contact - Click the Search link to the right and select from the listed users.
Ship to - Enter the shipping destination.

Requested Delivery Date - Select the date using the calendar.

Bill to - Indicate using the drop down menu.

Special Instructions - Enter any special instructions that relate to the requisition.

Attachments - Upload any pertinent documents by clicking the “Upload Attachment”
link and follow the prompts.
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Creating a Requisition

3. Add Item Information — Currently under Contract

If the item you wish to add to your requisition is currently under contract, select the button
titled “Add Item”.

« Add ltem - New ltem = - Import Bid Award

Remove Ttem Code

Total Amount $0.00
< Update Order ~« Reset

Account Codes

BillCode - SubUnit - CosiCenter - ObjectCode - RevenueCode
_ f" $ 0.0 m

$ Remaining = $0.00  [Add Accourt]

Accts by Ttem

Use the search tool at the top of the page to locate the item of interest. Once you have
entered your criteria select the “Find” button.

SEARCH CONTRACT TTEMS

Search For

@ Title ) Product Code
Supplier Find Supplier Clear
Confract Type Please Select -

Classifications (use commas for multiple codes) UNSPSC

e 4

Search by:

Title or Product Code - enter key terms and select the proper radio button.

Supplier - click the link to the right and locate the supplier.
Contract Type

UNSPSC Classification - Find the code for your solicitation’s line items by entering
keywords, or the specific UNSPSC code into the search field and click search. Once
search results display select classification then click the “Hints” button to display
further details of the search results. When you have found the correct classification
code highlight it and click the “Add Classifications” button. Add as many codes as
necessary to cover all line items in the solicitation.

Once you find your item, enter the quantity in the adjacent white box and click on the
shopping cart next to it. You will see that your item has been added to your requisition.
Repeat this process for each line item until your requisition is complete. Once you have
added all necessary items select the box titled “Close” at the bottom of the page.

Added Bags, Plastic Caltrans (Orange & White Orly) Qty: 5 Price: $34.78 Total: $173.90
_— st ter 0 04} @ -
Bags, Plastic Caltrans (Orange & White Only) E POLY STAR INC 15-07-13-02 - Bags, Plastic STATEWIDE
%%1\\\\ §34.78 -
Standar Arrows for use on Guide Signs, Vertical Down Arow, White Retroreflecti  ZUMAR INDUSTRIES INC ig;;ﬁfﬁ - Signs, Aluminum, Laminated and Formed, Roadside and Overhead  gpaewipE
N $15.00 - each
1 1/25¢ Borders and Bars, Bladk Non-Reflective. ZUMAR INDUSTRIES INC ii;’;ﬁ'ﬂ”ﬁ - Signs, Auminum, Laminated and Formed, Roadside and Overhead g ewipe
Rl 50.80 -
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4. Add Item Information — Not under Contract

Creating a Requisition

If the item you wish to add to your requisition is currently not under contract, select the link

titled “New Item” and enter the following:
Item Title

Product Code - this is optional

Unit of measure, quantity and unit price - Once the quantity and unit price are
entered, a total price will automatically be calculated.

Supplier - Use the link to the right to select supplier

Item Description

UNSPSC Classification Code - Find the code for your solicitation’s line items by
entering keywords, or the specific UNSPSC code into the search field and click

search. Once search results display select classification then click the “Hints” button

to display further details of the search results. When you have found the correct

classification code highlight it and click the “Add Classifications” button. Add as

many codes as necessary to cover all line items in the solicitation.

Add Additional Items - Once this is complete select either “Next Item” to add

additional items, or “Done” if complete.

Item Title =

Please do not use more than 80 characters.
Product Code

(Note: this field will never be shown to suppliers.)
Unit * each -
Quantity =
ot $ OR $
Supplier = Select Supplier Clear
Desaription *

ITEM INFORMATION

You can use HTML tags in here to create a specific lay-out for item desaiption.

Classifications *

Seled: dassifications Remove All Classifications

—» . Nextitem)» | . Done |

5. Repeat this process for each line item until all line items have been inserted.

6. Once all line items have been inserted, enter your five-digit Bill Code, your password,

and click “Checkout™.
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Creating a Requisition

Once submitted, your requisition document number will display (the same number you may have
entered originally).

If the item is currently under contract a purchase order will be generated, otherwise a solicitation
template will be prefilled and kept in the “Held Bids” area. Once it has been released for bid and
eventually awarded, a purchase or service order will then be generated automatically.

Thank you for choosing BidSync for your business needs, we look forward to serving you in the
future. For further information please contact your administrator or visit our website at
www.bidsync.com or the DGS website at www.eprocure.dgs.ca.gov.
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