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EP.020.500 - Creating an ePro Requisition

	1.  
	Click the eProcurement link.
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	2.  
	Click the Create Requisition button.

	3.  
	Click the 1. Define Requisition button.
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	4.  
	Enter "Office Supplies" in the Requisition Name field. 

	5.  
	Click the Expand section button.
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	6.  
	Entry of data on this page is optional. Information entered on the Line Defaults page will be the default for all lines added to the requisition; however, data can be 

changed on individual lines as needed. 

	7.  
	Please notice the "Note" for Line Defaults. If you have a Department ID populated on the User Preferences page for your Requester Id, it will override what you enter here. Likewise, since NIGP Codes require a default "Account" code at setup, since the generic default specified for all codes is '714100', this code will override the Account code you enter on this page (on distrib line in Step #3). 

When this occurs, the values will need to be updated for each line. This can be completed at Step #3 either by manually updating each line or by selecting all lines and clicking the "Modify Line/Shipping/Accounting" button followed by the "Load Default Values" hyperlink.

When you "Apply" defaults on Step #3, the Department and Account will be overridden to what you specified as Line Defaults here, in Step #1.

	8.  
	Click the Vendor Lookup button.
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	9.  
	Enter a valid value e.g. "office" in the Short Vendor Name field. 

	10.  
	Click the Find button.
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	11.  
	Click the Vendor ID link. When selected it will be passed back to the requisition defaults.
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	12.  
	Click the Look up Buyer (Alt+5) button.

[image: image7.png]




	13.  
	Select the appropriate Buyer from the Search Results table.
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	14.  
	Click the Look up Vendor Location (Alt+5) button.
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	15.  
	Select the Vendor Location from the Search Results table.
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	16.  
	Click the Look up Category (Alt+5) button.
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	17.  
	Enter a description of the item that is being requested e.g. "office" in the Description field. 

	18.  
	Click the Look Up button.
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	19.  
	Select the appropriate Category for the requested item from the Search Results table.
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	20.  
	Click the Look up Unit of Measure (Alt+5) button.
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	21.  
	Select the correct unit of measure from the Search Results table.
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	22.  
	Click the Look up Ship To (Alt+5) button.
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	23.  
	Select the Ship to Location from the Search Results table.
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	24.  
	Click the Choose a date (Alt+5) button.
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	25.  
	Click the date for which the item is expected to be received by.
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	26.  
	Click the Modify Shipping Address button.
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	27.  
	Information on this page can be modified as needed. For this example, the telephone number will be inserted. Enter the phone number into the Phone field. Enter a valid value e.g. "706-555-1212".

 

	28.  
	Click the OK button.
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	29.  
	The person to whom delivery should be made can be specified. For this example, type "Alice Smith".

Enter a valid value e.g. "Alice Smith" in the Attention field. 

	30.  
	All chartfields can be entered here on the Accounting Defaults Chartfields1 tab. Based on the requester's setup, some chartfields will automatically default.

Required chartfields will be Account, Fund, Dept, Program, Class, Project (for Grant budgets), Budget Date, and Budget Reference (budget year) which defaults based on the Budget Date specified.

Note: The Budget Date has been moved since creation of this UPK, it is now located on this page next to the Bud Ref field.

	31.  
	Enter the Budget Date for the appropriate budget period. 

For example, 7/1/2007 - 6/30/2008 will be budget period 2008.

Note: The Budget Date has been moved since creation of this UPK, it is now located on the previous page (Chartfields1 tab) next to the Bud Ref field.

	32.  
	Click the Asset Information tab.
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	33.  
	If the item(s) being requested are Assets, the AM Business Unit should be entered followed by the selection of a Profile ID.

	34.  
	Click the 2. Add Items and Services link.
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	35.  
	Click the Special Request link.
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	36.  
	Click the Special Item link.
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	37.  
	Enter the desired information into the Item Description field. Enter a valid value e.g. "Desktop Calculators".

	38.  
	Enter a valid value e.g. "20.00" in the Price field. 

	39.  
	Enter a valid value e.g. "5" in the Quantity field. 

	40.  
	Enter a valid value e.g. "Please rush order!" in the Item Description field. 

	41.  
	Click the Send to Vendor checkbox if you want the Comments inserted under Additional Information to appear on the purchase order.
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	42.  
	Click the Show at Receipt checkbox for the comments under Additional Information to show at the time the item(s) are received.
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	43.  
	Click the Show at Voucher checkbox if the comments entered under Additional Information need to be seen at the time of vouchering.
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	44.  
	Note that no lines currently exist on the requisition. The line information is not saved until the Add Item button is selected.

	45.  
	Click the Add Item button.
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	46.  
	Once the Add item button is selected, the Requisition Summary section is updated with the number of lines and amount.

	47.  
	If an additional line should be added, simply click the 'Add Item' button.

As you will see in the following screens, a second line was added previously for use in this exercise.

	48.  
	Click the Review and Submit link when you have completed adding lines.
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	49.  
	Select the requisition line.
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	50.  
	Click the Select object.
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	51.  
	Click the Add to favorites button if you want to place the selected lines in your list of commonly ordered items.
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	52.  
	The pop-up window confirms you have successfully added the item or informs you that the item already exists in your list of favorites. Click the Close button.

[image: image34.png]Close





	53.  
	Click the Expand Section button to view the line and distribution information for the line.
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	54.  
	Click the Modify Line / Shipping / Accounting button to change a field on more than one line.
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	55.  
	Enter a valid value e.g. "MAIN" in the field. 

	56.  
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	57.  
	Click the OK button to make the change to all lines. 
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	58.  
	Click the Comments button to view the line comments page.
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	59.  
	Comments and a file attachment can be added to this requisition line.

	60.  
	Enter a valid value e.g. "SEE ATTACHED" in the Comments  field.

Press [Enter] to continue.

	61.  
	Click the Send to Vendor checkbox if you want the comment to print on the PO.
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	62.  
	Click the Add Attachment button.
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	63.  
	Click the Browse button.
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	64.  
	Search and select the file you want to upload into the system.
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	65.  
	Click the Open button.

[image: image44.png]Open






	66.  
	Click the Upload button.
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	67.  
	If successful, the file will be uploaded into the system and appear here.

	68.  
	Click the OK button.
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	69.  
	If you entered defaults on Step #1 and the Account Code (or any other defaults) are not correct on Step #3, you can either:

 - Manually update lines, or

--------------------------------

- Select the line number(s) you wish to update 

- Click the Modify Line/Shipping/Accounting pushbutton

- Click the "Load Values from Defaults" hyperlink

- Verify all data is accurate and make any necessary changes

- Click Apply (you can either apply to a single distrib line or to all distrib lines) 

	70.  
	The "Check Budget" pushbutton appears on this page; however, the requisition must be approved in order for budget checking to occur.
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	71.  
	Click the Save & preview approvals button when you are done updating the requisition and want to preview the approval routing.
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	72.  
	The confirmation page allows you to review who is in the approval path for this requisition based on the chartfields. This field will be updated with the appropriate approver's user id.

	73.  
	Click the Submit button when you are ready to send an approval notification to the approvers.
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	74.  
	If you need to make changes to the requisition after it has been submitted for approval, but before it is approved, click the Edit Requisition button.
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	75.  
	Click the OK button.
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	76.  
	The Edit Requisition page can be used to make changes to the requisition.

	77.  
	Congratulations. You have just completed the Creating a Requisition topic. Below is a summary of the key concepts of this topic:

- The three stages of a requisition are defining the requisition, adding items and services, and reviewing and submitting.

- Line defaults apply to every line in the requisition. However, individual lines can be edited.

- Required chartfields for a requisition are Account, Fund, Dept, Program, Class, Project (for Grant budgets), and Budget Reference (budget year).

- If the requisition is for an asset, an Asset BU and Profile ID must be populated.

- Requisition comments can be designated on the Special Request tab to be viewable by the vendor, displayed on the receipt, and displayed on the voucher.

- The Requisition Summary indicates the number of lines on the requisition.

- Frequently ordered items can be placed into a common list using the Add to Favorites feature.

- Once the requisition is confirmed, the Confirmation page displays a link containing the requisition approval path.

- Requisitions can be edited after they have been submitted but before they have been approved. 

End of Procedure.
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