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Angie Gardea - Payroll 

Fiscal Services 
x3144 

 
Payroll for Full Time Classified Employees 







1st check – 25th 



2nd check – 10th 



Linda Mobley – Purchasing 
Fiscal Services 

x3376 
 

Requisitions/Purchase Orders 



Requisition 
• Purpose of the requisition is to request the purchase of 

equipment, materials, services etc.  It is District Policy 
that all purchases are coordinated through the 
Purchasing Department  so that  they are done within  
District policies, budget allocations, and prevailing 
laws, rules and regulations. 

• Requisitions are done electronically on the Datatel 
System.  Access to the Datatel system is provided  thru 
Information Systems via e-mail request from Division 
Manager/Director 

• Step by Step instructions are available by contacting 
Linda Mobley at ext. 3376 or lmobley@elcamino.edu 



Requisition Statuses 

• U = In Progress – Initiator has not completed 
requisition. 

• N = Not Approved – Director/Manager has not 
electronically approved. 

• O = Outstanding – Ready to be assigned a 
PO/BPO number and a Buyer to complete 
buying process. 

• PO Created = Requisition now in Purchase 
Order/Blanket Purchase Order module  



Purchase Order Statuses 
• U = In Progress – Buyer working on purchase 
• O = Outstanding – Buying process complete 

and copy of purchase order printed 
• A = Accepted – Items Received by Warehouse 
• B = Backordered – Partial shipment received 
• I = Invoiced – Accounts Payable has matched 

the purchase order and invoice for vouchering 
• P = Paid – up to 10 business days from check 

date for check to arrive from the county  
• V = Voided - Cancelled 
 



Blanket Purchase Order Statuses 

• U = In Progress - Buyer need to complete 
• O = Outstanding – Stays in this status until 

expiration. 
• C = Closed – No longer valid expired. 
• V = Voided – Cancelled  



How to look-up Requisitions/Purchase 
Orders 

• RINQ = Requisition  
• PINQ = Purchase Order  
• BINQ = Blanket Purchase Order  
• VENI = Vendor  
• All Requisitions/Purchase orders created by a 

specific person = Type in lookup window as 
follows: 

 ; in First and Last Name then press Enter 
 (example - ; in Linda Mobley) 



June Curtis - Program Specialist  
 

Civic Center  
x3485  

 

Room Reservations 



Room Reservations 

Civic Center   
• 1)  Responsible for coordinating the 

rentals of District facilities to 
community groups and various 
organizations.  

• 2)  Responsible for booking the East 
Dining Room (2nd floor of Bookstore). 



Reserving Rooms  
(See Handouts) 

• Classrooms – Academic Divisions. 
• Conference Rooms – Cafeteria, Divisions. 
• Student Activities Center. 
• Library Conference Rooms. 
• Physical Education Facilities. 
• Fine Arts Performing Facilities. 

 
 



Reserving East Dining Room 

• User Guideline – See Handout 
 

• Room Arrangement Legend (Page 2)  
 

• Conclusion 



Debbie Turano – Facilities 
x5692 

Routine Facilities Work Requests 
and Procedure 519 



Routine Facilities Work Request  
1. Log on to the ECC Portal. 
2. Click on “Work Orders” tab. 
3. Click on “ECC Facilities Work Order 

Submission”. 
4. 1st time users enter your contact 

information, click on “OK”. 
5. Complete required information on 

the next page and submit. 
6. Requesters must be approved by 

their Division Dean/Director. 
 



Routine Facilities Work Requests 
are created for any work that needs 
to be done to MAINTAIN CURRENT 
FACILITIES.   This includes event set 
up, pick up or delivery of any 
portable items (tables, chairs, 
boxes, etc.) and restocking of soap 
& paper goods. 



Any requests outside the scope of routine 
maintenance must be submitted via Procedure 
519, Form #20517, ADD/MOVE/CHANGE 
SERVICE REQUEST. 
Procedure 519 includes ADDING NEW electrical 
outlets, lights, walls, doors, windows, etc., (FPS) 
and phones or computers (ITS) and CHANGING 
or REMOVING same.  
Procedure 519, Section 1, MUST be signed by 
the Division Dean/Director and approved by 
the Vice President. 
The three part NCR Form #20517 is available 
from the Warehouse.  Instructions to complete 
the form and an electronic copy can be found 
on MyECC. 



Go to MyECC 
 Tab for Additional Divisions and Documents 
  Additional Divisions and Committees 
   Management and Administrative Procedures 
    Series: Purchasing – 500 
     procedure_519 
 



Questions and Answers 
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