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UMass e*mpac eProcurement 9.1 for Decentral Users
Welcome to eProcurement for Decentral Users! 
 
The requisition process allows you to create a requisition for items you wish to purchase.  There are two types of requisitions:  Description-only and Marketplace.  Once you enter a requisition, you must then save and submit it to workflow for approval. 
 
In this course, you will learn how to: 
· Create Description-only ePro Requisitions
· Copy a Requisition
· Create UMass Marketplace ePro Requisitions
· Manage eProcurement Requisitions
Using Description Only ePro Requisitions
The Create Requisition page allows you to create a requisition to request the purchase of items or services.  A description-only requisition is the term for any requisition that is not created via the UMass marketplace.  How you enter a requisition depends on the type of requisition (e.g., Multi-Line, Split funded, Blanket).  
 
Upon completion of this section, you will be able to: 
· Enter a Multi-Line eProcurement Requisition
· Create a Requisition with a Split Distribution
· Enter a Requisition to Create a Blanket Purchase Order
Entering a Multi-Line eProcurement Requisition
When creating a requisition, you can add one or more lines on the Add Items and Services page.  
 
Upon completion of this topic, you will be able to: 
· Enter multiple line items
· Use the Confirming Order Checkbox
· Assign a Contract to Lines
· Explain the different types of contracts
· Change the campus Location to which goods are to be delivered
	Instructor Notes
The Continue button located at the bottom of the Define Requisitions page in 8.9 no longer exists in 9.1.  Users should click the Add Items and Services link at the top of the page to navigate to the Add Items and Services page.

Additional Notes:










---


Procedure
Consider this scenario:
Your goal is to enter an eProcurement requisition with one or more lines.
Key Information:
Vendor Name:  IKON
Contract Type:  MHEC Contract
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	Step
	Action

	1. 
	Begin by navigating to the Create Requisition page.
Click the Main Menu button.
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	Step
	Action

	2. 
	Click the eProcurement menu.
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	Step
	Action

	3. 
	Click the Create Requisition list item.
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	Step
	Action

	4. 
	Use the Create Requisition - Define Requisition page to enter the Requisition Name, Line Defaults, and UMass Requisition Information.

	5. 
	Use the Requisition Name field to provide a clear, searchable name for your requisition.  This name will carry forward to the PO Reference field on the purchase order.
Note:  This field is limited to 30 characters.  If left blank, the Requisition ID number will be assigned as the Requisition Name.
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	Step
	Action

	6. 
	Enter the desired information into the Requisition Name field. 
Enter "RICE MULTI LINE REQ".

	7. 
	Once information is entered in the Line Defaults fields, it automatically populates each line that is added to the requisition from that point forward.  Line fields may be edited (defaults overridden) at the individual line level.

	8. 
	Important:  Do not use the Line Defaults section to enter the Category and/or Account code as entering these fields at the default level may cause potential system issues.  
Please follow the instructions for Category and Account that are shown later in this topic.

	9. 
	The Buyer field is auto-populated based on your Requester ID.

	10. 
	Click the Vendor Lookup button.
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	Step
	Action

	11. 
	Use the Vendor Search page to find the vendor by entering specific search criteria.
You may search for a vendor by entering criteria in any available field.  You can also search using part of a vendor's name.

	12. 
	If there is an acronym for the vendor name, you may search for it by using the Short Vendor Name field.  
For example, the acronym for International Business Machines is IBM.
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	Step
	Action

	13. 
	In this example, you will search for the vendor IKON.
Enter the desired information into the Name field. 
Enter "IKON".

	14. 
	Click the Find button.
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	Step
	Action

	15. 
	The search results display.  All records that contain the search criteria are returned.  The vendor's order addresses are displayed as well.

	16. 
	Vendor File is shared by six campuses.  Frequently, multiple order addresses will display.  Order addresses may vary by campus.  It is up to the operator to know which order address is appropriate for his/her requisition.

	17. 
	In this example, you will select the Management Services Atlanta, GA location for IKON.  This is the address to which the resulting purchase order will be sent.
Click the 0000028236 link in the Vendor ID column.
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	Step
	Action

	18. 
	The Define Requisition page reopens.  The Vendor and Vendor Location fields are populated based on the Vendor ID you selected.
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	Step
	Action

	19. 
	Click the Look up Contract ID button.
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	Step
	Action

	20. 
	Any contracts associated with the vendor are automatically displayed on the Look Up Contract ID page.  
The contract application is shared by all six campuses. 
As with all data on the line defaults, when a contract is assigned here, the Contract ID will default in to all lines of the requisition going forward.  

	21. 
	Click the MHEC-F07-0005 link in the Contract ID column.
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	22. 
	You can assign the Unit of Measure at the default level if all lines going forward will have the same Unit of Measure.
Enter the desired information into the Unit of Measure field. 
Enter "EA".

	23. 
	The Ship To field is auto-populated based on your Requester ID.  The Ship To code defines the general campus receiving address where goods are to be shipped.  This prints on the purchase order.  The Ship To address can be changed by clicking the Look Up Ship To icon and selecting a new Ship To address.  Only one Ship To address may be assigned to a requisition.

	24. 
	The Attention field will default based on your Requester ID (does not print on the PO).

	25. 
	The Location code auto-populated based on your Requester ID.
The Location code displayed is for the Whitmore Administration Building.  You want your goods delivered to Room 407, Goodell Building.  
Click the Look up Location button.
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	Step
	Action

	26. 
	Use the Look Up Location page to find the location to which you want your goods delivered.

	27. 
	Enter the desired information into the Description field.  
Note:  This field is not case sensitive.
Enter "GOOD".

	28. 
	Click the Look Up button.
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	Step
	Action

	29. 
	All values (Location Codes and Descriptions) for your search criteria are returned.
You may need to scroll down to find the appropriate Location Code.
Click the Vertical scrollbar.

	30. 
	In this example, you are looking for the Location Code of GDA0400407.
Click the GDA0400407 link in the Location Code column.
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	Step
	Action

	31. 
	Each requisition line must have a budget (chartfield line) associated with it for pre-encumbrance/encumbrance/payment purposes.  A SpeedChart Key (6-digit number) is a tool that simplifies the data entry of budget information.
When the SpeedChart number is entered in the Accounting Defaults grid, it automatically populates the budget that is to be charged for any line items entered from that point forward.  The chartfield values may be edited at the line level.

	32. 
	Enter the desired information into the SpeedChart Key field. 
Enter "100001".

	33. 
	The chartfield information (e.g., Fund, Dept) related to the SpeedChart Key will populate upon your next action (i.e., clicking the UMass Requisition Information link).  
If you would like to see the information before navigating to another page, you can click the Details tab and return to the Chartfields1 tab.  The chartfield information should then display.

	34. 
	Click the UMass Requisition Information link.
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	Step
	Action

	35. 
	Use the UMass Requisition Information page to enter contact information for the person responsible for responding to inquiries regarding the requisition.  
Information entered on the UMass Requisition Information page applies to all lines of the requisition and cannot be modified at the line level.

	36. 
	The Contact Name field is required.  The specific format is "last name,first name" with no spaces (e.g., Rice,Marybeth).  This field is not case sensitive.
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	Step
	Action

	37. 
	Enter the desired information into the Contact Name field. 
Enter "RICE,MARYBETH".

	38. 
	The Contact Phone field is required.  The specific format is 10-digits, starting with your area code (no spaces or punctuation).  Formatting will be applied when you tab out of the field.

	39. 
	Enter the desired information into the Contact Phone field. 
Enter "4135459999".

	40. 
	Next, you will enter the Department code.  When selecting the Department code, verify the department's description before selecting the code (use the Look up button to review descriptions).  The Department description will print on the Purchase Order.

	41. 
	The Department field is required.
Enter the Department ID for the contact into the Department field. 
Enter "A190500016".

	42. 
	The Contact Name, Contact Phone, and Department fields print on the purchase order.

	43. 
	The Special Contract Info section provides you with three radio buttons:  Does not Apply, Sole Source, and Other. 
Policy for the use of these radio buttons may vary by campus.  One of the three radio buttons must be selected. 

	44. 
	The Does not Apply radio button is the default.  You should leave this radio button as the default if Sole Source or Other does not apply.

	45. 
	The Sole Source radio button is optional.  The policy for the use of this radio button varies by Campus.  

	46. 
	The Other radio button is optional.  Select Other if all the Item(s) and/or Service(s) you are purchasing on your requisition are covered by a contract that was not listed on the Look Up Contract ID page.  When Other is selected, you can insert the appropriate contract number in the Other field.

	47. 
	Leave the radio button at the default of Does not Apply.

	48. 
	The Confirming Order checkbox is optional.  This field is used on Description Only eProcurement requisitions.  You should not use this checkbox for any purchase made on the UMass Marketplace.

	49. 
	The State Po Flag will auto-populate if a State Fund chartfield is charged.  State Fund numbers start with "1".  State Funds are used for purchases on a limited basis.

	50. 
	In this example, you will select the Confirming Order checkbox.
Click the Confirming Order option.
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	51. 
	Click the OK button.
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	Step
	Action

	52. 
	Click the 2. Add Items and Services link at the top of the page.
Note:  The Continue button is no longer available on the Define Requisition page.
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	Step
	Action

	53. 
	Click the Special Request tab, if not already selected.
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	Step
	Action

	54. 
	Click the Special Item link.
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	Step
	Action

	55. 
	Use the Special Request - Special Item tab to enter the Item Description, Price, Quantity, and Category information for your line item.  
If you did not enter the Unit of Measure on the Define Requisition page, you are required to enter one on this page.
Note:  Information entered in the Special Item section applies only to this line item of the requisition.
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	Step
	Action

	56. 
	The Item Description field is required.  You should include the manufacturer's name and number if applicable, and a complete description of the item.
Enter the desired information into the Item Description field. 
Enter "CANON LC730I FAX MACHINE".

	57. 
	The Price field is required.  
Enter the unit price of the item you are ordering in the Price field. 
Enter "1157.00".

	58. 
	The Quantity field is required.
Enter the quantity of the item you are ordering in the Quantity field. 
Enter "1".

	59. 
	The Category field is required.  Use the Category Lookup button to select the appropriate category for the line.  When selected here, the matching account code will auto-populate the account code field in Chartfield 1 on the distribution. 
Click the Category Lookup button.
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	Step
	Action

	60. 
	Use the Look Up Category page to search for a product category.
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	Step
	Action

	61. 
	Click the Search By list.
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	Step
	Action

	62. 
	Click the Description list item.
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	Step
	Action

	63. 
	You can enter a partial or full description in the Find field.
Enter the desired information into the Find field. 
Enter "ADMIN".

	64. 
	Click the Find button.
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	Step
	Action

	65. 
	The Category results display.  All description values that contain the word "ADMIN" appear.

	66. 
	Click the 734200 link in the Category column.
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	Step
	Action

	67. 
	Click the Add Item button to add this line-level item to the requisition.
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	Step
	Action

	68. 
	The Special Item page refreshes.  All fields are blank except for the Vendor ID, Vendor Name, and Unit of Measure fields.  You can now enter additional lines.

	69. 
	Enter the desired information into the Item Description field. 
Enter "ESP QC POWER PROTECTION FILTER".

	70. 
	Enter the desired information into the Price field. 
Enter "79.50".

	71. 
	Enter the desired information into the Quantity field. 
Enter "1".

	72. 
	In this example, you will use the same Category number for this item that you used for your first item.
Enter the desired information into the Category field.
Enter "734200".
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	Step
	Action

	73. 
	Click the Add Item button to add this line-level item to the requisition.
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	74. 
	Once a line has been added to a requisition, the defaults for that line cannot be changed by using the Define Requisition tab.  Existing lines can be changed either at the line level or by using the Modify Line/Shipping/Accounting page.
Defaults for new lines going forward can be established by going back to the Define Requisition tab and changing the values there.

	75. 
	Click the 3. Review and Submit link.
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	Step
	Action

	76. 
	Click the Expand Section button for Requisition Line 1 to expand that line.
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	Step
	Action

	77. 
	Use the horizontal scrollbar to view more fields on the Accounting Lines grid.
Click the Horizontal scrollbar to scroll to the right.
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	Step
	Action

	78. 
	Note the Account Number.  This is the same number as the Category number previously assigned to Line 1.

	79. 
	Click the Collapse Section button for Requisition Line 1 to collapse the line.
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	Step
	Action

	80. 
	Click the Expand Section button for Requisition Line 2 to expand the line.
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	Step
	Action

	81. 
	Click the Horizontal scrollbar to scroll to the right on the Accounting Lines grid.
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	Step
	Action

	82. 
	Note the Account Number.  This is the same number as the Category number previously assigned.

	83. 
	Click the Collapse Section button for Requisition Line 2 to collapse the line.
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	Step
	Action

	84. 
	Comments appear at the end of a requisition.  These comments may be kept internally, transmitted to the vendor on the resulting printed purchase order, made available for viewing in the receiving pages for the receiver to see, and/or made available for viewing in the voucher pages for Accounts Payable staff to see.   The Approval Justification checkbox should be selected to ensure Comments are viewable on the Approval page for Approvers (this checkbox defaults as selected).

	85. 
	Enter the desired information into the Comments field. 
Enter "SALES REP RECOMMENDED ORDERING 2 SPARE FILTERS.".

	86. 
	For Campuses that manually budget check on the Create Requisition - Review and Submit page, you can use the Check Budget button to run budget check.
Note:  Some Campuses manually run the budget check process while others wait for batch to pick up the requisitions.  Please follow your Campus business process for budget checking.
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	Step
	Action

	87. 
	To save the requisition, but not submit the requisition to Workflow, click the Save & preview approvals button.  Requisitions that are not submitted to Workflow will not be reviewed or approved and they will not be sourced to purchase orders.  They can, however, be budget checked.
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	Step
	Action

	88. 
	Click the Save & submit button to save the requisition and submit it to workflow.
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	Step
	Action

	89. 
	The Confirmation page displays your requisition information, including your assigned Requisition ID and workflow details.  Make note of the Requisition ID for future reference.

	90. 
	Any Approvals that are required for the requisition are displayed.  You may view the approvers by clicking on the Multiple Approvers link under the status (Status = Pending).  If you were an approver for this requisition, please follow your campus business process for approvals.  

	91. 
	Congratulations!  You have successfully entered a multi-line eProcurement Requisition.
End of Procedure.


Creating a Requisition with a Split Distribution
When creating a Description Only Requisition, you may need to enter a split distribution on a requisition line item.  A split distribution allows you to charge one line to two different budgets. 
 
Upon completion of this topic, you will be able to: 
· Create a multi-line requisition
· Charge one line to two different budgets
· Use the Sole Source checkbox
· Use Comments
Procedure
Consider this scenario:
Your goal is to create a requisition with a split distribution.
Key Information:
Vendor:  0000025048
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	Step
	Action

	92. 
	Begin by navigating to the Create Requisition page.
Click the Main Menu button.
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	Step
	Action

	93. 
	Click the eProcurement menu.
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	Step
	Action

	94. 
	Click the Create Requisition list item.
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	Step
	Action

	95. 
	Use the Create Requisition - Define Requisition page to enter the Requisition Name, Line Defaults, and UMass Requisition Information.

	96. 
	Use the Requisition Name field to provide a clear, searchable name for your requisition.  This name will carry forward to the PO Reference field on the purchase order.
Note:  This field is limited to 30 characters.  If left blank, the Requisition ID number will be assigned as the Requisition Name.
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	Step
	Action

	97. 
	Enter the desired information into the Requisition Name field. 
Enter "SPLIT DISTRIB REQ".

	98. 
	Once information is entered into the Line Defaults section, it automatically populates each line that is added to the requisition from that point forward.  Line fields may be edited (defaults overridden) at the individual line level.

	99. 
	Do not use the Line Defaults section to enter the Category and/or the Account code.  Please follow the instructions for Category and Account later in this topic.

	100. 
	You may search for a Vendor by clicking the Vendor Lookup icon and entering criteria in any available field.  You can also search using part of a vendor's name.
For more details on Vendor information, please review the Entering a Multi-Line eProcurement Requisition topic.

	101. 
	Enter the desired information into the Vendor field. 
Enter "0000025048".

	102. 
	Use the Tab key on your keyboard to refresh the page.
Press [Tab].
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	Step
	Action

	103. 
	The Location field auto-populates based on your Requester ID.  The Location field is a code that identifies the operator's room number and building.  This field is used to identify where on campus the goods are to be delivered.  This information prints on the purchase order.  
The Location may be changed by clicking on the Look Up Location icon and selecting a different location.

	104. 
	In this example, you want to change the Location.
Click the Look up Location button.
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	Step
	Action

	105. 
	Enter the desired information into the Description field. 
Enter "Good".

	106. 
	Click the Look Up button.
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	Step
	Action

	107. 
	All values for the Description you entered are returned.

	108. 
	Scroll down to locate GDA0400405A (Goodell, 4th Floor, Room 405A) in the Location Code column.
Click the Vertical scrollbar.
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	Step
	Action

	109. 
	Click the GDA040405A link in the Location Code column.
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	Step
	Action

	110. 
	Each requisition line must have a budget (chartfield line) associated with it for pre-encumbrance/encumbrance/payment purposes.  A SpeedChart Key is a tool that simplifies the data entry of budget information.
When the six-digit SpeedChart Key number is entered in the Accounting Defaults section, it automatically populates the budget that is to be charged for any line items entered from that point forward.  The chartfield values may be edited at the line level.

	111. 
	Enter the desired information into the SpeedChart Key field. 
Enter "105196".

	112. 
	The chartfield information (e.g., Fund, Dept) related to the SpeedChart Key will populate upon your next action (i.e., clicking the UMass Requisition Information link).  
If you would like to see the information before navigating to another page, you can click the Details tab and return to the Chartfields1 tab.  The chartfield information should then display.
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	Step
	Action

	113. 
	Click the UMass Requisition Information link.
[image: image87.png]UMass Requisition Information






[image: image88.png]University of
Massachusetts LTT 91

UMass Requisition Information

Business Unit:  UMAMH UMass Amherst
Requisition ID:  NEXT

“Contact Name: “Contact Phone:
“Department Y

Confirming Order
© Does not Apply ] state PO Fiag
© sole Source
© other

@Hep

[ e o e e e

TasTaas




	Step
	Action

	114. 
	Use the UMass Requisition Information page to enter contact information for the person responsible for responding to inquiries regarding the requisition.  
Information entered on the UMass Requisition Information page applies to all lines of the requisition and cannot be modified at the line level.
For more information on the UMass Requisition Information page, please review the Entering Multi-Line eProcurement Requisitions topic.

	115. 
	Enter the desired information into the Contact Name field. 
Enter "Smith,Mary".

	116. 
	Enter the desired information into the Contact Phone field. 
Enter "4135559652".

	117. 
	Enter the desired information into the Department field. 
Enter "A220800000".

	118. 
	Click the Sole Source option.
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	119. 
	Click the OK button.
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	Step
	Action

	120. 
	Click the 2. Add Items and Services link.
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	Step
	Action

	121. 
	Click the Special Request tab, if not already selected.
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	Step
	Action

	122. 
	Click the Special Item link.
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	Step
	Action

	123. 
	Enter the desired information into the Item Description field. 
Enter "ZEISS DEMO EQUIPMENT - AXIOVISION 410 AV4 BASIC SOFTWARE".

	124. 
	Enter the desired information into the Price field. 
Enter "8192.00".

	125. 
	Enter the desired information into the Quantity field. 
Enter "1".

	126. 
	Enter the desired information into the Unit of Measure field. 
Enter "EA".

	127. 
	Click the Category Lookup button.
[image: image98.png]





[image: image99.png]University of
Massachusetts LTT 91

Favorites  Mai HMenu > eProcurement > Create Requistion

Create Requisition

Look Up Category

Note: You may sither Search o Browse to look up the appropriate category for your special request.

' T T | | | [ Localintranet | Protected Mode OFf T - ®0% ~




	Step
	Action

	128. 
	Click the Search By list.
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	Step
	Action

	129. 
	Click the Description list item.
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	130. 
	In this example, you will enter "RES" to find a category for research equipment.
Enter the desired information into the Find field. 
Enter "RES".

	131. 
	Click the Find button.
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	Step
	Action

	132. 
	Click the 763210 link in the Category column.
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	Step
	Action

	133. 
	Click the Add Item button to add this line-level item to the requisition.
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	134. 
	Enter the desired information into the Item Description field. 
Enter "ZEISS 0000001222047000 AV4 MOD INSIDE 4D".

	135. 
	Enter the desired information into the Price field. 
Enter "2880.00".

	136. 
	Enter the desired information into the Quantity field. 
Enter "1".

	137. 
	Enter the desired information into the Unit of Measure field. 
Enter "EA".

	138. 
	Enter the desired information into the Category field. 
Enter "763210".

	139. 
	Click the Add Item button to add this line-level item to the requisition.
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	Step
	Action

	140. 
	Once a line has been added to the requisition, the defaults for that line cannot be changed by using the Define Requisitions tab.  Existing lines can be changed either at the line level or by using the Modify Line/Shipping/Accounting page.
Defaults for new lines going forward can be established by going back to the Define Requisitions tab and changing the values there.

	141. 
	Click the 3. Review and Submit link.
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	Step
	Action

	142. 
	Use the Create Requisition - Review and Submit page to review your requisition line information and make updates to the line details.

	143. 
	You need to split the cost between 2 budgets.  This is called a Split Distribution.  A budget row may be split out to as many as ten chartfield strings.  When you split distributions, the sum of all amounts must equal the total Price value of the line.
The dollar value of a purchase can be split between budgets 2 different ways:
(1) By Quantity, or
(2) By Amount
To split the budget distribution, you need to add a new accounting Row to Line 1 and insert new Chartfield information for the 2nd budget to be charged.  In this example, you will split the Line by Amount.

	144. 
	Click the Expand Section button for Requisition Line 1 to expand that line.
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	Step
	Action

	145. 
	Use the Horizontal scrollbar in the Accounting Lines section to scroll right until you reach the end of the Accounting Lines grid.
Click the Horizontal scrollbar.

	146. 
	Click the Add a new row button.
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	Step
	Action

	147. 
	A new row is inserted on Line 1.

	148. 
	Enter the desired information into the SpeedChart Key field in Row 2. 
Enter "105325".

	149. 
	Use the Tab key on your keyboard to refresh the page.
Press [Tab].


[image: image116.png]LIT 91

Massachusetts
@Help

Create Requisition
PIETTEI v EER WT

Reviewthe details of your requisition, make any necessary changes, and submittfor approval.

Business Unit: (O ] Untass Amherst Hold From Further Processing
“Requester: [AMSMITH @, smith, Mary *Currency: usD
Requision Name: [GPUTDSTRBREG priority: eaum  ~ J
ABSHOANMN. un 70000] Each 000 a0
Axovis MICROIMAGING LLC
[ Consolidate with other Reqs (] override Suggested Vendor
Shipping Line: . Duebate: B Guantit: 10000 Price: iR
s w08 N
AttentionTo: i, Wy

Line DistType  “Location Quantity Percent Merchandise Amt GL Unit SpeedChart Key

1 Open [cDAod0405A @ 1.0000] [ 100.0000] 819200 [UMAMH @, Q

2 open [omod0asa @, 000 [UnA @, @

« i .
ZEISS 0000001222047000AV4  CARL ZEISS 10000 Each 2,:880.00000 288000 2>

oD MICROIMAGING LLC

3

[F1 Select All/ Deselect All
‘
@ Localintranet | Protected Mode OFf





	Step
	Action

	150. 
	Click the Distribute By list.
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	Step
	Action

	151. 
	Click the Amt list item.
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	152. 
	Enter the desired information into the Merchandise Amt field on Line 1. 
Enter "4000.00".

	153. 
	Use the Tab key on your keyboard to refresh the page.
Press [Tab].

	154. 
	Enter the desired information into the Merchandise Amt field on Line 2. 
Enter "4192.00".

	155. 
	Use the Tab key on your keyboard to refresh the page.
Press [Tab].

	156. 
	Click the Collapse Section button.
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	Step
	Action

	157. 
	The Comments will appear at the end of the requisition.  They can be kept internal, transmitted to the vendor on the resulting printed purchase order, made available for viewing in the receiving pages for the receiver to see, and/or viewable in the voucher pages for Accounts Payable staff.  The Comments are viewable on the Approval page for Approvers.

	158. 
	Enter the desired information into the Comments field. 
Enter "EQUIPMENT WILL BE ON TRIAL THROUGH 12/31/11.".

	159. 
	In this example, you want to send the Comments to the vendor on the purchase order.
Click the Send to Vendor option.
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	160. 
	For Campuses that manually budget check on the Create Requisition - Review and Submit page, you can use the Check Budget button to run budget check.
Note:  Some Campuses manually run the budget check process while others wait for batch to pick up the requisitions.  Please follow your Campus business process for budget checking.

	161. 
	To save the requisition without submitting it to workflow, you can click the Save & preview approvals button.  Requisitions that are not submitted to workflow will be reviewed or approved and they will not be sourced to purchase orders.  They can, however, be budget checked.

	162. 
	Click the Save & submit button to save the requisition and submit it to workflow.
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	Step
	Action

	163. 
	The Confirmation page displays your requisition information, including your assigned Requisition ID and workflow details.  Make note of the Requisition ID for future reference.

	164. 
	Any Approvals that are required for the requisition are displayed.  You may view the approvers by clicking on the Multiple Approvers link under the status (Status = Pending).  If you were an approver for this requisition, you would need to access the approval page to post your approval by clicking the Worklist link.  

	165. 
	Congratulations!  You have successfully created a requisition with a split distribution.
End of Procedure.


Entering a Requisition to Create a Blanket Purchase Order (One Line)
Blanket Orders are not line-item specific.  Departments may use Blanket Orders on a recurring basis to set aside a sum of money to a specific vendor.  They are frequently used for Services and Labor and Materials Construction projects.  
 
A Blanket Order must contain the date that the blanket order will remain in effect.  The end date may not exceed the life of the fund that is charged to the blanket order.  Blanket Order lines can be issued against a requisition line quantity of 1 only.  Blanket Orders shall not be issued to purchase equipment items or for requisition lines that originate from the UMass Marketplace.  
 
You can now mix blanket order lines with non blanket order lines on a single requisition.  This is helpful if you have one line that will require multiple invoices and another that will not.
 
Upon completion of this topic, you will be able to enter an eProcurement requisition to create a Blanket Purchase Order.
 
Note:  The policy for the use of forms, documentation requirements, and how Blanket Orders are used may vary by campus.  The vendor used and the scenario depicted in this topic are for training purposes only. 
	Instructor Notes
Blanket Order Change

Previously, the Blanket Order checkbox was located on the UMass Req Info page (i.e., UMass Custom Header).  The location of this checkbox applied the blanket order setting to the entire requisition allowing users to only enter one line item.   

Blanket Orders are now set at the line-item level.  Once a user has defined a requisition (e.g., account information, contact details) and entered in one or more line items on the Add Items and Services page, the user can set the Blanket checkbox at the Line Detail level of the Review and Submit page.

As the blanket order is now set at the line-item level, the user can mix Blanket Order lines with non-Blanket Order lines.  This change is helpful if a user has one line that will require multiple invoices and another that will not.


Default Options Section

Users may notice a Default Options section on the Define Requisition page.  This section is grayed out and defaults to override (section cannot be updated).  This section was previously hidden in 8.9.


Continue Button - Removed

The Continue button located at the bottom of the Define Requisitions page in 8.9, no longer exists in 9.1.  Users should click the Add Items and Services link at the top of the page to navigate to the Add Items and Services page.




Procedure
Consider this scenario:
Your goal is to enter a Requisition to create a one line Blanket Purchase Order.
Key Information:
Vendor:  Henry L. Smith
Item Description:  Henry Smith Lecture Series to take place 5/1/11 through 6/30/11
Price:  800
Quantity:  1
Unit of Measure:  EA
Category:  757150
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	Step
	Action

	166. 
	Begin by navigating to the Create Requisition page.
Click the Main Menu button.
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	Step
	Action

	167. 
	Click the eProcurement menu.
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	Step
	Action

	168. 
	Click the Create Requisition list item.
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	Step
	Action

	169. 
	Use the Create Requisition - Define Requisition page to enter the Requisition Name, Line Defaults, and UMass Requisition Information.

	170. 
	Use the Requisition Name field to provide a clear, searchable name for your requisition.  This name will carry forward to the PO Reference field on the purchase order.
Note:  This field is limited to 30 characters.  If left blank, the Requisition ID number will be assigned as the Requisition Name.
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	Step
	Action

	171. 
	Enter the desired information into the Requisition Name field. 
Enter "RICE BLANKET PO LECTURES".

	172. 
	Click the Vendor Lookup button.
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	Step
	Action

	173. 
	Use the Vendor Search page to find the vendor by entering specific search criteria.
Note:  You may search on any part of the vendor's Name.  All values in the Vendor File that contain your search criteria will be returned.

	174. 
	Enter the desired information into the Name field. 
Enter "SMITH".

	175. 
	Click the Find button.
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	Step
	Action

	176. 
	The search results display.  All records that contain the word "Smith" anywhere in the vendor Name are returned.  Vendor File is shared by six campuses.  Frequently, multiple order addresses will display.  Order addresses may vary by campus and it is up to the operator to know which order address is appropriate for the requisition.

	177. 
	In this example, you want to select the Vendor ID for Henry L. Smith.
Click the 0000000050 link in the Vendor ID column.
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	Step
	Action

	178. 
	Enter the desired information into the Unit of Measure field. 
Enter "EA".

	179. 
	Do not use the Line Defaults section to enter the Category and/or the Account code.  Please follow the instructions for Category and Account later in this topic.

	180. 
	Review and update the Location field, if needed.

	181. 
	In this example, you will update the Location field.
Click the Look up Location button.
[image: image139.png]





[image: image140.png]m University of
Massachusetts TEST 91

Favgrites  Man Menu > eProcurement > Create Requision

ridst | MuliChannel Console | _Add to Favories | Sign out

Location Cod

Description





	Step
	Action

	182. 
	Enter the desired information into the Location Code field. 
Enter "WHI".

	183. 
	Click the Look Up button.
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	Step
	Action

	184. 
	Click the WHI00000B4 link in the Location Code column.
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	185. 
	The SpeedChart Key field auto-populates all requisition lines going forward based on the SpeedChart selected.

	186. 
	Enter the desired information into the SpeedChart Key field. 
Enter "100001".

	187. 
	The chartfield information (e.g., Fund, Dept) related to the SpeedChart Key will populate upon your next action (i.e., clicking the UMass Requisition Information link).  
If you would like to see the information before navigating to another page, you can click the Details tab and return to the Chartfields1 tab.  The chartfield information should then display.

	188. 
	Click the UMass Requisition Information link.
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	Step
	Action

	189. 
	Use the UMass Requisition Information page to enter contact information for the person responsible for responding to inquiries regarding the requisition.
Note:  Information entered on the UMass Requisition Information page applies to all lines of the requisition and cannot be modified at the line level.

	190. 
	Enter the desired information into the Contact Name field. 
Enter "Rice,Marybeth".

	191. 
	Enter the desired information into the Contact Phone field. 
Enter "4135459999".

	192. 
	Enter the desired information into the Department field.  
The department is printed on the purchase order so be sure to choose a department with a clear description.
Enter "A190500016".

	193. 
	Click the OK button.
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	Step
	Action

	194. 
	Note:  The Continue button is no longer available.  You must click on the 2. Add Items and Services link at the top of the page to continue entering the requisition.

	195. 
	Click the 2. Add Items and Services link.
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	Step
	Action

	196. 
	The Create Requisition - Add Items and Services page opens.
Select the Special Request tab if it is not already selected.  
In this example, the Special Request tab is selected.

	197. 
	Click the Special Item link.
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	Step
	Action

	198. 
	Use the Special Request - Special Item tab to enter the Item Description, Price, Quantity, and Category information for your line item.  
If you did not enter the Unit of Measure on the Define Requisition page, you are required to enter one on this page.
Note:  Information entered in the Special Item section applies only to this line item of the requisition.

	199. 
	Enter the desired information into the Item Description field. 
Enter "HENRY SMITH LECTURE SERIES TO TAKE PLACE 5/1/11 THROUGH 6/30/11".

	200. 
	Enter the desired information into the Price field. 
Enter "800".

	201. 
	Enter the desired information into the Quantity field. 
Enter "1".

	202. 
	Click the Category Lookup button.
[image: image152.png]





[image: image153.png]niversity of

assachusetts TEST 91
Favotes Man lenu > eProcurement > Create Requition

Create Requisition

Look Up Category

Note: You may sither Search o Browse to look up the appropriate category for your special request.

Done [T | | | | | ULocelintranet| Protected Mode: OFf TG~ ®i0%




	Step
	Action

	203. 
	Click the Search By list.
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	Step
	Action

	204. 
	Click the Description list item.
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	205. 
	You can enter a partial or full description in the Find field.
In this example, you will enter a partial description of "Lecture".

	206. 
	Enter the desired information into the Find field. 
Enter "Lecture".

	207. 
	Click the Find button.
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	Step
	Action

	208. 
	Click the 757150 link in the Category column.
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	Step
	Action

	209. 
	Use the Add Item button to add this line item to the requisition.
Click the Add Item button.
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	Step
	Action

	210. 
	The Special Item page refreshes.  All fields are blank except for the Vendor ID, the Vendor Name, and the Unit of Measure fields.  You can now enter additional lines.
Note:  You can enter non-blanket order line items on a Blanket Order Requisition.  The blanket order information is selected at the line item level on the Review and Submit page.
For this example, you only need to enter one line item on the requisition.

	211. 
	Click the 3. Review and Submit link.
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	Step
	Action

	212. 
	Use the Create Requisition - Review and Submit page to review your requisition line information and make updates to the line details.

	213. 
	Click the Line Details button.
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	Step
	Action

	214. 
	Use the Line Details page to select the Blanket checkbox, which identifies that the requisition line item is a blanket order.

	215. 
	Any lines on a requisition that have the Blanket checkbox selected will be blanket order lines.  When this checkbox is checked, the system will automatically change the requisition line to be distributed by Amount from Quantity (i.e., change the line quantity to 1 and recalculate your line dollar amount).

	216. 
	Click the Blanket option.
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	217. 
	Click the OK button.
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	Step
	Action

	218. 
	Click the Yes button.
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	Step
	Action

	219. 
	Review the Price and Total of the line item.

	220. 
	Click the Save & submit button.
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	221. 
	For Campuses that manually budget check, you can use the Check Budget button at the bottom of the page to run budget check.
Note:  Some Campuses manually run the budget check process while others wait for batch to pick up the requisitions.  Please follow your Campus business process for budget checking.
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	Step
	Action

	222. 
	Congratulations!  You have successfully entered a one line requisition to create a blanket purchase order.
End of Procedure.


Copying Requisitions
The Copy Requisition functionality on the Manage Requisitions page allows you to copy an existing requisition.  When you copy the requisition, all items and account information is carried cover to the new requisition. 
 
Upon completion of this section, you will be able to copy a requisition. 
Copying a Requisition
You may order the same line items on a regular or occasional basis.  Rather than re-create the requisition each time, you can search for and copy the existing requisition on the Manage Requisitions page. 
 
As mentioned in the section overview, when you copy the existing requisition, all items and account information will carry over to the new requisition.  However, the contact information on the UMass Requisition Information page will not copy over.  You should update this page with the Contact Name, Contact Phone, and Department. 
 
Upon completion of this topic, you will be able to:
· Copy a requisition created by you
· Copy a requisition created by another user
	Instructor Notes
The new copy requisition functionality on the Manage Requisitions page allows you to copy an existing requisition.  The Copy Requisition option is located in the Action dropdown list.

When you copy the requisition, the new requisition will open to the Review and Submit page. All items and account information will be carried over from the existing requisition. However, you must still populate the UMass Requisition Information page (i.e., UMass Custom Header). 


Procedure
Consider this scenario:
Your goal is to copy a requisition.
Key Information:
Req ID:  R000004166
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	Step
	Action

	223. 
	Begin by navigating to the Manage Requisitions page.
Click the Main Menu button.
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	Step
	Action

	224. 
	Click the eProcurement menu.
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	Step
	Action

	225. 
	Click the Manage Requisitions list item.
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	Step
	Action

	226. 
	Use the Manage Requisitions page to search for existing requisitions.  The Search Requisitions section provides you with several different search options, including Requisition ID, Requisition Name, Date From, and Date To.

	227. 
	Decision: Please make a selection from the options listed below.
· Copy an existing requisition created by you
Go to step 6 on page 89
· Copy an existing requisition created by another user
Go to step 21 on page 96

	228. 
	Once you have found the requisition you want to copy, you can select the Copy Requisition option in the Action dropdown list for that requisition row.
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	Step
	Action

	229. 
	Click the Action list.
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	Step
	Action

	230. 
	Click the Copy Requisition list item.
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	231. 
	Click the Go button.
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	Step
	Action

	232. 
	The Create Requisition - Review and Submit page opens.
All items and account information have been carried over from the requisition you copied.
However, you need to complete the contact information on the UMass Requisition Information page.

	233. 
	Navigate to the UMass Requisition Information page.
Click the 1. Define Requisition link.
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	Step
	Action

	234. 
	Click the UMass Requisition Information link.
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	Step
	Action

	235. 
	Enter the desired information into the Contact Name field. 
Enter "Madison,Dorothea".

	236. 
	Enter the desired information into the Contact Phone field. 
Enter "5089999999".

	237. 
	Enter the desired information into the Department field. 
Enter "C700000000".

	238. 
	Click the OK button.
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	Step
	Action

	239. 
	Click the 3. Review and Submit link.
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	Step
	Action

	240. 
	Click the Save & submit button.
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	241. 
	For Campuses that manually budget check, you can use the Check Budget button at the bottom of the page to run budget check.
Note:  Some Campuses manually run the budget check process while others wait for batch to pick up the requisitions.  Please follow your Campus business process for budget checking.
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	Step
	Action

	242. 
	Congratulations!  You have successfully copied a requisition created by you.
End of Procedure. Remaining steps apply to other paths.
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	Step
	Action

	243. 
	Click the Clear button.
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	Step
	Action

	244. 
	Enter the desired information into the Business Unit field. 
Enter "UMCEN".

	245. 
	Enter the desired information into the Requester field. 
Enter "CDLONGWO".

	246. 
	Click the Search button.
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	Step
	Action

	247. 
	Once you have found the requisition you want to copy, you can select the Copy Requisition option in the Action dropdown list for that requisition row.

	248. 
	In this example, you would like to copy Req ID R000004177.
Click the Go list.
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	Step
	Action

	249. 
	Click the Copy Requisition list item.
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	250. 
	Click the Go button.
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	Step
	Action

	251. 
	If you copy another user's requisition, you will receive a message asking if you want to change the requester and replace all the defaults.  You should click Yes to copy the requisition.
Click the Yes button.
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	Step
	Action

	252. 
	The Create Requisition - Review and Submit page opens.
All items and account information have been carried over from the requisition you copied.
However, before submitting the requisition, you should do the following:
(1)  Change the Requester name on the Define Requisition page.
(2)  Complete the contact information on the UMass Requisition Information page.

	253. 
	Click the 1. Define Requisition link.
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	Step
	Action

	254. 
	Enter the desired information into the Requester field. 
Enter "CDMADISON".
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	Step
	Action

	255. 
	A Message appears asking you whether:
(1)  You would like to change the retrofit/apply the default values from Requester to the existing lines.  This option changes all your lines.  To select this option, click the Yes button.
(2) You would like to change only the default setting.  This option changes items for lines going forward (not existing lines).  To select this option, click the No button.

	256. 
	In this example, you would like to apply the Requester change to all lines.
Click the Yes button.
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	257. 
	Enter the desired information into the Buyer field. 
Enter "CDMADISON".

	258. 
	Click the UMass Requisition Information link.
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	Step
	Action

	259. 
	Enter the desired information into the Contact Name field. 
Enter "Madison,Dorothea".

	260. 
	Enter the desired information into the Contact Phone field. 
Enter "5089999999".

	261. 
	Enter the desired information into the Department field. 
Enter "C700000000".

	262. 
	Click the OK button.
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	263. 
	Click the 3. Review and Submit link.
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	Step
	Action

	264. 
	Important:  If you add a new line to a copied requisition on the Add Items and Services page, the new line will use whatever defaults you have selected on the Define Requisition tab or the defaults associated with your Requester ID.  
Please review the data on any new lines before submitting the requisition.

	265. 
	Click the Save & submit button.
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	266. 
	For Campuses that manually budget check, you can use the Check Budget button at the bottom of the page to run budget check.
Note:  Some Campuses manually run the budget check process while others wait for batch to pick up the requisitions.  Please follow your Campus business process for budget checking.
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	Step
	Action

	267. 
	Congratulations!  You have successfully copied a requisition created by another user.
End of Procedure.


Managing eProcurement Requisitions
Once you have created a requisition, you may need to update the requisition at a later time.  The process for editing a requisition depends upon the status of the requisition.  
· If a requisition has not been sourced to a purchase order, you can edit the requistion through the Manage Requisitions page.  Once you are done editing the requisition, you must resubmit it to workflow.
· If a requisition has already been sourced to a purchase order, you must submit a change request to the central staff detailing the changes you would like made to the order.  The status of the purchase order must be POs Created or POs Dispatched and Received.
Upon completion of this section, you will be able to: 
· Request a Change to a Purchase Order
Requesting a Change to a Purchase Order
Once a requisition has been sourced to a purchase order (status is POs Created, POs Dispatched and Received), if a change is necessary, the change must be made to the purchase order by central staff.  Operators may request changes by entering a Change Request Requisition. 
 
The Change Request Requisition is used to request the following: 
· Increases to purchase orders
· Decreases to purchase orders
· Add lines
· Cancel lines
· Change budget
A special eProcurement form has been created to accommodate Change Requests.  This form can be accessed in the Create Requisition pages and serves as the means to inform central staff that a change needs to be made to a purchase order.  It also serves as the vehicle to authorize the change(s) through Approval Workflow. 
 
Change Requests are approved at the department level and then go to a central staff person, where they are reviewed.  Approved Change Requests are then manually input into their corresponding purchase orders.  Central staff will document the Change Request in the Header Comments on the Purchase Order (PO).  The PO will then be budget checked.  The Change Request Requisition will be canceled, but will remain in the system for audit purposes. 
 
Use of the Change Request form varies by campus.  Please refer to your campus business process/procedures.
 
Upon completion of this topic, you will be able to: 
· Inquire on a Requisition to determine its status and Purchase Order number.
· Determine what activity has occurred on a Purchase Order.
· Create a Change Request to modify a Purchase Order that has been dispatched.
Procedure
Consider this scenario:
Your goal is to request a change to a purchase order.
Key Information:
Requisition ID:  R000106427
PO Number:  0001300116
	Step
	Action

	268. 
	First, Determine Purchase Order Activity:
Before any change is requested to a purchase order, you must first determine what type of activity, if any, has occurred on the purchase order.  You may use the PO Inquiry/PO Snapshot pages to view the purchase order, and any related vouchering (invoicing), receiving, and payment activity.  Snapshot will also show you whether the PO has been closed or canceled.
PO Snapshot Navigation:  
eProcurement > Buyer Center > Inquiries and Reports > PO Inquiry > PO Snapshot
Important:  Changes cannot be made to purchase orders that have been closed or canceled.

	269. 
	Decreases to Purchase Orders:
Before a request is made to DECREASE a purchase order, you must first run the query, PO_ALL_PO_BAL_BY_PO_NUMBER, to determine the encumbrance balance on the purchase order.  You cannot decrease a purchase order in an amount that is greater than the PO balance.  For example:
- A PO is encumbered for $500.
- Balance equals $300.
- You cannot decrease by more than $300.

	270. 
	Changes to Purchase Orders with Multiple Lines:
If you request a change to a purchase order with multiple lines, you must specify the line number that you want to change.  For example:  Please increase line 3 by $23.50; line 4 by $15.25, etc.
Change Requests must be specific and the instructions must be clear.
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	Step
	Action

	271. 
	Navigate to the Manage Requisitions page.
Click the Main Menu button.
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	Step
	Action

	272. 
	Click the eProcurement menu.
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	Step
	Action

	273. 
	Click the Manage Requisitions list item.
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	Step
	Action

	274. 
	Use the Manage Requisitions page to search for existing requisitions based on your specified search criteria.

	275. 
	Click the Clear button to clear all requisition search criteria.
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	276. 
	At a minimum, your search criteria should contain your Business Unit.
Enter the desired information into the Business Unit field. 
Enter "UMAMH".

	277. 
	Enter the desired information into the Requisition ID field. 
Enter "R000106437".

	278. 
	Click the Search button.
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	Step
	Action

	279. 
	Your search results display in the Requisitions section.

	280. 
	The Status for the requisition is PO(s) Dispatched.  Any change must be requested using the UMass Change Request Form.

	281. 
	Click the R000106437 link in the Req ID column to view the PO ID.
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	Step
	Action

	282. 
	The Requisition Details page displays the requisition details as well as any PO Information.

	283. 
	Click the Expand section button to expand the PO Information section.
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	284. 
	Note the PO No. for reference.

	285. 
	Next, you will navigate to the PO Inquiry page.
Click the eProcurement button.
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	Step
	Action

	286. 
	Click the Buyer Center menu.
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	Step
	Action

	287. 
	Click the Inquiries and Reports list item.
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Provides a cross reference between requisitions and the purchase orders created from those
requisitions

PO Item Category Usage
Provides purchase order item usage information by catalog or vendor.

State PO Report
PO Rennrt for PO's with state funds. h
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	Step
	Action

	288. 
	Click the PO Inquiry link in the Inquiries section.
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	Step
	Action

	289. 
	Enter the desired information into the PO ID field. 
Enter "0001300116".

	290. 
	Click the Search button.
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	Step
	Action

	291. 
	The Purchase Order Inquiry - Purchase Order page displays key purchase order information, including the PO Status, Budget Status, PO Date, Vendor Name, and Encumbrance Balance.

	292. 
	The PO Status is Dispatched.

	293. 
	The Receipt Status is Not Recvd (not received).

	294. 
	Note the Vendor Name and Vendor ID for reference.

	295. 
	Review the Lines section.  Note the Category for the line that you want to change.

	296. 
	The Category and Account that you assign to a UMass Change Request Form should be the same Category and Account that is currently assigned to the line(s) on the Purchase Order.  This is for workflow purposes.

	297. 
	Click the PO Snapshot link in the Header section.
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	Step
	Action

	298. 
	The PO Snapshot page displays the PO Total and PO Bal (balance) information as well as Line Info.

	299. 
	Note that PO Total and PO Bal are the same, which is an indication that there has been no vouchering activity on the PO

	300. 
	Scroll to the right to view the right side of the PO Snapshot page.
Click the Horizontal scrollbar.
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	Step
	Action

	301. 
	Note the Recevd status is N (not received) and the Vchred status is N (not vouchered).  There has been no vouchering activity on this PO.

	302. 
	Scroll to the left.
Click the Horizontal scrollbar.
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	Step
	Action

	303. 
	Note the following Line Info for reference:
- Line number
- Item Descr
- Qty
- Merchandise Amt 

	304. 
	Note the following the chartfield information in the Distrib Info section for reference:
- GL Unit
- Account
- Fund
- Dept
- Program
- Project (if applicable)

	305. 
	Click the Return button to return to the PO Inquiry page.
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	306. 
	You will now create a change request using the UMass Change Request Form and the information you previously collected.  

	307. 
	Navigate to the Create Requisitions page.
Click the eProcurement menu.
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	Step
	Action

	308. 
	Click the Create Requisition list item.
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	Step
	Action

	309. 
	Use the Create Requisition - Define Requisition page to enter change request requisition information.

	310. 
	Use the Requisition Name field to provide a clear, searchable name for your requisition. 
You should include the words "Change Request" in the name to make it easier to differentiate the Change Request from a regular requisition.

	311. 
	Enter the desired information into the Requisition Name field. 
Enter "R000106437 CHANGE REQUEST".

	312. 
	When Entering the SpeedChart Key:
(1)  If the change is to request, or includes a request, that the budget charged on the purchase order be changed to a different budget, you should enter the SpeedChart Key for the new Chartfield.
(2) If the change is to request any other type of change to the purchase order, enter the SpeedChart Key for the Chartfield that is currently on the purchase order.
This is to ensure that the proper workflow is initiated at the department level to authorize the Change Request and that it is then routed to the appropriate central staff person.

	313. 
	In this example, the change request will include a change to the budget charged.
Enter the desired information into the SpeedChart Key field. 
Enter "105196".

	314. 
	The chartfield information (e.g., Fund, Dept) related to the SpeedChart Key will populate upon your next action (i.e., clicking the UMass Requisition Information link).  
If you would like to see the information before navigating to another page, you can click the Details tab and return to the Chartfields1 tab.  The chartfield information should then display.
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	Step
	Action

	315. 
	Click the UMass Requisition Information link.
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	Step
	Action

	316. 
	Enter the desired information into the Contact Name field. 
Enter "Smith,Mary".

	317. 
	Enter the desired information into the Contact Phone field. 
Enter "4135459999".

	318. 
	Enter the desired information into the Department field. 
Enter "A190500016".

	319. 
	Click the OK button.
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	320. 
	Click the 2. Add Items and Services link.
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	Step
	Action

	321. 
	Click the Forms tab.
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	322. 
	Click the UMASS Change Request Form link.
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	Step
	Action

	323. 
	Use the UMass Change Request Form to enter information about the requested change.  

	324. 
	Enter the desired information into the PO Number field. 
Enter "0001300116".

	325. 
	In this example, you need to change the chartfield information.
Click the Change Chartfield(s) option.
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	326. 
	You also need to change the quantity of a line item.
Click the Change Quantity option.
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	327. 
	Use the Instruction field to enter the specific details regarding the requested change.  You should always provide the replacement SpeedChart Key when requesting a budget change.
Important:  You must be as specific and clear as possible in your description of the change.  If the instructions are not clear, your request may be denied by central staff and returned to you for clarification.

	328. 
	Enter the desired information into the Instruction field. 
Enter "Please increase the quantity on line 1 to 3 at $75.00.  Total for line = $325.00.  Replace the existing budget to the chartfield string on this change request.  Speedtype = 105196.".

	329. 
	Click the OK button.
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	Step
	Action

	330. 
	Click the 3. Review and Submit link.
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	Step
	Action

	331. 
	Click the Expand Section button to expand Requisition Line 1.
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	Step
	Action

	332. 
	Note the following information:
- The Item Description appears as UMass Change Request Form.
- The Vendor Name appears as UMass Change Request.
- The Quantity is 1.
- The Unit of Measure is Each.
- The Price (Unit Price) is 0.99 (99 cents).
- The Total (Total Price) is 0.99 (99 cents).

	333. 
	All Change Requests are pre-priced in the system for 99 cents.  Change Requests will budget check for 0.99.  Central staff at your campus will review the Change Request, and if there are no issues, the Change Request will be approved and central staff will manually update the purchase order with the requested changes.  The Change Request will then be canceled.  To verify that your change has been made, you may inquire on the purchase order using PO Inquiry.

	334. 
	Click the Collapse Section button to collapse Requisition Line 1.
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	335. 
	Click the Select option for Requisition Line 1.
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	336. 
	Click the Modify Line / Shipping / Accounting button.
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	Step
	Action

	337. 
	Use the Modify Line / Shipping / Accounting page to update line information, shipping instructions, and accounting details for requisition lines.

	338. 
	Enter the desired information into the Category field. 
Enter "735100".

	339. 
	Click the Apply button.
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	Step
	Action

	340. 
	Click the Add/Edit Comments button for Requisition Line 1.
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	Step
	Action

	341. 
	The Create Requisition - Line Comments section displays the instructions you entered on the UMass Change Request Form page.

	342. 
	Review your comments and note the format.  The system has added single and double angle brackets (greater than and less than signs) around individual comments and commas.  Your Operator name, Vendor Name, Business Unit, and PO number are also noted in the Comments.
Check the Vendor Name against the PO number to verify that you have selected the right order to change.
You may edit the comments if you find a mistake.  Disregard the angle brackets; they are added by the system but not required.

	343. 
	The Send to Vendor checkbox is auto-selected so that copies of the Change Request can be printed.  Comments will not print unless the Send to Vendor checkbox is selected.  Always leave this checkbox selected for all Change Request Requisitions.

	344. 
	Click the OK button.
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	345. 
	Click the Save & submit button to save the Change Request and submit it to workflow.
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	Step
	Action

	346. 
	Any approvals that are required for the Change Request are displayed.  You may view the approvers by clicking the Multiple Approvers link under the status (Status = Pending). 

	347. 
	Note the Requisition ID for future reference.

	348. 
	Once the change order is complete on the purchase order, the change request will be canceled.

	349. 
	Congratulations!  You have successfully requested a change to a purchase order.
End of Procedure.
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