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EP.010.050 - Creating Requesters
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This business process was revised for Consolidation.

This topic demonstrates how to create requestors in the system. "Requestor" is a role established to allow certain users to create requisitions in the system. When the requestor is created, specific attributes are associated to that requestor, such as the business unit, department, accounting information, and catalog information.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the tasks a Requester can perform.
- Create a Requester.





	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In the following scenario, you will create a requestor for the Board of Regents, Department of Fiscal Affairs. In addition to the Department, you will assign other information to this requestor such as Location, PO Origin, and accounting information. 

	Step
	Action

	1. [bookmark: ID0x00000029] 
	Click the vertical scrollbar.

	2. [bookmark: ID0x0000002A] 
	Click the Set Up Financials/Supply Chain link.


	3. [bookmark: ID0x0000002B] 
	Click the Product Related link.

	4. [bookmark: ID0x0000002C] 
	Click the Procurement Options link.

	5. [bookmark: ID0x0000002D] 
	Click the Purchasing link.

	6. [bookmark: ID0x0000002E] 
	Click the Requester Setup link.

	7. [bookmark: ID0x0000002F] 
	Click the Add a New Value tab.


	8. [bookmark: ID0x00000030] 
	Enter "RCHRISTE" in the Requester field. 

	9. [bookmark: ID0x00000031] 
	Click the Add button.


	10. [bookmark: ID0x00000032] 
	Status of a Requester defaults to Active the first time the user is established as a Requester. If at a later date a Requester should be Inactivated, follow the same navigation but using the drop-down arrow, select Inactive and click Save.

	11. [bookmark: ID0x00000033] 
	Click the Look up ShipTo SetID (Alt+5) button.


	12. [bookmark: ID0x00000034] 
	Click an entry in the SetID column.

The SHARE SetID is available for Purchasing related values and should be used for those values that will be maintained centrally and are identical for all institutions, such as the Catalog ID.


	13. [bookmark: ID0x00000035] 
	Click the Look up Ship To (Alt+5) button.


	14. [bookmark: ID0x00000036] 
	Click an entry in the Ship To Location column.

You will select the location that you will use as your default Ship To for requisitons entered by this user.


	15. [bookmark: ID0x00000037] 
	Click the Look up Location Set ID (Alt+5) button.


	16. [bookmark: ID0x00000038] 
	Click in the SetID field.


	17. [bookmark: ID0x00000039] 
	Click in the LookUp field.


	18. [bookmark: ID0x0000003A] 
	Enter "DEC" in the LookUp field. 

	19. [bookmark: ID0x0000003B] 
	Click the Look Up button.


	20. [bookmark: ID0x0000003C] 
	Click an entry in the Location Code column.


	21. [bookmark: ID0x0000003D] 
	Click the Look up PO Origin SetID (Alt+5) button.


	22. [bookmark: ID0x0000003E] 
	Click an entry in the SetID column.

All USG Instititons will use the SHARE SetID for PO Origin.


	23. [bookmark: ID0x0000003F] 
	Click in the Origin field.


	24. [bookmark: ID0x00000040] 
	Enter "ONL" in the Origin field. 

	25. [bookmark: ID0x00000041] 
	Click in the Currency field.


	26. [bookmark: ID0x00000042] 
	Enter "USD" in the Currency field. 

	27. [bookmark: ID0x00000043] 
	Click in the GL Unit field.


	28. [bookmark: ID0x00000044] 
	Enter "71000" in the GL Unit field. 

	29. [bookmark: ID0x00000045] 
	Click in the Account field.


	30. [bookmark: ID0x00000046] 
	Enter "714" in the Account field. 

	31. [bookmark: ID0x00000047] 
	Click the Account button.


	32. [bookmark: ID0x00000048] 
	Click an entry in the Account column.


	33. [bookmark: ID0x00000049] 
	Click in the Fund field.


	34. [bookmark: ID0x0000004A] 
	Enter "10000" in the Fund field. 

	35. [bookmark: ID0x0000004B] 
	Click in the Dept field.


	36. [bookmark: ID0x0000004C] 
	Enter "4209100" in the Dept field. 

	37. [bookmark: ID0x0000004D] 
	Click in the Program field.


	38. [bookmark: ID0x0000004E] 
	Enter "11100" in the Program field. 

	39. [bookmark: ID0x0000004F] 
	Click in the Class field.


	40. [bookmark: ID0x00000050] 
	Enter "11000" in the Class field. 

	41. [bookmark: ID0x00000051] 
	Click the Default checkbox.


	42. [bookmark: ID0x00000052] 
	Click in the SetID field.


	43. [bookmark: ID0x00000053] 
	Enter "SHARE" in the SetID field. 

Note: Catalog Information is centrally maintained and is standard across all USG institutions. 

	44. [bookmark: ID0x00000054] 
	Click the Catalog ID button.


	45. [bookmark: ID0x00000055] 
	Click the NIGP_TREE link.


	46. [bookmark: ID0x00000056] 
	Click the Save button.


	47. [bookmark: ID0x00000057] 
	Update the Requisition Status from "Open" to "Pending".

	48. [bookmark: ID0x00000058] 
	Congratulations. You have just completed the Creating Requestors topic. Below are the key concepts of this topic.

- Requestors are a role established to allow certain users to create requisitions in the system.
- When the requestor is created, specific attributes are associated to that requestor, such as the accounting and catalog information.
- The status of a requestor defaults to Active but can be changed to Inactive if necessary.
End of Procedure.
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