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Concept

This topic demonstrates how to create a requisition. A requisition in eProcurement is an online form used to request items or services. There are three key stages of creating a requisition: Setting Requisition Defaults, Adding Items and Services, and Reviewing and Submitting. 

After a requisition is saved and submitted, it is routed for approval and budget checking. Once requisitions are approved and budget checked, they can be sourced to purchase orders and dispatched to the supplier. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Describe how to set requisition settings.
- Identify how requisition settings carry over to the line, shipping, and accounting sections of the requisition. 
- Describe how to enter line items. 
- Identify where requisition comments can be added for designated areas.
- Identify where to review and submit the requisition. 
- Identify where to locate the requisition approval path.







Procedure

	Step
	Action

	1. [bookmark: ID0x00000002] 
	From the Navigator menu, click the eProcurement link.

	2. [bookmark: ID0x00000003] 
	Click the Requisition link.

	3. 
	An optional step is to add Requisition Settings.

Requisition Settings, accessed by clicking the link at the top of the Create Requisition page, allows for default information to be entered that will flow through to each line item. 

The settings defined on this page will only be applied to the current requisition that is being entered and can be altered on individual lines as needed.

Please see the eProcurement Requisition Settings Job Aid for additional information.


	4. 
	Click the Special Requests link.


	5. 
	Enter the Item Description. (Ex: Blue Ink Pen)


	6. 
	Enter the Price. 


	7. 
	Enter the Quantity.
 

	8. 
	Enter or search for the Category (NIGP Code).


	9. 
	Enter the Unit of Measure.


	10. 
	Entering the Supplier ID and Supplier Name is optional.  This can also be added on the Expedite Requisitions page.


	11. 
	Enter the Supplier Item ID, if known. This field is for the catalog number provided by the supplier. 


	12. 
	If the Manufacturer information is known, enter the Mfg ID and the Mfg Item ID.


	13. 
	The Additional Information field is used for notes such as “Please Rush Order.” Select the Send to Supplier, Show at Receipt and/or Show at Voucher check box, depending on where the comments need to appear.  


	14. 
	Click the Add to Cart button once all information has been entered. 

Note:  The items in the shopping cart can be viewed at any time by clicking the Shopping Cart icon at the top of the page. 


	15. 
	Continue to add additional items, following steps 5 – 14 until all items have been added to the shopping cart. 


	16. 
	Once all items are added to the cart, click the Checkout link at the top of the page.


	17. 
	On the Checkout - Review and Submit page the requisition can be reviewed and modified, if needed. 

Each line item can be reviewed by clicking on the arrow beside each item in the Requisition Lines section, to expand the information. Once the line item is expanded, modifications may be made if necessary.

If all items on the requisition need the same modification, click on the Mass Change link and make the necessary adjustment(s). 

See Section 2 below for additional information on the Mass Change page.


	18. 
	If you decide to add more lines to the requisition once you are on the Checkout – Review and Submit page, click on the Add More Items button to return to the Create Requisition page.  Click the Special Request link and follow steps 5-14.

	19. 
	Click the arrow beside the line checkbox to expand the section to view the requisition line information.  The information added on the Special Requests page is listed in this section.  Additional information (Ship To, Comments, Attachments) can be added/modified here.


	20. 
	Click the Details icon in the Details column to view additional line details.  Specifically, this is where the Category code is stored and where you find the Amount Only checkbox.


	21. 
	Click the Add link in the Comments column if you would like to add comments or attachments to the requisition line.  

Enter the comment in the box.  To add an attachment, click the Add Attachments button. Browse to locate the file to upload. Once located, click on Upload. Then click OK.  Select the Send to Supplier, Show at Receipt and/or Show at Voucher check box, depending on where the comments need to appear.  


	22. 
	Click the Delete icon if you want to delete the requisition line from the requisition.  


	23. 
	Click the arrow beside Accounting Lines to expand the section so that the ChartFields, Asset and Budget Information can be reviewed/modified. 

If all items on the requisition need the same Accounting Lines modifications, click the Mass Change link and make the necessary adjustment(s).
 

	24. 
	If your institution uses SpeedCharts, you can enter/select a SpeedChart to apply to the accounting line.


	25. 
	The Chartfields2 tab is where the basic budget information is stored and the Chartfields3 tab is where the project value is stored.


	26. 
	The Asset Information tab is where asset information is stored, if the line item is an asset.  Enter the AM Business Unit and Profile ID, if known.

It is optional to add this information to the requisition line.  This information can also be added directly to the Purchase Order, once the requisition is sourced.


	27. 
	Within the Shipping Summary section, the Edit for All Lines link can be used to edit shipping information for all lines of the requisition.


	28. 
	Use the Requisition Comments and Attachments section to enter comments and attachments at the requisition header level.

To add a comment you can type directly into the box or click the Add More Comments and Attachments link on the bottom right side of the page. 

Enter the comment in the box.  To add an attachment, click the Add Attachments button. Browse to locate the file to upload. Once located, click on Upload. Then click OK.  Select the Send to Supplier, Show at Receipt and/or Show at Voucher check box, depending on at where the comments need to appear.  


	29. 
	In the Approval Justification section you may choose to add comments for the Approver to review.  


	30. 
	Although the Check Budget link appears at the bottom of the page, the requisition must be approved before budget check can be run.   


	31. 
	The workflow approval path can be viewed by clicking on the Preview Approval link at the bottom of the page. 


	32. 
	Clicking the Save for Later button will save the requisition, but will not submit it.  The Requisition ID can be found at the top of the page after selecting this button.


	33. 
	Click the Save & submit button to submit the requisition.  The requisition will move into the workflow process for approvals.


	34. 
	The Confirmation page will open.  From this page you can choose to:
· View Printable Version
· Edit This Requisition
· View the Approval Path and the Approvers for each step (if Multiple Approvers exist for a step, click the link to see who can approve the requisition)
· Create New Requisition
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	35. [bookmark: ID0x0000004E] 
	Congratulations. You have just completed the Creating a Requisition topic. Below is a summary of the key concepts of this topic:

- You may choose to enter default information for each line on the Requisition Settings page.
- Required ChartFields for a requisition are Account, Fund, Dept, Program, Class, Project (for Grant budgets), and Budget Reference (budget year).
- If the requisition is for an asset, an Asset BU and Profile ID must be populated.
- Requisition comments can be designated at the line or header level and can be specified to be viewable by the supplier, displayed on the receipt, and displayed on the voucher.
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Section 2:  Mass Change page

The Mass Change page is used to modify line information, shipping instructions, and accounting details for requisition lines that you select prior to clicking the Mass Change button.  If all lines on a requisition need the same change, use of the mass change page is a time saving option.  

In each section, enter information into the field or fields that you wish to change.  You can use the mass change page to update a single field in one section or to update multiple fields in each of the sections.  In order to enter chartfield information in the Accounting Lines section, you must first select a value in the GL Unit field (this is your business unit number).  

Once you have entered the values you wish to change, select the OK button.  If you entered values in the accounting lines section, the Distribution Change Options box will open and you must select an option to continue.

The options that appear in this window are dependent on the changes that you make. Select one of the following options, and click the OK button to apply the change:

· All Distribution Lines:  Select to apply changes to all existing distribution lines.
· Matching Distribution Lines:  Select to apply changes to each existing distribution lines by matching the distribution line numbers.
· Replace Distribution Lines:  Select to remove the existing distribution lines and replace them with the distribution line changes.

Once you select OK, you will be returned to the Checkout – Review and Submit page.  Expand a requisition line and review the information to ensure your changes were made as expected.
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