USING FORMS IN MICROSOFT WORD and EXCEL

1) Find the appropriate form you wish to open

Can Be

Form Name Form Description Attached to Adobe

Number Requisition? | ¥ Acrobat

(Yes/INo)

~
Check ?
CanceliReissusiStop | CA1 06 Used to sither cancel a check or stop. || Click Here | Click Here

payment on a check.

FPayment Reguest
Automobile PO Used totrade an exlgtmg ar Vs Click Here Click Here
Furchase Request purchase a new vehicle.
Cellular Phone PO Usedta uru;lercellularphone service Vas Click Hata Click Hara
Reguest andior equiprment.
EETELDS'EEEE&J;; Ca107 Hised wiera iavel atveant s beind . ClickHere | Click Here
Eiin 4 requested by a University employee. %

2) Click on the Microsoft Word version 3) Fill out all fields (e.g. checkboxes,
free-form fields) as indicated in the instructions/purpose of the form.

S TR RRVORITY O W
New/Change Supplier Request Form
K::r Supplier Request [ Change to Fxisting Supplier Recuest
Instiuctions/Purpose: This form is used to add a new supplier or change information on an existing supplier in

Procurement & Contracting via email to procure(@rci ruteers edu

the RIAS system. Please furmsh the information requested. Completed form must be forwarded to University

Supplier Mame: Federal ID or Sorial Security Number:
Supplier Address .

City: State: Zip:

Supplier Telephone Number: Suppher Fax Number

Goods or services provided:

Prmary Type of Business: (you mustchoose one of the Sllowing)

[ Indivichal/Sole Proprietor O Cotporation [ Partrershgp/LLF/LLC
[ Foreign Indivicual OF oreign Comporation/P atnership O Other
Check all tha apphy:

E New Jersey Stede Incorporated [ Minonty Owmed  CJWomen Owned ] Small Business Enterprise
24

JHubzone ODisabled Veteran  [JVeteran O Vietnam Veteran

TypeofFale; [ Froduct Only [ Service Only [0 Procuct end Service [ Other

| =] X N | =] )




4) If you click on the back browser in error, the message below will appear. If you want
to save the document, click Yes and you will be asked to name the file. If you click No,
all information input will be discarded. If you click Cancel, you will return to the form.

THE STATE LINSVERSITY OF NEW JEREEY

New/Change Supplier Request Form

hitp:/ fwww.rci_rutgers.edu/ " nasfforms/newsupplier. doc %]
[ Hew Supplier Request This document has been madified. Do you want to sawe changes?
Instructions/Purpose: This formm i e Sawes your changes lier it
the RIAS system. Please furnish tl Mo Discards your changes rErsity
Procurement & Confracting via e Cancel: Keeps this document open
Supplier Hame: Jen's Baked Goods ‘es | MNa | Cancel |
Gupplier Address: \

n,

City: Slate: Zip: \
Supplier Telephone Humber: Supplier Fax Humber:
Goods or services provided:
Primary Type of Business: (you must choose one of the Hllowing)

5) To save the file, click File and then Save As. Save the file to your computer.

Fle Edit iew Inzert Formst Tool: CracleBepors Tahle Go  “awvontes Fep

NN R T A @@@‘Eﬁ%va
[\‘iﬁack o rand stap Refrech  Home Search Fawories Histare Tools hdail Print Eeit

Adrlress @ hitto: ! faevevr. poi rutgare edu/ “rise forr e neweuprlierdoc
Linkz @Cuctnmizc Links @FrceHJt"nail @‘Mnjows -@Rﬂilinlm -E:Winda\-vs kcd a

—




USING FORMS IN ADOBE ACROBAT (PDF)

1) Find the appropriate form you wish to open

Can Be
Form e Attached to
Form Name Description S
Number I Requisition? Acrobat
(Yes/T4o)
Check :
CanceliReissusiStop | GA106 RECED e Ealoshaenecktb SN | g5 ClickHete | Glick Here
payment on a check.
Fayment Reguest
Automohile PO IUsed totrade an emstmg or Yes Click Hare Click Hare
Furchase Reguest purchase a new vehicle.
Cellular Phone PO Usedto Drl;lercellularphune semnice ves Click Here Click Here
Reguest andior equipment.
EQELDS'SEZ“J:Q ca07 vsed witan.aliarel advanca fe eind fl ., Click Here | Click Here
Egri 4 reguested by a Univarsity employee. i ¥

2) Type in the information requested in the instructions/purpose

Instructions/Purpose: This form should be completed for an inverce that requires manual certilication. Complete this
form, obtain gpproprge stgnature and forward to Disbursement Conmol. ASB, Reoom 202, 65 Davidson Road,
Prseatamvay, MJ 02854, 30l Camrpus.

Preparer’s Name: e nilc Weine ‘_\ Department:  |Procurement Services
b -‘-““"" 3 -
Campus Phone Number; \ Email Address:
o

Purchase Order/Release Number:

Supplier MName:

Invoice Number: Invoice Date: Invoice Amount:

3) Click on the Save icon within the Adobe window as indicated below



s e 88 20 E|[ < [« #|[ehex - @ |0DOEOEE
R B8 B0 - LB &L G o

\ Save a Copy... HE

Save in: IﬁApproved Forms (Adobe) j ﬁl

02+

o

THE STATE Ve

| @mvmce cetification form.pdf
Instruction ‘amplete this
form, obta tdson Road,

Prseataway

Preparer” Services |
Campus | File name cerificationform gl Sawe I
Sawe as type: IAdDhe PDF Files (* pdf) j Cancel | |

Signaturesﬁ' Commentsﬁ Thumbnai\s% Bookmarks

Purchase OTMCTTRCICTST S Ll]lll‘!Ul.l |

Supplier Name:

4) Name the file and click Save NOTE: If you click the back browser button your work
will not be saved

»



