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Concept

This topic demonstrates how to expedite requisitions. Buyers use this method to manually review and process requisitions.

The Expedite Requisitions page is used to search for and display requisitions. You also search for requisitions that do not have a supplier associated with it. These requisition lines can then be manually updated to include a supplier for sourcing. Before the system can create a purchase order, you must assign a supplier to the requisition line.

Requisitions must meet certain conditions before they can be selected for expediting. A few of these conditions are that it must be approved, there can be no request for a quote, and there must be no hold status listed on the requisition header.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify how to search for requisitions ready to be expedited.
- Define when a requisition must have a supplier assigned to it.
- Identify the conditions that a requisition must meet before it can be selected for PO processing.
- Define the purpose of checking the Build POs as Approved box.
- Identify which processes are run after you submit the requisition for purchase order creation.
- Expedite a requisition.




Additional Information
A requisition must meet the following conditions before it can be selected: 
• The requisition line status must be Approved.
• The requisition cannot be on Hold.
• The Budget Header Status on the requisition line must be V (valid).
• The Open Quantity or Open Amount on the requisition distribution must be greater than zero.



Procedure

For this topic, imagine that you are ready to expedite a requisition. You need to ensure that all requisition lines, including those without a supplier listed are displayed. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000163] 
	From the Navigator menu, click the eProcurement link.
[bookmark: _GoBack]

	2. [bookmark: ID0x00000164] 
	Click the Buyer Center link.


	3. [bookmark: ID0x00000165] 
	Click the Expedite Requisitions link.  Use the Expedite Requisitions page to define requisition search criteria and to display requisitions.


	4. [bookmark: ID0x00000168] 
	Enter the Requisition ID in the Requisition ID field, or define other criteria as desired.


	5. [bookmark: ID0x0000016A] 
	Selecting the Include Lines with No Supplier check box will enable the system to display lines that do not have a supplier associated with them. These lines can then be manually updated to include a supplier for sourcing.


	6. [bookmark: ID0x0000016B] 
	If you change your mind, Use the Clear button to clear the page of requisitions and enter new search criteria.


	7. [bookmark: ID0x0000016C] 
	After completing the search criteria, use the Search button to display any requisitions that meet the criteria.

Click the Search button.


	8. [bookmark: ID0x0000016E] 
	After requisitions appear you can change or add a supplier. 

This can be accomplished a number of different ways:

1. On individual lines by clicking on the Search icon for Supplier Name and searching for the desired supplier.
2. You can also click on the Select checkbox for multiple individual lines, then enter/search for the Supplier in the box next to the Apply Supplier to Selected Lines button, then click that button to apply the supplier to the selected lines.
3. Click the Select All/Deselect All checkbox to select all lines, then enter/search for the Supplier in the box below and click the Apply Supplier to Selected Lines button.


	9. [bookmark: ID0x0000016F] 
	You can also change the Location and PO Qty, if desired.


	10. [bookmark: ID0x00000170] 
	Select the requisition line(s) that you wish to source to a Purchase Order, by clicking the Include checkbox next to the desired lines. When you select the requisition line(s) that will be expedited in to a purchase order, the system activates the Submit and Preview buttons. 


	11. [bookmark: ID0x00000171] 
	Use the Default Buyer ID field to enter the name of the buyer that should be entered on the purchase order. The Buyer entered here will only be put on the PO if another buyer is not defined on the User Preferences page.


	12. [bookmark: ID0x00000172] 
	Select the Build POs as Approved check box to have purchase orders created with an Approved status. 

If you do not select this check box, the purchase order is created with a status of Open.


	13. [bookmark: ID0x00000173] 
	You may choose to click the Preview button to display a preview of the purchase order before it is actually staged. You must select the requisition and click the Include check box before you can preview.


	14. [bookmark: ID0x00000174] 
	Click the Submit button to create the purchase order for the requisition lines that you have selected using the Include button. The Submit feature stages the items and launches the PO Calculations process (PO_POCALC) and Create Purchase Order process (PO_CREATE). 

Note:  A supplier must exist on the requisition line before you can select the Include box. 


	15. [bookmark: ID0x00000175] 
	The PO is being generated in the background. You can monitor the process of PO generation by navigating to the Sourcing Workbench.

(See Business Process PO_030_020 – Using the Sourcing Workbench for additional information)



[bookmark: pp_ref_POSTDOC][bookmark: LastPage]
 Congratulations. You have just completed the Expediting Requisitions topic. Below is a summary of the key concepts of this topic:

- You can search for requisitions ready to be expedited by requisition ID, requester, category or supplier by navigating to the Expedite Requisitions page.
- A requisition line must have a supplier assigned to it before you ask the system to create a purchase order for it.
- The requisition must meet the following conditions before it can be selected:
• The requisition line status must be Approved.
• The requisition cannot be on Hold.
• The Budget Header Status on the requisition line must be V (valid).
• The Open Quantity or Open Amount on the requisition distribution must be greater than zero.
- Select the Build POs as Approved option to have purchase orders created with an Approved status when you run the Create Purchase Orders process. 
- When you submit a requisition to create a purchase order, the system stages the items and launches the PO Calculations process and the Create Purchase Order process.
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