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PURCHASING FROM QPA 13915 
 
See the QPA catalog or Punch-out Requisitions manual posted at 
http://www.in.gov/idoa/2871.htm for the complete set of instructions.  This guide is 
focused on the processes that relate directly to using this QPA. 

 
Add Items and Services 

Use the Web tab when searching for items on the Ricoh punch-out catalog.  
   

 
 
Click the blue link labeled “Ricoh, USA” to punch out to the vendor’s web site.   
 
The user will have the 20 minute time frame to click “Submit” to finish in the punch-out and move 
back into PeopleSoft or run the risk of being timed out/losing work. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.in.gov/idoa/2871.htm
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Click the “More” link under each section to expand the section and access additional information. 
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Click the “Equipment” link to view all Multi-functional device bundles. 
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Click on the Band x (x represents a number) link of the Ricoh make and model that Chris 
Johnson has recommended.  If instructed by Chris to build your own bundle, select the Build your 
own Bundle User Guide section. 
 

 
 
Click on a blue link to get more detailed information as shown below. 
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Click “Add to Cart” to add this line item to the cart/requisition – the item will appear in the cart 
summary in the upper right hand corner.  Click “Add to Cart” for the total number of fiscal years of 
the total lease term. 
 
Click “Back to Search Results” to return to the previous page without adding the item. 
 
Click the Equipment link to return to the previous catalog page.   
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Once the bundle has been added to the cart, locate the Required Band # - Full Service item in the 
same section. 
 

 
 
 
 
 
Click “Add to Cart” to add this line item to the cart/requisition – the item will appear in the cart 
summary in the upper right hand corner.  Click “Add to Cart” for the total number of fiscal years of 
the total lease term. 
 
When finished click “Next”. 
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Verify that the two part process (base unit/options and the required band) has been repeated for 
the appropriate number of fiscal years to be covered by the purchase order (one fiscal year on 
each separate line).  On the example below there will be four fiscal years covered by the lease, 
so there are eight lines in the shopping cart detail. 
 

 
 
 
 
There is no need to adjust quantities at this point, click “Submit” in the lower right hand corner 
when ready to return to PeopleSoft. 
 
The user can also choose to use the build your own option by clicking on the Band x (x 
represents a number) Build your own Ricoh Model x link to open up the base unit with standard 
configured options.  Before your agency considers using that option, the agency must involve the 
Ricoh sales representative Chris Johnson.  There is a basic configuration line for each model 
where the user may be able to add lines for an extra paper, cabinet, optional stapling/sorting, 
faxing, or on-line 3 hole punching options. 
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Review and Submit 

Adjust the quantities to the appropriate number of months and the appropriate number of 
impressions on each line/fiscal year. 
 

 
 
To add line comments, click the comments icon to open the Line Comments screen.   
 
Enter the fiscal year to be covered on the lines as shown below.  Type the desired 
information and click “OK”.    If the comments need to be printed on the Requisition/Purchase 
order, please make sure the “Send to Vendor” box is checked. 
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Verifying Asset information on the Requisition Lines 
 
This should be verified (line by line) on the “Review & Submit” panel through opening the line 
details (triangle to the left of the line), then clicking on the Asset Information tab under Accounting 
Lines as shown in the panels below. 
 

 
 
 
Because these Multi-Function Devices are leased, if the Requisitioner sees information in the AM 
Business Unit and Profile ID fields on each line, then it should be removed.   
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On each of the future year lines, update the Budget Reference (for example 2018 for 7/1/2017 
through 6/30/2018 on line 3) and the corresponding Budget Date (for example 7/1/2018 on line 
4).  
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Add justification (comments) for requisition 
Click inside the justification field and enter all justification information.  This is a required 
field.  Responses to the following questions must be included in the justification: 

 
1. Was Chris Johnson, Ricoh Account Manager, involved in recommending this requested 

device? (Yes/No) 
 

2. Identify make and model of all requested devices.  (If printer – include whether it will be used 
as networked device or as a personal desktop.  If personal desktop printer- include reason.) 

 
3. Identify all functions that the equipment will perform (i.e. Print, Copy, Fax, Scan, Color) 

 
4. Identify all physical addresses where the equipment will be delivered for usage (align device to 

address). 
 

5. Identify the average total monthly volume this requested device will fulfill. 
 

6. Identify all make and models that will be eliminated as a result of the new devices, while 
identifying whether the eliminated devices are lease returns or owned. 

 
7. Include any additional comments that would be important for the IDOA reviewer.  

 
There is an icon to the right of the box (two sheets with a diagonal arrow) that will bring 
up a larger field to type the justification as shown below.  When finished typing, click 
“Return” and it will return to the “Review and Submit” screen. 
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Multiple Fiscal Year Procurement Contracts:  
 
In order to enter budget lines for multiple fiscal years, the agency must submit a request to the 
agency’s Controller/Budget Analyst asking that a $0 budget be opened for each of the future 
fiscal years needed.  Once the $0 Budgets are established and posted, select the appropriate 
accounting information including the budget reference and budget date for each requisition line.  
There will be a budget check error on the zero dollar budget years that the agency’s Budget 
Analyst will be required to override. Budget check the requisition until it becomes Valid.  Since the 
Office of Management and Budget (OMB) is requesting that all commitments be put into 
PeopleSoft/ENCOMPASS this should not be a problem.    It is our recommendation that agencies 
set up impression purchase order lines as amount only as it will make receiving much easier.  
  
Once the requisition has been entered, is approved and has a valid budget check, it will need to 
be expedited to a purchase order.   If it is above the user’s delegation for approval (typically 
$75,000), then submit a GMIS issue and identify the Business Unit, PO number, and PO Type 
and IDOA Procurement will approve the purchase order.  It may then be finalized, budget 
checked, dispatched and sent to the vendor.  If the PO fails the budget check, then the agency’s 
Budget Analyst will need to override it.  The future years’ budgets will encumber in the negative to 
show the future year commitments.  When the future year budgets are loaded, then the purchase 
orders will synchronize and will automatically be encumbered appropriately. 
 
Multiple year contracts which contain projects - a directive from the Budget Agency. 
 

1.  Prior to entering the PO, project administrator should create projects for the future years 

covered by the contract, regardless of the type of contract (service, lease, etc.). 

2. If future year project name uncertain, create ‘dummy’ projects; only Project ID and one 

Activity ID need to be set up. 

3. Set ‘dummy’ project Status to E-Reject-ACT/GLE/BUD/REV/PAY to avoid any accidental 

charges to this project. 

4. Enter PO, using multiple lines for future years, utilizing ‘dummy’ projects. 

5. When future year is to be activated, modify ‘dummy’ project to the correct project, setting 

status to active. 

 
 
The agency will also need to follow the instructions in the Lease Guide for 
ePro Users posted at http://www.in.gov/idoa/2934.htm after the requisition is 
taken to a purchase order. 

 

 

http://www.in.gov/idoa/2934.htm

