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Information Available on InsideDEEP 
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Requisition & Purchasing Procedures 
available on InsideDEEP 
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CoreCT Financials  
Procurement Overview 

CoreCT has a variety of features: 

• Requisition Entry, Approval & Management 

• Asset Information 

• Purchase Orders (vendors should NOT be authorized to commence work 

without a PO in place) 

• Receiving 

• Invoicing & Payments 
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How You’ll Get Requests 

Depending on the Bureau & Location: 

• Electronic Requisition Form  

• Hard copy Requisition Form (least preferred option) 

• E-mail 

• Copy of marked up catalog page 

• Verbal 

• Sticky notes 
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http://www.ct.gov/insidedep/lib/insidedep/Information_Management/requisition.doc


Approvals Required BEFORE CoreCT 
Requisition Entry 

• Air – Supervisory pre-approval required. 

• BETP – No pre-approval required for office supplies.  Supervisor’s pre-approval required 
for other purchases. 

• BNR – Director pre-approval required.  

• BOR – Supervisory pre-approval required. 

• Commissioner’s Offices – Verbal pre-approval from Director level required. Some areas 
require written pre-approval. 

• FSS – No pre-approval required.   

• MMCA – Office Supplies can be forwarded to Requester w/out pre-approval except for 
Emergency Response.   

– Emergency Response – Pre-approval by AD or Director required for ALL purchases. 
– WPED – No pre-approval for office supplies or filing on Land Records;  all else requires 

AD or Director pre-approval.  
– WEED – Supervisory pre-approval required for anything other than standard office 

supplies. 

• PURA - No pre-approval required for office supplies.  Supervisor’s pre-approval required 
for other purchases. 

• WPLR – No pre-approval required for office supplies.  Supervisory pre-approval required 
for all other purchases.  6 



Contacts 

• Business Offices (for funding, freeze & vendor information)  

• Purchasing Officers (coordinate with Purchasing Officers for large price 

purchases with time constraints and assistance developing specifications) 

• Supervisors & Division Directors (obtain justification 

information if not already provided) 
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http://www.ct.gov/insidedep/cwp/view.asp?a=3647&q=427208&insidedepNav_GID=1914
http://www.ct.gov/insidedep/cwp/view.asp?a=3647&q=427232&insidedepNav_GID=1914


The Freeze 

• Executive Directives to curtail spending are 
still in effect. 

• Is the purchase critical to meet the agency’s 
mission? 

• Is there a state or federal mandate requiring 
the purchase? 

• If printing, can it be published electronically? 
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Executive Directive #1 
Purchasing Freeze 

• Instructed agencies to freeze all purchasing except for those 
goods and services that are absolutely and immediately 
essential to the agencies’ operations. The Directive also 
instructed agencies to:  
(1) deplete all existing office supplies prior to placing any new orders;  

(2) avoid exhausting year-end OE budget funds; and  

(3) ensure that they have proper purchasing reviews and controls in 
place to guarantee that only emergency or truly essential items are 
purchased. 
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Executive Directive #2 
P-Cards 

• Asked Agency Heads to cancel all P-Cards 
issued to agency employees that had not been 
used within the last six months, and to 
suspend all other agency P-Cards other than 
those required for purchases deemed 
absolutely and immediately essential to 
accomplish the mission of the agency.   
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Executive Directive #3 
Printing 

• Directed agencies to cease printing all agency 
business cards and letterhead, and to stop 
printing brochures, leaflets, annual reports 
and similar communications or informational 
materials unless they are required to fulfill a 
federal or state mandate.  This directive also 
instructed agencies to use paperless 
processes – including the internet and email – 
whenever possible. 
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Requisition Life Span 
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Requisitions Overview 
Factors to consider prior to entry: 
• Accurate vendor information 
• Adequate description  

– Be clear and complete 
– Many items are available through CoreCT catalogs 

• Timing  
– When are goods or services actually needed – plan ahead – be specific 

• Bidding  
– Required for all goods and services not on existing state contract 
– <$50K done by DEEP Purchasing Office 
– >$50K generally done through DAS (minimum 3 week process) 

• Coding 
– See the Master Chart of Accounts (available through Quick Links 

on InsideDEEP) 
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http://www.ct.gov/insidedep/lib/insidedep/Financial_Management/Grants/masterchartaccounts.xls


Factors to Consider (cont’d.) 
• Pricing 

– When invoices are received, how will Vendors be billing DEEP 
(hour, item, packet, variable price)? 

• Asset Management 

– Will the item be a “taggable” asset? 

– Will there be design/installation costs (distribute cost among 
assets) 

• Justification 

– All requisitions require justification 

• Approvals 

– Are approvals outside your normal chain required? 

– All IT related requisitions must be entered  to follow OIM 
approval workflow. 
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Manage Requisitions 
• Once entered, regularly review your requisitions to 

ensure they’re moving forward properly. 
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Enter any specific date or status information you want to view your desired requisitions, 
then press Search 

Click on the arrow to view additional requisition 
information. 

Icons will be displayed which will provide you with more information you can drill into. 



Requisitions Approval Status 
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Click here to view 
requisition details & coding 



Requisition Approvals 

Approvals go in sequential order.   
• Amount Approval – may involve several approvers depending on $ amt.  Ensures that 

the purchase is appropriate and source of funding is acceptable. 

• Budget Approval – ensures coding is accurate & funding is available. 

• Purchasing Approval – ensures proper purchasing authority is applied, determines 
if bidding is required, obtains additional information from requester or program staff as 
needed. 

 
Give each approver at least 3-5 business days to act on the 
requisition.  Contact the specific approvers if not done within that timeframe. 

 
Every requester has a default approval path.  You can also add “Ad hoc” 
approvers if others need to review/approve the request. 
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Asset Overview 

Different coding required for all controllable assets and 
capital assets  
• Controllable Asset - <$1,000 and an expected useful 

life of one or more years.   
– Always use Account Code 54150 for "Controllable" 

Assets. 
• Capital Asset - $1,000+ and an expected useful life of 

one or more years.   
– Always use Account Code beginning with 55 for 

“Capital" Assets. 
– Remember to “capitalize” the item in “Asset 

Information” tab of the Requisition  
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Asset Coding 
•Asset Codes which must be entered are: 

–AM Business Unit = DEPM1 

–Profile Id (always begins with “1”) 
• Describes asset type (boat, equipment, land, etc.)  

• Determines depreciation 

–AM Location (always begins with ADEP) 
• Defines where the asset will be permanently assigned 

• see Master Chart of Accounts for details 

•Where applicable, indicate the name of the person to be assigned the 
asset in the Justification. 

Note:  If ordering an item to replace an old one, include the old Asset Id. in 
the Justification. 

Contact your Business Officer to complete an Equipment Inventory Change 
Request form when replacing assets. 

 
19 

http://www.ct.gov/insidedep/lib/insidedep/Financial_Management/Grants/masterchartaccounts.xls


Helpful Tips 

• Mandatory Purchasing Authority 
(either contract, statute or General Letter 71a-h) 

• Requisitions can include Multiple Vendors 
– Single requisition will result in multiple POs. 

• Strive to minimize the number of POs issued 
to a single vendor for similar goods & services 
– May make invoicing and PO management simpler. 
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http://das.ct.gov/images/1090/GL71%20current.pdf


Purchase Orders 

Once the PO is dispatched to the Vendor, you 
can: 

• Review PO Information (view description, 
price, coding, etc.) 

• Review PO Activity Summary (view payments 
& balances) 

• Run PO Balance Reports by vendor or 
Chartfield combinations (consult with your 
Business Officer 
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Receipt 
• Commodities are only “received” by those with receiver 

roles in the Business Office, Purchasing and major field 
locations:  

- Raul Granillo - Lisa Rogers 
- Ed Stratton - Karen Marciano 
- Melanie Gangi - Meghan Frommer 
 -Scott Brandon  -Rose Novak  

• Invoices  for all other services must have receipts entered 
by Business Officers or other Financial Management staff 
with the role. 

• Payments can only be made if the purchase has a receipt 
entered in CoreCT.   

• If a specialized piece of equipment is delivered, someone 
from the program staff may be requested to inspect the 
item to ensure it is acceptable. 
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Invoicing 

• All invoices must be submitted direct to 
Accounts Payable by the vendor.   
– Do not request invoices be sent to other locations.   

• If an invoice must be authorized for payment by 
program staff (e.g. verify that services were 
acceptably performed), AP will e-mail a scanned 
copy of the invoice to the designated Business 
Officer and/or program office.   

• Electronic authorization can be provided to AP by 
Replying or Forwarding the e-mail with 
authorization and receipt noted. 
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Invoicing (cont’d.) 
• In most cases, invoices for commodities will be 

paid direct by AP following “receipt” of goods 
and invoice. 

• When a PO is distributed by Quantity (not 
Amount), unit pricing on the Invoice must 
exactly match the PO unit pricing to release 
payment.   

• If pricing on PO does not match the invoice, 
AP will coordinate with Business Officer 
and/or Purchasing. 
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Payments 

Payments can be checked via CoreCT through 
various ways 

• Manage Requisitions 
Icons displayed in color indicate a step that  
has been complete 

• PO Activity Summary 

• Accounts Payable 

• PO Balance Reports 
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Step by Step Requisition Entry 
Instructions 
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Navigate Create Requisition 
Step 1 – Define Requisition 

• Navigate to Create Requisition 

• Enter a Requisition Title. 
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Populate with a brief descriptive requisition name 



Populate Line Default Information 
• The default option is to override all line distributions with the coding listed in Accounting Defaults. This will apply the coding 

to all lines.  This option will allow you to establish split distributions to be applied to all lines as well. 
• Complete all default information. 
• See InsideDEEP for list of Buyers (Search for Purchasing Staff)  
• See Master Chart of Accounts for Category and other Chartfield and Asset Information coding. 
• Do not populate Vendor or Unit of Measure if you will be selecting from a CoreCT Catalog. 
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If shipping a commodity, ensure that the address is listed as 
79 Elm  Street (0640000176).  This is the address that 
should now be the default for most Requesters. 

http://www.ct.gov/insidedep/cwp/view.asp?a=3647&q=427232&insidedepNav_GID=1914


Entering Asset Information 
• If Entering an Asset, enter the proper AM Location Code. 
• AM Business Unit must be DEPM1. 
• Select the appropriate Profile Id. 
• Location will default to ACORE.  If you’re entering an asset, enter the AM 

Location Code (beginning with ADEP…….) 
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Personalize your page(s) to relocate 
field placement for ease of use. 



Step 2. Add Items and Services 
Catalog Entry 

• Click on the type of order 
you’ll be making Catalog 
or Special Request; 
Templates and Favorites 
for items you regularly 
order. 

 

• For items available 
through Core Catalogs 
(e.g. Corporate Express, 
Suburban Stationers, etc.) 
enter the Vendor or 
Manufacturer’s Item Id 
then press the yellow 
Search button.   

 

• All text must be in UPPER 
CASE and no spaces are 
allowed.   
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Enter specific information 
regarding the items you wish to 
purchase then press Search. 



Selecting a Catalog Item 
• Take care to ensure you select an item with the appropriate unit of measure (box vs. 

each). 
• Enter your desired Quantity. 
• Press the Add button to add the item to your shopping cart.   
• When done entering items, press Review and Submit to move to Step 3. 
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Step 2. Add Items and Services 
Special Request 

• Click on Special Item  
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Special Request Entry 
• Enter the Item Description, Price, and Quantity.   Be sure to make the 1st 30 characters of the description 

meaningful. 

• If the description doesn’t fit in the Item Description line, enter additional specific information in the 
Additional Information field, and then check the box for Send to Vendor.   Make sure to include Item #s, if 
known, size, color, weight, brand name, etc. for items and clear description, date, time, location, etc. for 
services. 

• When all information has been entered, click on Add Item then click on Review and Submit. 
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Step 3. Review and Submit 
Expanded Line Details 

• Enter any specific  obligation dates (especially for subscriptions/memberships, etc.) 

• Coding entered in the Define Requisition page will automatically be applied to all 
lines unless otherwise specified.  

• Click on the yellow triangle to view line details & change coding for a specific line.   
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Click here and insert specific 
duration dates of service, 

subscription or membership. 



Changing Distribution or 
Chartfields for Specific Lines 

• You’ll be brought to a screen where you can change your 
Distribution to Amt, and can also change Accounting Codes. 
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Check “Amt” if 
payment is not 
for specified 
unit/price 
amount, or is 
other than a 
one-time full 
amount 
payment. 



Splitting Distributions 

• Click on the + line and add the desired number of lines. 
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• Ensure Chartfields are Distributed by Amount. 

• Apply the percentages of the funding Split 

• Enter appropriate coding for 2nd & subsequent lines of coding. 
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Justification 
• Enter your Justification Comments (why is the purchase necessary – list 

special circumstances and/or statutory or grant citations) and check box for Approval 
Justification 

• To enter the Purchasing Authority, click on the notepad icon 
to view Line Details for the 1st line of your requisition. 
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Entering Purchasing Authority and 
other Changes 

• Purchasing Authority defaults to 
Contracts.   

• If you are ordering a “special item” 
or service from a DAS  or DoIT 
contract, enter the contract ID. 

• If you order from a CoreCT catalog, 
you do not need to enter the 
contract Id.  It will automatically 
populate. 

• If you are not ordering an item from 
a CoreCT Catalog or a known DAS or 
DoIT contract, and do not know the 
proper purchasing authority, change 
the Purchasing Authority to GL71a 
and DEEP Purchasing will apply the 
appropriate authority.   

• If you know the proper purchasing 
authority, enter it. 

• Press OK 
39 

Check “Amount Only” 
if payment is not for 
specified unit/price 
amounts or is other 
than a one-time full 
amount payment. 



Attaching Documents 

If you have quotes or 
specifications, attach 
them.  In Step 3, click 
on More Comments 
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Click on Add 
Attachments, then 
Browse for the 
document. After you’ve 
selected an 
attachment, click on 
Upload. 

Click OK 



Approvals 

• Once saved, you’ll 
be brought to a 
Confirmation page 
where you’ll see 
the Req. # and can 
review and/or 
insert additional 
approvers. 

• Click on the Green 
“+” to insert 
approvers. 
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Inserting Approvers 
• Enter the 1st few 

letters of the 
approver’s last name 
and click on the 
magnifying glass icon 
to locate other 
approvers.  

• Select your desired 
approver. 

• Press Insert. 

• You’ll see where your 
Inserted Approver 
was placed. 

• Click on Apply 
Approval Changes 42 



Printing Requisitions 
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• Scroll to the 
bottom of 
the Approval 
Page 

• Click on 
View 
Printable 
Version 

• Select Yes to 
view 
distributions 



• A new screen showing Requisition info will be displayed. 

• Right click to print the document. 
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Other Useful Information 

• DEEP Procurement/Purchasing Website 

• CoreCT eProcurement Job Aids 
– Creating Contracts, Purchase Orders and E-Pro 

Requisitions (Requisitions section begins on page 44) 

– ePro Requisitions Split Funding 

– ePro Requisitions Ad Hoc Approver/Reviewer 

– Managing Personal Templates 

– Searching the State Catalog 

• DAS Contracting Portal 
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http://www.ct.gov/insidedep/cwp/view.asp?a=3647&q=427228&insidedepNav_GID=1914
http://www.core-ct.state.ct.us/user/finjobaids/epro.htm
http://www.das.state.ct.us/Purchase/Portal/Portal_Home.asp


Other CoreCT “Cheat Sheets” 
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• Vendor Lookup 
• Review PO Information (coding, etc.) 
• Viewing Payments 
• Customizing Screens 
• Running Canned PO Balance Reports 
 

http://ct.gov/insidedep/lib/insidedep/Support_Services/Purchasing/VendorLookup.pdf
http://ct.gov/insidedep/lib/insidedep/Support_Services/Purchasing/ReviewPOInformation.pdf
http://ct.gov/insidedep/lib/insidedep/Support_Services/Purchasing/ViewingPayments.pdf
http://ct.gov/insidedep/lib/insidedep/Support_Services/Purchasing/CustomizingScreens.pdf
http://ct.gov/insidedep/lib/insidedep/Support_Services/Purchasing/POBalanceReports.pdf


Congratulations! You’re an Expert!! 
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