		Business Process Document

	EP.020.540 - Managing Requisitions



	[image: \\cardinal\UPK Core\UPK Developer 2_7B\Styles\PrntComn\print_logo.tif]



	[image: \\cardinal\UPK Core\UPK Developer 2_7B\Styles\PrntComn\print_logo.tif]
		Business Process Document

	EP.020.540 - Managing Requisitions







 
	Security Role
	BOR_EP_MAINT_REQ

	Document Generation Date
	12/14/2010

	Date Modified
	12/22/2017
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Concept

This topic demonstrates how to manage requisitions. After a requisition is saved, you can use the Manage Requisitions page to view a list of requisitions with various statuses. From this page, the user can access other pages to review requisition details and edit, copy, or cancel requisitions. There are numerous ways to search for requisitions, such as requisition IDs, dates, requester, status, origin, and who entered the requisition. 

A variety of information regarding requisitions is available from the Manage Requisitions page. The requisition lifecycle, line items, details, source status, and distribution information are examples of information found on the Manage Requisitions page. Additional actions can also be performed, depending on the status of the requisition. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Define the different statuses for a requisition.
- List the different ways you can search for a requisition.
- Identify how to view the life span and line items for a requisition.
- Define the different sourcing statuses for requisition lines.
- Identify where you can view line details, shipping and accounting information.
- Define the different distribution statuses.


Procedure

	Step
	Action

	1. [bookmark: ID0x00000146] 
	From the Navigator menu, click the eProcurement link.


	2. [bookmark: ID0x00000147] 
	Click the Manage Requisitions link.


	3. [bookmark: ID0x00000149] 
	Use the Search Requisitions section to search for specific requisitions. The Search Requisitions page offers the following fields in which a user can specify criteria to search on: 
· Business Unit
· Requisition ID
· Date From/To
· Requester
· Requisition Name
· Request State
· Entered By
· Budget Status
· Origin
· PO ID 

Enter as much information as possible to narrow the search results. 

Click Search.


	4. [bookmark: ID0x0000014C] 
	Click the Expand Section arrow beside the Req ID to view the lifecycle and line items for a requisition. The lifecycle shows the sequential steps that the requisition will flow through.  The icons for each step will become active links, as the requisition is processed.  You can click on the icon to view information related to each step. (Ex: Approvals, Purchase Orders, Receiving, Invoice)

The information that is available for viewing is based on the security of the user who is logged in to the system.


	5. [bookmark: ID0x0000014D] 
	To view the requisition details, click on the Req ID number. The Requisition Details page provides details about the requisition such as the item description, shipping information, PO information, and accounting lines. 


	6. [bookmark: ID0x0000014F] 
	On the Requisition Details page, click on the name of the item in the Item Description column to view the item in more detail.


	7. [bookmark: ID0x00000150] 
	The Source Status field describes the stage of the requisition line in the sourcing process. Values include:
· Not Sourced
· Available: The requisition line has not yet been placed on a PO or inventory stock request
· In Process: A sourcing process is running on this requisition line, or there is an error in creating a PO
· Staged: The requisition has been staged to the sourcing tables.
· Complete: The requisition line has been sourced to an inventory stock request or a PO
· Error: The requisition line is in error on the Sourcing Workbench


	8. [bookmark: ID0x00000151] 
	To access the shipping and accounting line information, click the Expand Section arrow beside the Line number. 


	9. 
	Click the Expand Section arrow beside Accounting Lines to view more details about the accounting and distribution status.


	10. 
	The Accounting Lines box includes 5 tabs with information. The tabs are Details, More Details, More Details 2, Asset Information, and Budget Information. 


	11. 
	On the Details tab, notice the Status column. This column is for the distribution status and may display any of the following statuses.  
· Open: The distribution line is open.
· Complete: The distribution line is closed.
· Processed: The distribution line has been processed and is unavailable for sourcing.
· Canceled: The distribution has been canceled.

The GL Unit and Account fields are also found on the Details tab.


	12. [bookmark: ID0x00000157] 
	Use the More Details tab to review the projects and accounting information in the Fund, Dept, Program, Class, Bud Ref, & Project fields.


	13. [bookmark: ID0x00000158] 
	The More Details 2 tab allows the user to view information such as Open Amt, Open Quantity, and Merch Amt Base.


	14. [bookmark: ID0x00000159] 
	The Asset Information tab is to review information such as AM Business Unit and Tag Number for assets. 


	15. 
	Budget information such as Budget Status and Budget Date is located on the Budget Information tab. 


	16. [bookmark: ID0x0000015A] 
	Click the Return to Manage Requisitions link.


	17. [bookmark: ID0x0000015B] 
	Additional actions can be performed on a requisition by using the drop down menus on the Manage Requisitions search page. 

Notice on the right side of the page, for each listed requisition, there is a drop down menu – this is called the Action Menu. When the arrow is clicked, a list of possible actions is revealed. These actions differ depending on the status of the requisition. For example, Cancel is not an option on requisitions for which a purchase order has been created. 

Some of the possible actions are Approvals, Copy, Cancel, Edit, Check Budget & View Print. 


	18. 
	To take action on a requisition, select one of the actions and then click the GO button.
 

	19. 
	The Manage Requisitions page also offers links to other actions. The links available are:
· Create New Requisition:  Opens the Create Requisition page. 
· Review Change Request:  Opens the Review Change Requests page.
· Review Change Tracking:  Opens the Requisition Change Tracking History page.
· Manage Receipts:  Opens a Receipt Inquiry page where you can review receipt information.
· [bookmark: _GoBack]Requisition Report:  Opens the Requisition Print page.

If these links are not visible due to a long list of requisitions, scroll to the bottom of the page where the links are located. 


	20. [bookmark: ID0x00000162] 
	Congratulations. You have just completed the Managing Requisitions topic. Below is a summary of the key concepts of this topic:

- From the Manage Requisitions page, you can access other pages to review requisition details, edit or cancel requisitions, or create change requests.
- You can search for requisitions by using a range of details, such as requisition ID, dates, requester, status, etc.
- The lifecycle and line items for a requisition can be found by clicking the Expand Section button next the requisition ID on the Manage Requisitions page.
- The Requisition Details page provides details about the requisition such as the item description, shipping information, PO information, and accounting lines.
- There are four different Distribution statuses for requisition line: Open, Complete, Processed, and Canceled.
- Other available action links on the Manage requisitions page are Create New Requisition, Review Change Request, Review Change Tracking, Manage Receipts, & Requisition Report.
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