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Step

1.

How to Save and Use Favorites in Requisitions

Also, see Job Aid, How to Save and Use a Template in Requisitions, for the steps
to save an entire requisition to your Templates folder and use it to create a new
requisition.

This job aid describes how to save and use a Favorite in requisitions. The end user
must first create a requisition with line items and then navigate to the Review and
Submit tab. Please see the eProcurement for End Users guide for instructions on
how to create a requisition.

Note: Save the Favorite before you Click the Save and Submit button.

Favorites allow the creator to save one or more lines on a requisition to a special
folder, which they may then use again to create new requisitions.

When a Favorite is used to create a new requisition, each Favorite line carries
forward the following information:

e The vendor that was originally assigned to the Favorite.
e The category and the account code

A Favorite does not carry the following information forward into a new requisition:

The budget that was charged

Any information from the UMass Req Info page
Line Comments

The Requisition Name

This information must be added to the new requisition at the time it is data
entered.

Do not use Marketplace requisitions to create templates or favorites. They do not
lend themselves well to the hard coded pricing and descriptions that are inherent
with Marketplace purchases.

Log into the e*mpac Application with your Username and Password.

CREATE A FAVORITE

Navigate to the following path:

eProcurement 2 Create Requisition 2 Define Requisition

2.

Complete the Define Requisition, UMass Req Info, and Special Items pages as
you would normally do. Make sure that you have completed all the steps, and that
your requisition is ready to be saved. When you get to the Review and Submit
page, proceed as follows:
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The Create Requisition (Review and Submit) page:

Create Requisition

“j‘( 1. Define Requisition & 2. Add Items and Services 3. Review and Submit

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

Business Unit: LA UMass Amherst
‘Requester: [kengland Q kengland ‘Currency: i
Requisition Name: ‘ Hold From Further Processing [] Priority: W\

Requisition Lines

Description Vendor Name
[0 ' SAFCOCOMPUTER MULTIMEDIA CABINET WA MASON [ 20000 Each 529,000 1500 B0
p[] 2 5 BASEFOR MULT-MEDIA CABINET WB MASON | 20000 Each £5.000 13000 B2 1
P[] 3 MAYLINE FUTUR-MATIC DRAFTING TABLE e vuccn [ «0000 Each 148000 e
315" K B0 TOP
PO # COMBINATION LAMP IN CHROME WE MASON [ 20000 Each 59,950 13008 B4
b0 5 ALLSEATING FLUID TASK CHAIR B MASON | 40000 Each  4ssms0 186880 20D
p[] & MAYLINE RANGER STEEL4-POSTLIGHT iy pacon [ 20000 Each 1899000 area00 BBO
TAHLE
[ Selectilf Deselect Al Total Amount:  13,717.76 USD
L # addtofavories | [kModiiyLine/Shinping fAccauniing |  Delete |

Justification/Comments r

< >
Ste 3. . . . S
b Select the line(s) you wish to add to your Favorites by clicking in the checkboxes
next to the desired lines.
Requisition Lines
Line Description Vendor Name Quantity
] 1 SAFCO COMPUTER MULTI-MEDIA CABINET YWEB MASOM 20000 Each 578,000 1,088.00 02
] ? 5 BASE FOR MULTI-MEDIA CABINET W MASCN 20000 Each 65000 13000 B O
b0 % MAYLINE FUTUR-MATIC DRAFTING TABLE e wagion 40000 Each 1 B48.000 B.ag2.00 B2 OO
37 5" X R0" TOP ' '
FO 4 COMBIMATION LAMP I CHROME WE MASON 2.0000 Each £9.980 139,96 B (2
> 5 ALLSEATING FLUID TASK CHAIR WE MASON 40000 Each 489,950 1,a00.80 0
b 3 r:;rtlENE RANGER STEEL 4 POSTLIGHT  yun uacony 200000 Each  1,999.000 378000 B2 OO
] Select Allf Deselact Al Total Amount: 13,717 76 LSO
L ¥ Add to favorites Eo; Moadify Line ! Shipping ! Accounting | m Delete |
Step 4. 7 Add to favorites

Click the button.

A Confirmation box opens in a new window.

e following iternis) were added to your favorites:
LLSEATING FLLAD TASK CHAIR
AYLIMNE RAMGER STEEL 4-POST LIGHT TAELE

Close




r

UMASS.

University of Massachusetts ._e-mpac

Throwgh Administrative Compuring
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester

St 5.
P Click the @. button

Step

6.

Return to the Create Requisition (Review and Submit) page.

7
TRAINIMG
=
~
Create Requisition q
| _ 1. Define Requisition 2. Add ltems and Services 3. Review and Submit
Review the details of yaur requisition, make any necessary changes, and submit it for appraval
Business Unit: UMass Amherst
‘Requester: Q kengland ‘Currency:
isition Name: | Hold From Further Processing Priority:

B 1 ZAFCO COMPUTER MULTIMEDIA CABINET B MASOM 529.000 1,068.00 B

[ 2 BASE FOR MULTE-MEDIA CABINET WE MASON 65.000 13000 B i

b 3 MAYLINE FUTUR-MATIC DRAFTIMNG TABLE WE MASOM 1,648,000 £,502.00 = "

375" {60 TOP

b4 COMBINATION LAMP N CHROME 1B MASON Each £2.980 139.08 2 OO

bl 5 ALLSEATING FLUID TASK CHAIR B MASON Each  499.950 1,990.80 B2 (0

s 6 MAYLINE RAMNGER STEEL 4-POST LIGHT WE MASOM Each 1,386,000 3,708.00 F\%O

TABLE
Select Allf Deselect All Total Amount: 13,717.76 USD
L » = = 1/ Ao ] Eie

3
< ‘ = @

Click the Add Items and Services page link.

The Create Requisition (Add Items and Services) page opens.

Create Requisition

2. Add Items and Services 3. Review and Submit

‘E‘ 1. Define Requisition &

Add lines to the requisition, specifying the information necessary to procure each item or service.
Search: | @, Gearch

Special Request

Select a Request Type

Special ltem Reguest an item that is not listed in the Catalog.

Fixed Cost Bervice Request a one-time service for a fllat fee.

Wariahle Cost Service Reguest a service for which the fee is based on the time worked.

Time and Materials Reguest a service for which the fee is based on the time worked and materials used

Rewiew and Subrmit
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Step 7. click on the %

The Create Requisition — Add ltems and Services (Favorites) page opens.

(=13

Create Requisition

‘ T 1 Define Requisition Ep 2 AddMemsand Services  E& 3 Review and Submit ‘

Add lines to the requisition, specifiing the information nesessary o prosure each item or service

search: | Q Search

O %Ww B MASON 499.950 USD EA | 1.0000 Efpdd

cp MAVLINE RANGER STEEL 4- ——
g VB MASON 1893000 USD EA [ 10000  Emdd

[] Select Al [ Deselect All

L B add | [T Delete from favorites

Review and Submit

h Note: The line item(s) selected as favorites are now in your Favorites page for future use.

Return to the Review and Submit tab. Save and Submit and Budget Check the requisition.

How to Use Favorites

Enter a New eProcurement Requisition:

Navigation:

eProcurement 2 Create Requisition
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Step 8. Define Requisition page:

Complete the UMass Req Info sub-page on the Define Requisition tab

|UMASS Req Info

Business Unit: UMAMH Requisition ID: NEXT

‘Contact Name:  |Brown Mary *Contact Phone:  |413/545-9955

‘Department 4080800000 | C CivillEry Engin

Special Cortract Info [ Confirming Order
% Does not Apply [ Blanket Order
" Sole Source [™ state PO Flag
 Other

QL | Cancell
Step 9. ClicktheLbutton.

Do not enter any additional information on the Define Requisition page:

Create Requisition

E 1. Define Requisition E!é; 2. Add Items and Services \& 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: UnahH QU UMass Amherst UMASS Req Infa

‘Requester: kengland O, kengland ‘Currency: UsD

Requisition Name: Priority: I Medium ¥ l

} Line Defaults
Continue |
Ste 10. i
P Click the _ Cantinue | qon
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Step 11. Useris taken to the Add Items and Services page.
Add Items and Services page:
Click the Favorites tab:
Create Requisition
E‘ 1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit ‘
l2dd lines to the requisition, specifying the information necessary to procure each item or service.
[Search: Q) Search |
Catalog Templates | Forms Special Request
Select a RequesWype
Special ltem Request an item that is not listed in the Catalog.
Fixed Cost Service Reqguest a one-time service for a flat fee.
Wariahle Cost Service Reqguest a service for which the fee is based on the time worked.
Time and Materials Requesta service for which the fee is based on the time worked and materials used.
Beview and Submit
Step 12. The Favorites page opens. All the Favorites for the Operator are displayed.
Select the items that you want to purchase by clicking in the checkbox next to the
desired line. Update the quantities, if necessary:
Create Requisition
E 1. Define Requisition E‘; 2. Add ltems and Services \& 3. Review and Submit |
Add lines ta the requisition, specifying the information necessary to procure each itermn or service
Search: C, Search
Catalog | Favorites | Templates | Forms | Web | Specia
Type |Description Vendor rice Curr |UOM (Qty
o #81 BLACK INK CARTRIDGE
ﬁ—? EEnTI WB MASON 178.920 USD EA 1.0000 E?Addl
= HE DESIGHJET 5500 42-1MCH
O .—.9 FLOTTER B MASON 8196.000 USD EA 1.0000 E?Addl
WAYLIMNE FUTUR-MATIC
DREAFTIMNG TABLE 37.5" X 60" WHB MASON 1648.000 USD EA 1.0000 EAdd |
IoP
ALLSEATING FLUID TASK
chaR WB MASON 499.950 USD EA 1.0000 E!'Add |
KOH--MOOR RAPIDOGRAPH
[ %5‘ T-PEM TECHMICAL DRAWING WH MASON 69.920 LUSD EA 1.0000 E!'Addl
SET
Step 13. . . "E,"' Add
Scroll down to the bottom of the Favorites page and Click the 4| button to
add selected lines.
Step 14.

Review:and Suhmit

Click the link under the Add button.
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Step

15.

16.

The Review and Submit page opens:

Complete the Requisition Name field, if desired. Make any additional edits deemed

necessary to the line(s) (unit price, description, quantity).

Select All Lines (if all lines are to be charged to the same budget).

C“ckthe%MDUWLmeIShmpmgIAccnuntmg | button

Create Requisition
‘ E‘ 1. Define Requisition E‘E 2. Add Items and Services \& 3. Review and Submit

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

Business Unit: URARMH Uhass Amherst

'Requester: |keng\and @, kengland ‘Currency: UsD
Requisition Name: | Harris - Furniture Hold From Further Processing [~ Priority: Im
Requisition Lines

Line Description Vendor Name
> 1 5 BASE FOR MULTI-MEDIA CABINET WE MASON 1.0000 Each £5.000 s5.00 B2
P 2 MAYUINE FUTUR-MATIC DRAFTING TABLE e oo 1.0000] Each 1,648,000 164800 BB O
37.5" % 60" TOP
[v SelectAll/ Deselect All Total Amount: 1,713.00 USD

|_+” Add to favorites | E‘gMndifyLineJsm?pinngEEDunt\ng | ﬁDelelel

Justification/Comments

Ll
P

" Sendto Vendor [~ Show at Receipt [~ Show at Voucher

i Check Budget |
[~ save as Template

E] Save & submit | A Bave & preview appmva\sl x Cancel requisition I Find mare iterns

If more than one budget needs to be charged to a single line, the split must be done

at the line level, not through Modify Lines/Shipping/Accounting.

Insert the SpeedChart number for the budget to be charged in the SpeedChart Key

field:

Click the ﬂl button to apply the budget to the selected lines.

Modify Line / Shipping / Accounting

Note: The information below does not reflect the data in the selected requisition lines. When the Apply’ buttan is clicked, the
data entered on this page will replace the data in the corresponding fields on the selected lines.

i Vendor Ix Q Vendor Location: Q Contract ID Q
1on|
Buyer: Q Category: Q

Shipping Information
Ship To: Q [=1 modify Shipping Address

Due Date: [31) Attention:

[123458] Q Q Q

|| (o) [UnanH Q.

Line Information
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Ste 17. =] i —_ .
P Click the SIERTE s B | button to save the requisition and submit it to workflow.

Create Requisition =]

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

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

Business Unit: LIMAMH UMass Amherst
‘Requester: [kengtand 4, kenaland ‘CUrrency: UsD
|Harris - Furniture Hold From Further Processing I Priority: Im

Requisition Name:

Requisition Lines

Line Description Vendor Hame
bW 1 & BASE FOR MULTIMEDIA CABINET WE MASON 1.0000 Each SR 55.00 B3 O
b2 ';“?\;ijTBEDELTJE;R'MAT'C DRAFTING TABLE 4y pagon 1.0000 Each  1,48.000 1,648.00 B O

¥ SelectAllf Deselect All Total Amount: 1,7132.00 USD
L # Addtofavoritss | [55Modity Line/ Shipping Acsounting | [ Delete |

Justification/Comments

=
= il
[~ Sendto Vendor I~ Show at Receipt [~ Show at Voucher
s Check Budget |
[ save as Template
Savemsubmit | ,:?E,Sa\re &previewappruvalsl x Cancel requisition Find mare iterns _l
) E— -
Step 18. Check Budget | o _ .
Click the button. The system will display Processing until the

budget checking process is complete. Check the budget status at the top of the
page to make sure that the status shows Valid.

= Line 2:Awaiting Further Approvals [F]Start Mew Path
MAYLIMNE FUTUR-MATIC DRAFTIMG TABLE 37.5" X 60" TOP

Dept = 999.99 - Dist 01

g Multiple Approvers
E-’ Dept Proc Approver - Dist 1 _E

St | Edit Requisition I ApplyAspproval Ehanges Check ﬁrudget |
KW,

Wiew Printahle WVersion Manage Reguisitions Create Mew Reguisition

End Job Aid




