Introduction
Lesson Description:
This lesson is designed train Requesters how to manage requisitions for themselves and for their Shoppers.    
Objectives:
· Identify the actions you can take on the Manage Requisitions page
· List the search criteria available for the Manage Requisitions page
· Review a requisition’s status and life cycle
· Edit a requisition
· Delete a requisition line
· Cancel a requisition
Accompanying Materials:
· Managing Requisitions_PPT
· Managing Requisitions_Job Aids
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Managing Requisitions
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	Managing Requisitions

· The Manage Requisitions page is under the eProcurement menu in PSFIN
· Use this page to review requisition information, edit a requisition, delete a requisition line, or cancel a requisition
· You will be able to see the requisitions for all requesters you have authority for


	Slide 3
	Request States

· There are many statuses that a Requisition goes through during its lifecycle
· On the Manage Requisitions page, you can search for requisitions in the various states:
· Open: Requisition has been entered and saved in the system, but not yet submitted for approval
· Pending: Requisition has been submitted and is awaiting approval
· Approved: requisition has been fully approved and can become a PO
· Denied: Requisition was denied in the approval process
· Canceled: Requisition was entered and saved, but was canceled; a canceled requisition can be reopened within a certain number of days
· PO(s) Created: Requisition has been placed on a PO
· PO(s) Dispatched: Requisition has been placed on a PO and that PO has been sent to the supplier
· PO(s) Canceled: Requisition has been placed on a PO that has been canceled
· Received: Requisition has been placed on a PO; PO has been dispatched to the supplier; and the goods have been partially or fully received
· Complete: After requisition is dispatched on a PO, goods are received, and supplier is paid; background process identifies the requisition status as Complete; canceled requisitions are also identified as complete.
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	Requisition Budget Checking Statuses

· Once a Requisition has been fully approved, it must go through the Budget Checking process
· You can use the Manage Requisitions page to review the results of the Budget Checking Process (which occurs automatically at 10, 12, 2, 4, and 6 each weekday)
· Not Chk’d: Requisition has not had budget checking run on it yet
· Error: Requisition has gone through budget checking and failed; the budget checking error must be corrected before the requisition can be sourced into a purchase order
· Valid: Requisition has passed budget checking and is available to be sourced into a purchase order
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	Searching for Requisitions

· You can use a variety of search criteria to locate requisitions for a particular person, in a particular status, or entered during a particular date range
· You can search for requisitions through:
· Business Unit
· Requisition Name
· Requisition ID
· Request State
· Budget Status
· Date From/To
· Origin (Special Request or Marketplace Requisition)
· Requester
· Click the Search button to begin
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	Reviewing Requisitions and their Life Cycle

· Listed in the requisition search results are those requisitions that meet your search criteria
· Each line will include:
· Requisition ID 
· Requisition Name
· Business Unit
· Date
· Request State
· Budget Status
· Total
· Action drop down list
· Can sort your results by clicking on a column header link
· To view where a requisition is in its lifecycle, click the expand icon next to the Requisition 
· To see details about an active or completed stage in the lifespan, click on the lifespan icon
· To see the approval path for a requisition, click on the Approvals lifespan icon
· To see requisition line information, click on the line description
· To see requisition schedule and distribution information, click on the Requisition lifespan icon and then select the Requisition and Schedule Information link
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	Edit a Requisition 
· If you need to edit a Requisition, you can do so until it has been sourced to a purchase order
· To edit a requisition from the Manage Requisitions page, select the Edit Requisition option in the Action drop down list
· Then click the Go button – system takes you to the Edit Requisition page
· If the requisition has been submitted for approval, you may see a warning that any edits made to a requisition in pending status will reinitialize the approval process
· You will not be able to edit anything but schedule and distribution information for a Marketplace Requisition 
· To edit a requisition line’s distribution and schedule information, click on the expand link for that line
· Shipping information can be updated as well as the Chartfields here
· After making all edits, Save the requisition and Preview approvals
· If you have made changes to a requisition already in the approval process, when you submit the edited requisition, it will reinitiate the approval process. It is helpful to include comments as to why an approver may be seeing the same requisition again
· After previewing approvals, submit the requisition
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	Delete a Requisition Line
· If you need to delete a requisition line (perhaps the requisition was denied with instructions on denying on specific line, but the rest can be submitted), you can do so from the Manage Requisitions page and Edit Requisition option
· You can delete a requisition line as long as it does not have a valid budget check yet
· Complete the same steps for editing a requisition from the Manage Requisitions page
· Select Edit Requisition in the Action drop down list and click the Go button
· Since you are editing the requisition, you will see the warning that by editing it, your requisition may need to restart its approvals.
· To delete a requisition line, select it with a checkmark on the Review and Submit page.
· Then click the Delete button.
· You will see an “are you sure” message
· Then, you can save and submit the requisition again
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	Cancel a Requisition
· [bookmark: _GoBack]If you need to cancel a requisition because you decided the items were not needed, or if the entire requisition was denied with instructions not to resubmit it.
· You can cancel a requisition as long as it has not been sourced to a purchase order yet
· To cancel a requisition, verify that the requisition status is not one of PO Created or PO Dispatched
· Select Cancel Requisition in the Action drop down list and click the GO button
· Click the Cancel Requisition button
· If the requisition already has pre-encumbrances, they will be relieved when the requisition is closed
· The Requisition now has a Canceled status.




