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CREATING TERM PURCHASE ORDERS: Magnetic Springs

Magnetic Springs Water Company, Inc. is the current contracted provider for office water service and 
distilled water (They are replacing DS Services). This job aid steps through the Delegated Buyer process 
when completing a Term Requisition for monthly chiller and water service with Magnetic Springs. 

REQUEST DETAILS 

When creating a Term Requisition for monthly chiller and water with Magnetic Springs, the critical details 
include: 

- Where is the service located? Magnetic Springs is location-based for all of their equipment, agreements
and billing.

- What type of water is requested? There are currently two water options: Purified or Spring
- Is the chiller included in the request? Even though the chiller has no cost, it must be included on the

requisition.
- What is the delivery frequency? How many bottles of water should be delivered and how often should

they be dropped off?
- Who is the contact? Magnetic Springs needs a contact person if there are questions about the request or

delivery.
- Who is paying for the request? Departments frequently split costs when multiple areas are sharing water

services.
- What is the term of service? Usually this will be for the next Fiscal Year.

PEOPLESOFT – TERM REQUISITION DETAILS 

Term Requisitions have the following differences from Standard Requisitions: 

Field/Page Difference 

Accounting Date Used to future date the start of the requisition. This is usually the first day of 
the fiscal year or the date of a new account with the supplier (e.g., 07/01/XX). 

Due Date Due Date is used to indicate when the purchase order will expire. This is usually 
the last day of the fiscal year (e.g., 6/30/XX). 

Ship To Use the delivery location in both the Ship To and Location fields. 

UOM (Unit of Measure) YR (year) 

Header Comments Insert the Standard Comment for Term requests and include all contact, 
delivery and other pertinent information. 
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eREQUEST – REQUISITION DISTRIBUTION METHOD 

Magnetic Springs is a vendor in eStores but the eRequest should not be dispatched using the eStores 
Distribution Method. A requisition for monthly chiller and water services is a Term Requisition and should be 
dispatched using the Requisition Distribution Method. 

Magnetic Springs counts each chiller as an individual agreement. Each chiller is 
considered a new location and should have its own requisition. 

For example, if the request is monthly service to your four-story building with chillers on 
each floor, this equates to four separate requisitions. 

EXAMPLES 

Here is an eRequest for Magnetic Springs using the eStores catalog: 
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Let’s create the Term Requisition in PeopleSoft: 
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In the Header Defaults: 

On the Form tab: 
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Under the Header Comments: 

Last Update: 05/19/2017 Page 5 of 11 



Office of Business and Finance 
Resource Planning Management 

CREATING TERM PURCHASE ORDERS: Magnetic Springs

Last Update: 05/19/2017 Page 6 of 11 



Office of Business and Finance 
Resource Planning Management 

CREATING TERM PURCHASE ORDERS: Magnetic Springs

The final step is approval: 

Here’s another eRequest for DS Services. 

eStores wasn’t used to create this request but it still has the information needed to complete the requisition. 

Let’s create the Term Requisition in PeopleSoft: 
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In the Header Defaults: 

On the Form tab: 
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Under the Header Comments: 
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And then approve the requisition: 

ADDITIONAL RESOURCES AND INFORMATION 

Administrative Systems NewsLink: 
Most Recent NewsLink Articles 
eRequest Changes Summary - Effective 1/6/12 

Procurement ASSIST: 
Entering a Term Requisition in PeopleSoft 
Entering a Standard Requisition in PeopleSoft 

eRequest ASSIST: 
Updates: 1/7/2012 eRequest Changes Summary 
Job Aids & Tools: 

Processing an eRequest – Service Center/Delegated Buyer 
Setting eRequest Preferences 

Contracted Suppliers: 
OSU Purchasing Contract Book 
Alphabetical Supplier Listing 
eStores Supplier List by Category 

SUPPORT CONTACTS 

eStores for questions about eStores vendors. 
Email eRequest@osu.edu for questions about eRequest.  
****** for service and billing issues. 
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https://ocio.osu.edu/blog/newslink/
https://ocio.osu.edu/blog/newslink/2011/12/23/estores-orders-interface-into-peoplesoft/
https://it.osu.edu/assist/assistprocurement84/WebHelp/requisitions/term_requisitions.html
https://it.osu.edu/assist/assistprocurement84/WebHelp/requisitions/Requisitions.html
https://it.osu.edu/assist/assisterequest/index.html
https://it.osu.edu/assist/assisterequest/index.html
https://purchasing.osu.edu/contract/contractCategory.aspx
https://purchasing.osu.edu/contract/contractAlphabetic.aspx
http://osustores.osu.edu/estores/SupplierList.aspx
http://osustores.osu.edu/estores/contact.aspx
mailto:erequest@osu.edu?subject=Question%20re:%20DS%20Services%20eRequest
https://ocio.osu.edu/blog/newslink/2015/01/30/ds-services-resolves-service-and-billing-issues/



