Introduction
Lesson Description:
This lesson is designed train Requesters how to build a Special Request Requisition.    
Objectives:
· Identify what types of items are added to a Special Request Requisition
· Identify the purpose of Requisition Defaults (Settings)
· Define how to add items to a Special Request Requisition
· Define how to add requisition header comments and requisition line comments
· Identify how to edit the distribution and schedule of a requisition line
· Define how to preview the approval chain for a requisition
· Identify how to insert additional approvers into the approval chain for a requisition
Accompanying Materials:
· Building a Special Request Requisition_PPT
· Building a Special Request Requisition_Job Aids
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Building a Special Request Requisition
	Slide 2
	Special Request Requisitions

· A Special Request Requisition is for items that are non-contract/non-catalog items (items not found in the GeorgiaFIRST marketplace)
· You can use a catalog vendor on a Special Request Requisition, but if the item can be found in the Marketplace, you should create a Marketplace Requisition
· Items are added manually to a special request requisition
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	Requisition Settings

· To begin the creation of a Special Request Requisition:
· Select eProcurement in the PSFIN menu
· Then choose Requisition
· May be helpful to set up Requisition Settings (in v8.9 this was known as Requisition Defaults) – this is optional though
· What is set here carries through to each requisition line, saving data entry time; these settings can be overwritten on each line if needed
· Requisition Settings include setting defaults for:
· Supplier
· Buyer
· Category (for NIGP code)
· Unit of Measure
· Ship To Address
· Due Date
· Attention To
· Accounting Defaults – Chartfields 1 Tab: Can change Fund Code, Department, Program, Class and Project
· Accounting Defaults – Asset Information Tab: Can enter default AM Business Unit and Profile ID (do this only if all lines for the requisition are assets and all have the same Profile ID)
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	Adding Items to a Special Request Requisition

· To build a Special Request Requisition, click the Special Requests link
· If you added requisition defaults, you should see them come over and pre-fill your form
· To add an item, enter the following:
· Item Description
· Price
· Quantity
· Unit of Measure
· Category (NIGP Code)
· Due Date (optional)
· Supplier or Supplier ID – if you know the supplier you wish to use, enter the name or ID; once the Buyer receives the requisition, they can modify if needed
· Additional Information is for the requisition line comments; you can indicate if you want the comments sent to the vendor, shown at receipt, or shown on the voucher. Do not include any slashes (/) in the comments.
· After entering the Item information, click the Add to Cart button.
· The requisition summary on the left side of the page will update with the line information
· To enter another line, enter the required information (as above) and click the Add to Cart button.
· After you have finished adding all items, click the Checkout button.
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	Completing the Special Request Requisition 
· To change a requisition line’s schedule or distribution information, expand the line by clicking on the expand triangle icon
· You can update the Ship To location and Attention field if needed
· To update multiple requisition lines’ information simultaneously, select the lines to update and select the Mass Change link
· To enter a comment on an individual requisition line, click that line’s call out (comment) icon. Enter the comments and select where you wish them to appear.
· To add requisition header comments, enter them in the Justification/Comments section and indicate where you want them sent
· When you have finished updating any requisition lines as needed, click the Save for Later button
· Select the Preview Approvals link. Review the approval path and insert any ad hoc approvers if necessary
· Click the Submit button
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	Additional Edits You Can Make Before Submitting Requisition (on Checkout – Review and Submit page)
· Charging a Requisition Line Item to a Different Chartstring
· Using Multiple Distributions for a Requisition Line
· Entering Asset Information for an Item
· Creating an Amount-Only Requisition line
· Inserting Ad-Hoc Approvers
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	Charging a Requisition Line Item to a Different Chartstring
· If Shopper requested that line item be charged to a different Chartstring, can do this once items are pulled into requisition
· Can edit each line individually or can select multiple lines and edit at one time
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	Using Multiple Distributions for a Requisition Line
· [bookmark: _GoBack]Allows you to split the distribution among Chartstrings
· Specify if you want to distribute by quantity or percentage on the original distribution line
· On subsequent line(s), set the distribution percentage or amount
· On Chartfields tab(s) specify the new distribution Chartstring
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	Entering Asset Information for an Item
· If item requested is an asset, it needs to be tracked in the Asset Management (AM) module
· Can specify this on the Requisition, which will transfer to the Purchase Order, Receipt, and Voucher
· Information needed for an asset include the AM Business Unit and Profile ID of the asset
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	Creating an Amount-Only Requisition Line
· New feature allows an amount-only requisition so that it can be properly sourced into an amount-only purchase order
· Ensures that the requisition is liquidated by amount, not quantity, just like the Purchase Order
· Option can be found on the Checkout page, through the Details icon of a Requisition line
· Select the Amount-Only checkbox
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	Inserting Ad-Hoc Approvers
· Approval path is determined by the department and project charged on a requisition line, along with other institution-specific criteria
· When you preview approvals before submitting the requisition, you can insert an ad-hoc approver
· Can insert an ad-hoc approver anywhere you see a green plus sign
· Can insert an ad-hoc approver as either an Approver or a Reviewer
· Approvers have to take approval action
· Reviewers just have visibility to the requisition


	
	



