Reference Guide

Business Process Navigation

1. To change the default Ship To location on a requisition. 1. Main Menu > Finance Navigation >
eProcurement > Create Requisition

Use the following navigation to change the default Ship To on a requisition line.

1. From the Main Menu page, select Finance Navigation > eProcurement > Create Requisition

a. If the requisition exists navigate to Finance Navigation > eProcurement > Manage Requisitions and search
for the requisition.

b.  Select the Edit Requisition option in the <Select Action> dropdown list and click Go.

C.  Skip to step 5.

2.  Enter the requisition header information. Details for creating a requisition header are in a separate training quick reference
guide titled Enter a Requisition — 1.Define a Requisition.

3.  Enter the requisition line information. Details for creating requisition lines are in a separate training quick reference guide titled
Enter a Requisitions — 2.Add ltems and Services.

4. Click the Review and Submit link.

Favorites = Main Menu > eProcurement > Create Requisition

Create Requisition

C

Review the details of your requisition, make any necessary changes, and submit it for approval.

1. Define Requisition =k 2.Add Items and Services 3. Review and Submit

Business Unit: Saint Paul Public Schools “Currency: usD
“Requester: (500518 Q Jim Engen Priority:

Requisition Name:  [Quick Reference Guide Req

Requisition Lines @

Vendor Name

e 1 Math for the Consumer - Studen  AMERICAN GUIDANCE 10.0000 Each 1099000 109.90 B
SERVICES INC .
PE 2 Additional textbook materials AMERICAN GUIDANCE 100000 Each 12.95000 12950
SERVICES INC .
Select All/ Deselect All Total Amount: 23940 USD
L|' [2 Add to Favorites | Addto Template(s) Modify Line / Shipping / Accounting |1 Delete |
=
Send to Vendor Show at Receipt Shown at Voucher Approval Justification [More Comments
=" Save & submit ] | 1= Save & preview approvals | [ Cancel requisition | Find more items

5. Click the b
(distribution).

Expand Section icon to display the requisition line’s Shipping Line (schedule) and the Accounting Lines
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Favorites = Main Menu

Create Requisition

"¢ 1.Define Requisition E¢ 2. Add Items and Services [E8 3. Review and Submit
¥ :
Review the details of your requisition, make any necessary changes, and submit it for approval.
Business Unit: Saint Paul Public Schools *Currency: uUsD
*Requester: |5[|[|51 8 Q Jim Engen Priority:

Requisition Name:  [Quick Reference Guide

Vendor Name

E 1 Math for the Consumer - Studen ~ AMERICAN GUIDANCE 10.0000) Each 10.93000 109.90 =z
SERVICES INC
Consolidate with other Reqs Override Suggested Vendor
Shipping Line: 1 Due Date: [{  Quantity: 10.0000, Price: 1099000 [#[=]
Status: Active *Ship To: 214095 Q

Add Shipto Comments

Attention To: \Jim Engen

“Distribute By: SpeedChart: —

Accounting Lines tize | Find | view 20 | BV | 3 Fist B qor1 D Last
PN Chartfields2 | Defails |( Defails2 || Asset i Asset I ion 2
Line Status Dist Type *Location Quantity Percent Merchandise Amt GL Unit
1 Open 214095 Q | 10.0000 ‘ 100.0000 109.90 (62500 Q  |[# [=]
b 2 Additional textbook materials AMERICAN GUIDANCE 10.0000) Each 1295000 12950 @Q
SERVICES INC B

Select All [ Deselect Al Total Amount: 239.40 USD
I-|' (& Add to Faverites |5 AddtoTemplate(s) | * Madify Line / Shipping / Accounting @ Delete |

6. Click on the AddShipto Comments or Edit Shipto Comments hyperlink before you update the Ship To code. You will
receive an error if you inadvertently update the Ship To code prior to deleting the comments when delivery comments

automatically default.

Requisition Ship To Comments

Business Unit: 62500 Requisition Date: 06/12/2013
Requisition ID: NEXT Status: Pending Ship To: 214095
Find First &0 10f4 L2 Last
=
Use Standard Comments Entered On: 06/12/2013 3:25:48PM =D
(E1l

1

Send to Vendor Show at Receipt Show at Voucher
[ Add Attachments 1

==

7. Click the Delete Row icon =! and click OK to the pop up message to remove any default delivery comments associated with
the default Ship To location.

8. Click the OK button to return to the 3.Reveiw and Submit page.
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Favorites ~ Main Menu
Create Requisition
‘@. 1. Define Requisition

Review the details of your requisition, make any necessary changes, and submit it for approval.

[Et  2.Additems and services 4 3. Review and Submit

Business Unit: 62500 Saint Paul Public Schools *Currency: USD
“Requester: [500518 Q Jim Engen Priority:

Requisition Name:  [Quick Reference Guide

Requisition Lines @

Vendor Name

7 1 Math for the Consumer - Studen ~ AMERICAN GUIDANCE 10.0000) Each 10.95000 109.90 ==
SERVICES INC
Consolidate with other Reqs Override Suggested Vendor
Shipping Line: 1 Due Date: IEU Quantity: 10.0000| Price: 10.99000 [+ [=]
Status: Active CShip To: 214095 Q )
. - Add Shipto Comments
Attention To: |Jim Engen

*Distribute By: SpeedChart: -

Accounting Lines
SFLU S Chartfields? | Details || Defails2 || AssetInformation | Asset Information 2
=

o " ™
Personalize | Find | View 21 | E | ®#  First 1 of1 Last

Line Status Dist Type *Location Guantity Percent Merchandise Amt GL Unit
1 Open 214095 Q | 10.0000 | 100.0000 109.90 |62500 Q |#[E=
4 2 Additional textbook materials AMERICAN GUIDANCE 10.0000 Each 12.95000 12950 %@
SERVICES INC
Select All / Deselect All Total Amount: 23940 USD
H' [ Add to Favorites || % Addto Template(s) |+ Modify Line / Shipping / Accounting @ Delete |

9. Enter the new Ship To location or click the magnifying glass @ to search for the Ship To location.

10. Complete the requisition by entering the ChartField information and any comments and attachments. Details for completing
the requisition lines, shipping lines and accounting lines are in a separate training quick reference guide titled Enter a
Requisitions — 3. Review and Submit. Details for adding comments and attachments are in a separate training quick reference

guide titled Add Requisition Comments and Attachments.
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