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How to Create an Opportunity Project

1 CER in PeopleSoft is now Project in Workday. When creating a new project (CER), it
is called an Opportunity Project until it is approved. Approved Opportunity
Projects are referred to as Projects. This applies to assets that are "CER - Charge to
GSI" ONLY.

2 For "CER - Charge to Receivables", please submit your invoices to OSV for
payment. For "CER - RMR/CIA/FDA/R&R Funds", please submit your invoices and
approvals from NPS to Myrna Mullins for payment.

3 In Search box type "create opportunity project" then hit Enter.
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4 Click "Create Opportunity Project" under Tasks and Reports.

5 In "Project Hierarchy" field select "Project Hierarchy".
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6 Select your Cost Center and click Ok.

7 In "Project Name" field, enter project name in the following format: project
name_cost center number_today's date. For example: "Beverage
Merchandiser_1932_05062024".
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8 In "Start Date" field, enter today's date. For "Status" filed select "Proposed".

9 In "Description" field, give a detailed description.
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10 For "Reference Information" section (on right-hand side of screen), check the
"Capital" box.

11 In the "Company" field, select Guest Services, Inc.
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12 In the "Optional Balancing Worktags" field, select your cost center.

13 Scroll down to "Worktags" tab, to complete the "Default Worktag" field by
selecting the "Active Cost Center" then "Cost Center".
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14 For "Attachments" tab, please include 3 quotes, if not a preferred vendor.

15 Click "Select files".
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16 Click "Submit"

17 Click on "To Do" to complete the remaining opportunity project information.
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18 STOP. Please read green instructions shown below. Then click "View Project"

19 Click the "Project" field.
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20 Select "Projects by Project Hierarchy".

21 Select your Cost Center.
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22 Select your Project.

23 Click "OK"
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24 Under "Reference Information" you will see Project ID (P-XXXXXX). Note this
number for future reference. before you click "Additional Data".

25 Click "Edit".
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26 Type in your name in the "Requested By" field.

27 Enter the "Short Description" field.
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28 Enter "Amount Requested" field.
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29 Select the appropriate "Expenditure Classification" field.

30 If your location has a NPS contract, please complete the next field.
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31 Enter the "Complete Description, Expected Benefits & Consequences If
Disapproved" field.

32 Complete the "Names of three Companies and Amounts of Bids for this
Request...".
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33 Complete the next 3 fields: Selected Vendor, Other Bid 1 and Other Bid 2.
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34 Enter "Reason for not selecting low bid" field.

35 Enter the "Amount in Capital Budget" field. This is the amount approved by the
CFO during Budget.
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36 Verify the information that you entered, then click "OK".

37 Click "Done"
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38 Go to your Inbox to find the Opportunity Project you just completed.

39 Click "Submit"
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40 This will route to your VP for approval.

41 Once approved by the VP, it will route to the CFO. If $20,000 or more, it will then
route to the CEO. Once approval process is completed, it will route to the Business
Asset Accountant to convert from an Opportunity Project to a Project.

Refer to "How to Find Projects" instructions to see if the project has been
approved.

42 Once the Opportunity Project becomes an approved Project, send your invoice
through regular GSI email to the Business Asset Accountant (HoangNga LuTan).
Make sure to include on the invoice the Project ID number, Project Name, amount
to be paid, signature and date.

43 Once asset is placed in service, please refer to "How to Place Asset in Service"
instructions.




