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EP.020.530 - Adding a Travel Requisition for Non-Employee
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create a travel requisition for a non-employee using the eProcurement module. When adding a travel requisition for a non-employee, use the 650100 account, which is dedicated for this kind of expense. 

For employees, all travel should be handled through the Expenses module. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the Request Type when adding a Travel Requisition for a non-employee.
- Identify the account to be used when adding a Travel Requisition for a non-employee.
- Define how travel requests are added for employees.
- Add a Travel Requisition for a non-employee.
   



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine you need to create a Travel Requisition to cover the expenses for a Dean position candidate. Let’s see how this is done. 

	Step
	Action

	1. [bookmark: ID0x0000004F] 
	Click the eProcurement link.


	2. [bookmark: ID0x00000050] 
	Click the Create Requisition link.


	3. [bookmark: ID0x00000051] 
	Enter "AHARDER" in the Requester field. 

	4. [bookmark: ID0x00000052] 
	Click the OK button.


	5. [bookmark: ID0x00000053] 
	Click the 1. Define Requisition link.


	6. [bookmark: ID0x00000054] 
	Enter "NON-EMPLOYEE TRAVEL" in the Requisition Name field. 

	7. [bookmark: ID0x00000055] 
	Click the Expand section button.


	8. [bookmark: ID0x00000056] 
	Enter "0000021549" in the Vendor field. 

	9. [bookmark: ID0x00000057] 
	Enter "AHARDER" in the Buyer field. 

	10. [bookmark: ID0x00000058] 
	Enter "96288" in the Category field. 

	11. [bookmark: ID0x00000059] 
	Enter "EA" in the Unit of Measure field. 

	12. [bookmark: ID0x0000005A] 
	Enter "062907" in the Due Date field. 

	13. [bookmark: ID0x0000005B] 
	Enter "650100" in the Account field. 

	14. [bookmark: ID0x0000005C] 
	Click the Continue button.


	15. [bookmark: ID0x0000005D] 
	Click the Special Request tab.


	16. [bookmark: ID0x0000005E] 
	Click the Special Item link.


	17. [bookmark: ID0x0000005F] 
	Enter "Travel expenses for Dean position candidate" in the Item Description field. 

	18. [bookmark: ID0x00000060] 
	Enter "150.00" in the Price field. 

	19. [bookmark: ID0x00000061] 
	Enter "1" in the Quantity field. 

	20. [bookmark: ID0x00000062] 
	Click the Add Item button.


	21. [bookmark: ID0x00000063] 
	Click the 3. Review and Submit link.


	22. [bookmark: ID0x00000064] 
	Click the Check Budget button.


	23. [bookmark: ID0x00000065] 
	Click the OK button.


	24. [bookmark: ID0x00000066] 
	Click the Save & submit button.


	25. [bookmark: ID0x00000067] 
	This is the confirmation of the Travel Requisition for a Non-Employee.

	26. [bookmark: ID0x00000068] 
	Congratulations. You have just completed the Adding a Travel Requisition for a Non-Employee topic. Below is a summary of the key concepts of this topic:

- When adding a Travel Requisition for a non-employee, use the Special Item as the Special Request Type.
- When adding a Travel Requisition for a non-employee, use account number 650100.
- Travel requisitions for employees are created in the Expenses module.
End of Procedure.
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