P4 University of Massachusetts ._empac

Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester e

UMASS.

Changing the Contract ID on eProcurement Requisitions

When a requisition is created, the Contract ID entered on the Define Requisition
tab of the Create Requisition page defaults to all lines of the requisition going
forward. This can be changed at the line level or for an entire requisition

Step 1. Log on to the e*mpac Finance Application with your FIN Username and Password,
and navigate to the Manage Requisitions page.

-@- eProcurement = Manage Requisitions

The Manage Requisitions page opens with a list of requisitions meeting the default
criteria.

MNew Window | Customize Page \,E, &

Manage Requisitions
~ Search Requisitions
To locate requisitions, editthe criteria below and clickthe Search buttan.

Business Unit: WO\ Requisition Name: |
Requisition ID: ’70\ Request Status: Budget Status:
Date From: 12/06/2008 [ Date To: 121372006 [

Requester: |  Q Entered By: [ @ rom A

Search Clear
Requisitions
Toview the lifespan and line iters for a requisition, click the Expand trianale icon: [
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Requisition Name BU
P RO000OOTTZ  ROOODDO17Z UMAMH 1211312008 POgs) Valid 2,500 00U5D, =Select Action. v | Go 3
Created

I RO0D0000T71  Burke Multi Line Req UMAMH 120132006 Pending Walid 1,236.50U5D| <Select Acion.. v Go!

I RODOOOOTFD  Exercise CUOT-Cancel PO UMAMH 12/13/2006  PO(s) alid 1g9.08UsD =Select Adtion. v | Go

Dispatched
P RODODOO1GY  Exercise CUOG-Change Re.. UMAMH 12113/2006 Pending  Not 0.59UgD| <Select Adion. v | Go
Chikd
" ROOODO01BE  Exercise CUDB-Process C.. UMAMH 12/13/2006  PO(s) walid 7,350.00UsD_“Belect Action.. v | Go
Dispatched

Step 2. To access the specific requisition being changed, edit the search criteria that
defaults. You can search by

Requisition ID

Dates

Requester

Requisition Name, and

Request Status
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Ste 3.
P Click m and select the appropriate requisition.

The Requisition Details page opens.

M Wingow | Custornize Page | &,

Requisition Name Requisition ID Unit Date Status Total
Burke Multi Line Reg RODO0OO171 UMAMH 12132006  Pending 1,236.50
Line  Hem Description Source Status Qty Price Total

1 CANOMN LCT301 FAX MACHINE Mot Sourced 1.0000 Each  1147.000 USD 1,157.00
2 ESP Q¢ POWER PROTECTION FILT. Mot Sourced 1.0000 Each 73500 USD 78.50

Edit Requisition

Return to Manane Requisitions  Requisition Scheduls and Distribution

Step 4. Edit Requisition
Click . .

The Edit Requisition page opens displaying the Review and Submit tab.

1. Define Requisition 2. Add Items and Services \g 3. Review and Submit

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

Business Unit: UMass Amherst
Requester: Instructart ‘Currency:
Requisition Name: |Elurke Multi Line Req Hold From Further Processing [ Priority:

e Description Vendor Hame

b [0 1 CANONLCTA01 FAXMACHINE IKON OFFICE SOLUTIONS | 1.0000 Each  1,157.000 1,87.00 B
v [0 2 ESPOCPOWERPROTECTIOMFILTER KON OFFICE SOLUTIONS | 1.0000 Each 79500 79.50 B0
O SelectAll/ Deselect All Total Amownt:  1,236.50 USD
L # addio favorites ‘ =54 Modify Line f Shipping i Accounting | 1 Delete

Justification/Comments

2l

[Isendto Vendor [IShow at Receipt []Show at Voucher

i Budget Checking Status:Valid b |

Save as Template

[E Save & submit ‘ = Save & preview appmva\s| ¢ Ccancel Changes Find maore iterns
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Step b. Use the table below to decide how to proceed.

IF the contract ID is THEN...
being changed...

on a specific line select the check box next to the line number.

on the entire requisition | select the Select All/Deselect All check box
(under the list of line items).

Step 6. ClickE—énﬂudiﬁrLinexsmppingmccnunting|

The Modify Line / Shipping / Accounting page opens.

st [ MuttiChannel Congale

Meodify Line / Shipping / Accounting

MNote: The information helow does not reflect the data in the selected requisition lines. When the ‘Apply' bution is clicked, the
data entered on this page will replace the data in the corresponding fields on the selected lines.

Cre ate Vendor ID: S vendor Location: A contract D S
Regquisition|
| Buyen Q  category: Q

Shipping Information

Ship To: Q [=] Modify Shipping Address
Due Date: El Attention:

Accounting Infor
[ chartfieids1 |}

Location Code Gl
Q UAMH

Apply Cancel

Step 7. Enter the vendor number in the Vendor ID field.

Step 8. Enter the new contract in the Contract ID field.

:}\‘ Note: Click < to view a list of contracts assigned to the vendor.
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Step

Step

9.

10.

11.

Click Apply . When this button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines.

The Edit Requisition page reopens displaying the Review and Submit tab.

TRANING

=3
Edit Requisition

||f‘ 1. Define Requisition E’; 2. Add Items and Services \g 3. Review and Submit

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

Business Unit: UnMass Amherst
Requester: Instructor] ‘Currency:
Requisition Name: |Eurke Multi Line Req Hold From Further Processing [ Priority:

Requisition Lines

Line Description Vendor Name
BT CAMOMLETI01 FAX MACHINE IKON OFFICE SOLUTIONS | 1.0000 Each  1,167.000 105700 B

L 2 ESF QC POWER PROTECTION FILTER IKON OFFICE SOLUTIONS 1.0000) Each 79.500 7950

SeleciAll R eseletal] Total Amount:  1,236.50 4§D
L #  add o favorites ‘ = Madify Line i Shipping f Accounting | 1l Delete

Justification/Comments

| [-|®
/

[Isendto vendor [ IShow at Receipt []Show at Voucher

s Check Budget W

Save as Template

[E) Save & submit ‘ mBave & preview apprnva\s| ¥ Cancel Changes | Find mare items

To verify that the Contract ID has been changed, click ) (Line Details) for each line
changed.

The (Create Requisition) Line Details page opens.

Home Sign out
»

Create Requisition

Line Details

Line: 1 CANON LCT201 FAX MACHINE

Amount: 1,1487.00 usD

Category: 783700 Office Equipmt View Hierarchy

‘Buyer: Instructort @ Buyer Infarmation

“Vendor: 0000000051 QKON OFFICE SOLUTIONS
“endor Location: ot @ GLASTONBURYCT

Vendor's Catalog: ’—

Vendor ftem ID: ’—
Manufacturer ID: & uenm:
Manufacturer’s item ID: ’— xQ
Physical Nature

[CIrFa Required Zero Price Indicator  [] Inspection Required
Device Tracking

Canfiguration Info

» > ourcing Controls

Ok Cancel

Click the expansion arrow on the Contract group box.
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The Create Requisition (Line Details) page displays the Contract group box.

|53

Create Requisition b

Line Details

Line: 1 CANOMN LCTA01 FAX MACHINE

Amount: 1,1567.00 usD

Category: 763700 Office Equipmt Wiew Hierarchy

‘Buyer: ’WQ Buyer Information

“Vendor: 0000000051 QU KON OFFICE SOLUTIONS
“Vendor Location: 001 QU GLASTOMBURY CT
Vendor's Catal

]
Vendor ftem ID: ’—
Manufacturer ID: A uenm:
Manufacturer’s item ID: ’— Q
Physical Nature

[CIrFa Required Zero Price Indicator  [] Inspection Required
Device Tracking

Canfiguration Info

Contract ID: CBO7-CH-0005-0001 Q Line: Contract Details
GPO ID:
GPO Contract:

* Sourcing Controls

0K Cancel u

Step 12. Verify that the new contract displays in the Contract ID field.

Ste 13.
P Click 2%

The Edit Requisition reopens displaying the Review and Submit tab.

=3
. o -~
Edit Requisition T
||f‘ 1. Define Requisition 2. Add Items and Services g 3. Review and Submit

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

Business Unit: Unass Amherst
Requester: Instructar] ‘Currency:
Requisition Name: |Eurke Multi Line Req Hold From Further Processing [] Priority:

Requisition Lines
Description

Line

Vendor Name

BT CAMOMLETI01 FAX MACHINE IKON OFFICE SOLUTIONS | 1.0000 Each  1,167.000 105700 B

b 2 ESFQC POWER PROTECTION FILTER IKOM OFFIGE SOLUTIONS | 10000 Each Ta.500 7a.50 B OO
SelectAllf Deselect All
L # Addto favorites ‘ [~ Madify Line i Shipping f Accounting | 1 Delete

Justification/Comments

Total Amount: 1,236.50 USD

il

[Isendto Vendor [ Show at Receipt []Show at Voucher

= Check Budget b |

Save as Template

B Save & submit ‘ anSave & preview appruva\s| )(Caﬂcel Changes Eind more iterns
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Step

Note: To save the requisition without submitting it to Workflow, click

anSave & preview approvals . Requisitions that are not submitted to Workflow will not be

reviewed or approved and will not be sourced to purchased orders.

14. L . [E 5ave & submit
To save the requisition and submit it to Workflow, click ave = sibmi .

The following message displays.

NewWindow | &

Saving modifications to this requisition will cause the approval process to be reinitialized. {18036,8000

The requisition you are saving has already entered the approval process. By clicking OK, any previous approvals will be void and the approval process will restart from the initial
approver. To go back to the reguisition, click Cancel

0K Cancel

Ste 15.
P S |

The Confirmation page opens.

TRAINING

3
A
Confirmation
Requested For: Instructart Number of Lines: 2
Requisition Name: Burke Multi Line Req Total Amount: 1,238.50 USD
Requisition ID: RO0ODOOATT
Business Unit: LIMANMH
Priority: Medium
Budget Status: Walid
Department Approval

= Line 1:Pending [E]Etart hew Path
CANON L7301 FAX MACHINE =1

Department Approver - Dist #1

Pending Not Routed
Multiple Approvers Multiple Approvers
GPO Dept Approver 1 - Dist 1 T @PO Dept Approver 2 - Dist 1 pel

= Line 2:Pending [E]5tart Mew Path
ESP QC POWVWER PROTECTION FILTER

Department Approver - Dist #1

Pending Not Routed
Multiple Approvers Multiple Approvers
GPO Dept Approver 1 - Dist 1 _‘E‘_’ @PO Dept &pprover 2 - Dist 1

Note: Any approvals that are required for the requisition are displayed. Workflow varies
by campus.
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Step

16.

. Check Budget
Scroll to the bottom of the page and click J

Note: If the Check Budget and Edit Requisition buttons are grayed out, expand or

collapse any triangle icon (*) to refresh the page. The buttons will become
available.

When processing completes, the Budget Status field should display “Valid”.

End of Procedure




