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Title: Smartsheet EREQ Instructions 
 

NEED ADDITIONAL INFORMATION? 

For further questions on this process please contact 

Jenifer Barnett – Purchasing 707-664-3102 or jenifer.barnett@sonoma.edu 
or  

Ming-Lan (Joy) Sun – Purchasing 707-664- 2274 or joy.sun@sonoma.edu 

OBJECTIVE: Walks departments through the 
Smartsheet EREQ form and the various fields that 
need to be completed for EREQ submission    

CONTENTS: 

LESSON 1:  NAVIGATION TO SMARTSHEET FORM ..................... PG. 2-3 
LESSON 2:  SMARTSHEET EREQ INSTRUCTIONS  .................... PG. 4-28 

mailto:jenifer.barnett@sonoma.edu
mailto:joy.sun@sonoma.edu
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Lesson 1: Navigation to Smartsheet EREQ Form 
 

 
 
Step Action  

1   
Go to http://www.sonoma.edu/ 

2 
Click on  

  

 
3 

Click on  
 
 

 

 
 

4  Click on “P” 

 

5 Click on 
Purchasing/Contrac
ting- Financial 
Services 
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6 Click on 
Department 
Resource or How 
do I submit a new 
EREQ Request 

 

 
7  
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Lesson 2: Smartsheet EREQ Instructions 
 

 
1 Business Unit (this is a 

required field)- Select the 
Business Unit the EREQ 
request is for: 

• SOCMP- University 
• SOSSE- Sonoma State 

Enterprises 
• SOASI- Associated 

Students 
• SOFDN- Foundation 

EREQ’s cannot combine 
Business Units 
 

 
 

 

1A. Workflow- If SOASI is 
selcted, then an additional 
box will populate.  

 

 

Section A. Department Information 



 

 

Page 5 of 28 

2 Department ID and 
Name (this is a required 
field)- 

• Pick your 
department 
ID/Name from the 
list.  
 

• If you are not 
selecting Dept 3030 
or 3040, you can 
skip Steps 2A and 
2B. 
 

• Contact Jenifer or 
Joy if you don’t see 
your department 
ID/Name on the list.  
 

 

 
 
 

2A Workflow- If 3040-Capital 
Projects is selected, then 
additional fields will 
populate in section A. 
Department Information, 
which some are required 
fields. 
 
Please complete the 
following: 

• CPDC Service Type 
• CPDC Project Description 

& General Scope of Work 
• CPDC File Share Link 
• CPDC Deliverable Type 
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2B.  Workflow- If 3030- 

Facilities Administration is 
selected, then additional 
fields will populate in 
section A. Department 
Information, which some are 
required fields.  Please 
complete the following: 

• SSU Work Order Number 
• Project Manager Name 

and Email 
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• FM Service Type 
-Emergency PO    
number field will show 
up only if “Emergency 
PO” is checked 

• FM Maintenance 
Justification  
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3 Request Type (this is a 

required field) 
• New Request- use when 

requesting a new EREQ 
• Change to Pending EREQ- 

use when you need to 
change something on an 
EREQ that has not yet been 
converted to a PO/SO or 
Contract.  If this is selected a 
text box will show up for you 
to type in the EREQ number 
you are requesting a change 
too. 

• Change to an existing PO/ 
SO or Contract- use when 
you need to change 
something on an existing 
PO/SO or Contract.  If this is 
selected a text box will show 
up for you to type in the 
PO/SO or Contract number 
you are requesting a change 
too. 
 

 

 

3A. Workflow- If New Request is 
selected, then an additional field 
will populate in section C. 
Requisition and CFS Chartfield 
String Information, which is a 
required field.   
New Request Description 

• For commodities- What are 
we buying and what is it for. 

• For services- Detailed scope 
of work, describing work to 
be performed and expected 
milestones, deliverables, 
report or end product. 

• For software purchases- 
Name of software, detailed 
product description, who will 
using the software and what 
is the software being used 
for.  
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3B Workflow- If Change to 
Pending EREQ is selected, 
then an additional field will 
populate in section A. 
Department Information, which 
is a required field.   
Please provide the EREQ 
number you would like to 
change.   
 
An additional field in will 
populate in Section C. 
Requisition and CFS 
Chartfield String Information 
Please tell us what you are 
changing to the EREQ.  
Example: adding two more 
computers or removing two 
computers. 
 

 

 

3C Workflow- If Change to an 
existing PO or Contract is 
selected, then an additional 
field will populate in section A. 
Department Information, which 
is a required field.   
Please provide the PO/SO or 
Contract number you would 
like to change.   
 
An additional field in will 
populate in Section C. 
Requisition and CFS 
Chartfield String Information 
Please tell us what you are 
changing to the PO/SO or 
Contract.  Example: Increase 
scope description, extend 
dates of service or adding a 
tax line. 
 

 

 

4 Department Internal 
Reference – notes for 
department internal purpose 
  

5 Requisition Type (this is a 
required field) 
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• Commodity- Examples include 
equipment, computers, office 
supplies, athletic uniforms, 
etc. 

• Service- Examples include 
consultants, rentals, printing 
and mailing services, license 
fees, software 
subscription/membership, web 
design, etc. 

• ORSP Subaward 
Depending on the selection 
made, additional information will 
populate in Section C. 
Requisition and CFS Chartfield 
String information. 
 

 

5A Workflow - If Commodity is 
selected, then an additional field 
will populate in section A. 
Department Information, which is 
a required field.   
SSU Receiving Department 
Notification:  Department must 
notify SSU Receiving 
Department, with PO number and 
line number once items are 
received and accepted by the 
University or Auxiliary.  Please 
note:  Invoices cannot be paid 
until receiving is received in CFS.  
Requester must check the box in 
order to submit the EREQ.  
Select commodity for commodity 
purchase with service 
component, for example, furniture 
purchase with installation.  
 

 

5B Workflow- This will populate 
at the bottom on Section A.  
 
Please indicate if shipping to 
on-campus or off-campus and 
provide location details. 
 
Workflow:  Additional fields will 
populate in Section C:  
Requisition and CFS 
Chartfield String Information, 
See slide 17 
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6A  Workflow-If Service is 

selected, then additional fields 
will populate in section C. 
Requisition and CFS 
Chartfield String information, 
See slide 18. 
 
Select service even if zero 
dollars, for example a zero 
dollar free trial period for a 
software subscription.  
 
 
 

 
 
 
 

7A Workflow - If ORSP 
Subaward is selected, All 
workflow and sections for 
“Service”  will populate in 
section C. Requisition and 
CFS Chartfield String 
information. See Steps 17 and 
18.   
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8 Requestor Name, Phone 

Number and Email (these 
are required fields) - Please 
select the name from the 
dropdown list, enter phone 
number and Email of the 
person completing the 
EREQ.  
 
The Requestor will receive 
EREQ notification and a 
copy of the PO/SO or 
Contract. 
 
Contact Jenifer or Joy if you 
don’t see your name on the 
list.  
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9  Date Needed- Please be 
mindful of the following 
turnaround times: 

• If you are submitting a 
ProCard request your 
EREQ turnaround time 
should be @ 3-4 business 
days. 

• If you are submitting a 
Purchase Order/Service 
Order request your EREQ 
turnaround time can be 
@ 2-3 weeks. 

•  If you are submitting a 
contract request (non-IT) 
your EREQ turnaround 
time can be @ 3-4 weeks. 

•  If you are submitting an 
EREQ that is IT related 
your EREQ turnaround 
time can be @ 6-8 weeks. 

•  If you are submitting a 
bid your EREQ request 
time can be up to 6 
months, based on 
complexity. 

Procurement ALWAYS tries to 
beat the above timelines when 
possible. 
 

 

 

10 Department Contact Name 
and Email (this is a 
required field) - Who should 
the buyer contact for 
questions or more 
information about this 
EREQ and who is the 
vendors main point of 
contact.  
This person will get a copy 
of the PO/SO or Contract. 
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11 Department Billing Name 

and Email (this is a required 
field) - Please provide the 
Name and Email for the 
person who needs to receive 
invoices for this EREQ. 
This person will get a copy of 
the PO/SO or Contract 

 
 

12 Additional PO/SO/Contract 
Distribution (Name and 
Email Required) (this is a 
required field) 
- Besides the requestor, 
department contact and 
department billing contact, 
please provide the name and 
email of any other 
employees that need to 
receive a copy of the PO/SO 
or Contract. 
If No, keep going. 

 

 

12A Workflow:  If yes, please 
provide the name and email 
addresses for all additional 
distributions. 
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13 If this is a new vendor or no 

payment was made to this 
vendor for the past three 
years, you must click the 
Box.  The link is here to send 
to the vendor to help solicit 
the Vendor Data Record 
204. (You do not need to 
wait for the 204 to send in 
your EREQ)  
 
Clicking the Box will remove 
number 15 below. 

 
PLEASE NOTE:  DO NOT 
ACCEPT VENDOR DATA 
RECORD 204 FORMS VIA EMAIL 

 

 

14 Vendor Number (VID) – The 
VID Number is required.  If 
you need assistance looking 
up VID Numbers in CFS, 
please contact 
apinvoice@sonoma.edu 
 

 
 

15 • Vendor Name, 
Vendor Email and 
Vendor Phone 
Number are Required 

 
 
 

 
 
 
 
 
 
 
 
 

Section B. Vendor Information 

mailto:apinvoice@sonoma.edu
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16 Workflow- If Commodity is 
selected under Requisition 
Type then these are the 
additional fields in Section C  
 

• Fund Type 
• Chartfield String 

Type  
• Total Requisition 

Amount 

 
 

 
 
 

16A Workflow- if you select 
Fund Type you will have the 
following options:  SO-
Operating/General Fund,  
Q- ORSP Fund, Trust Fund, 
Other 

 
16B Chartfield String Type 

(this is a required field) - 
You have the following 
choices: 
Single Chartfield String 
Multiple Chartfield Strings 
Hospitality Related  
EH&S Related  

Section C. Requisition and CFS Chatfield String Information 
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16C Workflow- if you select 
single chartfield string:  
please select account 
number and then indicate 
the rest of the chartfield in 
the correct box. 
 
Please indicate the Total 
amount of the Requisition 

 
16D Workflow- if you select 

Hospitality Related:  the 
account section will offer 
you a drop down of just the 
hospitality related account 
codes.  Select one  
 
Please indicate the Total 
amount of the Requisition 

 
 

16E 
 
Workflow- if you select 
EH&S Related – Only the 
Hazardous Material 
Purchase Account Codes 
will populate.  
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Please indicate the Total 
amount of the Requisition 

 
16F Workflow- if you select 

multiple chartfield strings:  
please provide the complete 
breakdown by chartfield. 
 
For example:  a $5000 purchase 
$2500- 
613001/SO100/3067/0000/0000/4
0280 
$2500-
613001/SO100/3060/0000/0000/6
0258 
 
*** You must always use the 
following format- Account 
Number/Fund Number/Dept 
ID/Program/Class- Project ID 
 
For hospitality related purposes 
please use one of the following 
hospitality account codes: 
622901- ORSP Award 
622902- ORDP Participants 
660922-Employee Only 
660923- Official Guest 
 
For EH&S related purposes 
please use the following EH&S 
account code: 660968 
 
Please indicate the Total 
amount of the Requisition 
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17 If Service is selected 

under Requisition Type in 
Section B 
 
 

 

 
 
 
 
 

17A Workflow- Service Rate 
Type- If Hourly Rate 
inclusive of all 
reimbursables is selected a 
box will populate and please 
enter the hourly rate. 

 
17B Workflow-Service Rate 

Type- If Hourly Rate plus 
reimbursables is selected 
two boxes will populate and 
please enter the hourly rate 
and the reimbursement 
amount. 
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17C Workflow-Service Rate 
Type- If Fixed Fee inclusive 
of all reimbursables is 
selected a box will populate 
and please enter the fixed 
fee. 

 
17D Workflow- Service Rate 

Type- If Fixed Fee plus 
reimbursables is selected 
two boxes will populate and 
please enter the fixed fee 
and the reimbursement 
amount. 

 
17E Where will the services be 

performed?  Please 
indicate where the services 
will be performed, this 
impacts who withholding is 
applied.   

17F Travel Reimbursement 
Applicable- Please answer 
yes or no. 

 
17G Please indicate if a 

UAS/Drone will be used by 
the Vendor/Supplier.  If yes, 
a note will appear in section 
D, Required Submittals for 
the approved drone 
application  
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17H If New Request is selected 
above then please complete 
the New Request 
Description 
 
 
 
 
 
 
 
 
 
If A change is Requested 
above then please describe 
change being requested 

 
17I Chartfield String Type- - If 

Service is selected under 
Requisition Type Please 
select one  
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17J Workflow- if you select 
single chartfield string:  
please select account 
number and then indicate 
the rest of the chartfield in 
the correct box. 
 
Please indicate the Total 
amount of the Requisition 
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17K Workflow- if you select 

Hospitality Related:  the 
account section will offer 
you a drop down of just the 
hospitality related account 
codes.  Select one  
 
Please indicate the Total 
amount of the Requisition 

 
17L Workflow- if you select 

EH&S Related – Only the 
Hazardous Material 
Purchase Account Codes 
will populate.  Please note:  
Choose this is only one 
chartfield is being used 

 

 
17M Workflow- if you select 

multiple chartfield strings:  
please provide the complete 
breakdown by chartfield. 
 
For example:  a $5000 purchase 
$2500- 
613001/SO100/3067/0000/0000/4
0280 
$2500-
613001/SO100/3060/0000/0000/6
0258 
 
*** You must always use the 
following format- Account 
Number/Fund Number/Dept 
ID/Program/Class- Project ID 
 
For hospitality related purposes 
please use one of the following 
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hospitality account codes: 
622901- ORSP Award 
622902- ORDP Participants 
660922-Employee Only 
660923- Official Guest 
 
For EH&S related purposes 
please use the following EH&S 
account code: 660968 
 
 

18 If ORSP Subaward is 
selected under 
Requisition Type in 
Section B – Start from Step 
17.  

 
  

18A ORSP Workflow- All 
workflow for “Services” will 
apply plus the ORSP 
Funding Source. Select one 
of the funding sources.  

 
18B ORSP Workflow- if you 

select Hospitality Related:  
the account section will offer 
you a drop down of just the 
hospitality related account 
codes.  Select one of the 
ORSP account code 
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19 Conditional Purchase- 

Many EREQ’s require 
additional documentation or 
approvals before purchase 
can take place. 
 
You may select as many of 
these conditional purchases 
as are applicable to your 
EREQ.  Each selection will 
result in workflow and 
direction on how to compete 
your EREQ. 

 
 

19A Workflow- If Information 
Technology (IT) is selected 
then an additional field will 
populate which has two 
required fields. 

• An IT Certification is 
required  

• If, this is a cloud related 
purchases then the Cloud 
Use Data Security 
Checklist also is required 

 

 

Section D. Required Submittals 
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19B Workflow- If Drone or Drone 

Kit is selected then an 
additional field will populate, 
which is required.  

19C Workflow- If Hospitality is 
selected then an additional 
field will populate, which is 
required. 

 

 
19D Workflow- If Independent 

Contractor Review is selected 
then an additional field will 
populate, which is required. 

 
19E Workflow- If Environmental 

Health & Safety (EH&S) is 
selected then an additional 
field will populate, which is 
required. 

 
19F Workflow- If Gift Card 

Purchase is selected then two 
additional fields will populate, 
which are both required. 

 
19G Workflow- If 

Marketing/Advertising/Social 
Media Use is selected then 
an additional field will 
populate, which is required. 
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19H Workflow- If Web/Website 
Design is selected then three 
additional fields will populate, 
all three are required. 

 
19I Workflow- If 

Conference/Training 
Registration for in person or 
virtual or if Local Car Rental 
(Sonoma County) is selected 
then an additional field will 
populate, which is required.  

19J Workflow- If Vehicle/Cart 
Purchase or Repair Service is 
selected then an additional 
field will populate, which is 
required.  

20 Make sure to attach all 
quotes, proposals and 
contract documents 

 
21 Make sure to include vendor’s 

website link if applicable to 
this purchase. 
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22 Make sure to include any 
notes here to assist the buyer 
in completing your EREQ. 

 
23 Make sure to include all 

required uploads for this 
EREQ. 

 
24 If you are the Requestor, you 

will receive a copy of the 
EREQ with assigned EREQ 
number. You can check this 
box and put a different 
person’s email address so 
that person can receive a 
copy of this EREQ without 
assigned EREQ number.  

 

25 Click Submit  
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