Editing
Requisitions

There are many
ways to edit a
requisition.
Clicking any of
these edit buttons
will open your
requisition on the
“3. Review and
Submit” page.

Requisitions in
Open, Pending, and
Denied Status can
be edited.

The Req must be
saved in open
status to resubmit.
Regardless of the
how/why the
changes are made,
it is the process of
clicking “Save and
Preview Approvals”
that changes the
status.

F
Confirmation
Requestad For Purchasing & Payment Humber of Lines: 1
Senvices Total 2 "
Requisition Name:  Edit Sceen Shots b e 15.99 USD
o ) . Justification:
Requisition ID: 0000079310 Dept Contact Vendor Contact Benefit Staternent Special
Business Unit NT752 Motes ;o Payment, Purchasing, Etc.
Priority: Medium
Budget Status: Mot Chacked
I-V - - -
T REQUISI'{IOH Details
Requisition Name Requisition ID Unit
Edit Screen Shots 000007€310 NT752 071712009  Open 15.89
Justification/ Comments:

Dept Contad Vendor Contact Benefit Statement Special Motes to Payment, Purchasing, Etc.

Lipe [tem Dascription Source Status Amount Oty Price Status Total
Only
i Hamburgers, French Fries, Dr...MNot Sourced M 10000 Each  15.989000 USD Open 15.99

| EditRequisiton |

_

Search Count:

Toview the li'espan and line items for a requisition, click the Expand trianale icon: [+
To edit or peform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req D Reguisition Mame BU Date Status Budaget Total
" 0000079210  Edit Screen Shots MNT752  O7/17/2009 Open Mot 15.99 EditR&JiSiﬁﬂ
Chkd
Requester: Purchasing & Payment Services Entered By:  Sims,Renee Florence




Editing
Requisitions

All Reqgs open to the
Review and Submit
page when editing.

Always start by Click
on pagel. “Define
Requisition.”

There are three main
changes that can be
done on the Define
Requisition page:

1) Loading a newly
added vendor
(formally submitted
as a suggested
vendor)

2) Changing the fund
source

3) Changing the
budget date

Edit Requisition

1. Define Requisition E‘Q; 2. Add ltems and Services \33 3. Review and Submit

Review the details of vour requisition, make any necessary chanaes, and submit it for approval.

Business Unit: I University of North Texas
Requester: Purchasing & Payment Sznices Copy Bid Vendors
Requisition Hame: :Ié'cli't"Screen'S'Hoté Requisition ID: n— Priority: | Medium.___ el

Requisition Lines Click on vendor search icon

vl

L #acdto Favorites] 28] Add to Template(s}| [SModify Line | Shipping / A

Hamburgers, French Frics, Drin WERNDY 3 to find the new Vendor On

[ SelectAll / Deselect All CA the Vendor table.

|vend|

iy Edit Requisition /
Dep] E‘ﬂﬂeﬁne Requisitinﬁ Ek /2. adds Click on the Details Tab and

3
cE

[lse Specm:“ e el *Tﬁﬁﬁerinforma

Business Unit: [ University of forth Texg#
Requester: _. .
Requisition Name: Edlt ”S.;:reen éﬁ-d-ts

Note: The defaults specified below wi

Continue

"1 edit the budget date

Load the new dept or projid
in the speedchart field.

igfl to requisition Iin1

Vendor | endor Location: ! e,

Buyer: (s} Category: Unit of Measure: Q

ShipTo:  |USB 135 |Q

Due Date: | JE!

Accounting Defaults
ETi

Chartfields1 Details ' Asset Information | [F=2w)

) ) PC Bus [ - Source
Location GL Unit Account Alt Acct Fund Dept Class Unit Project Activity Tvpe
(usB 13|Q, [NT7S2 |Q | & | |G |21 |Q [53950 |Q |97 |Q |NTT52 |4 | | | e | | |




Edit Requisition

E‘ 1. Define Requisition E!‘% 2. Add ltems and Services \é 3. Review and Submit
L] L]
Ed Itl ng Review the details of your requisition, make any necessary changes, and submit it for approval.
L] L] L]

ReqU|S|t|ons Business Unit: 752 University of Morth Texas

Requester: 305 Purchasing & Payment Services Copy Bid Vendors J
. = K . | F
Retu rnlng to the Requjﬁiﬁon Name: !Emt Screen Shots Requis“joﬂ ID: 0oo007Taz10 Pnonh’. | Medium W

Review and Submit
page 3, Select the

lines you wish the new I 1 Hamburgerc)French Friec, Drin 1 0000 Each 15.00000 1500 B (=
data to affect. Select All/ Desget Al | iodity Line / Shipping / Accounting || st
s g avoritesj'?._gl Add to Template(s}] IfﬁodiyLineiﬁinping I Accounting ] ﬁ- Delete ]

If all lines, Select All

Create Requisition

Modify Line / Shipping / Accounting
Next, click on ST
Modify/Line/Shipping

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

Accounting button Vendor ID: '|—|Q Vendor Location: |—|Q
Buyer: |—|Q Category: |—|Q
Click on Load Value SANPOMG Moo
From Defaults link at o | A _
the bottom of the Dwobats: | B Atention: | SDME:I—IO‘

mod Ify screen Accounting Information

Chartfieldst '}  Defals | Assetinformation | [F=»)

Eﬁ“ﬂ“s Project  Activity

1 || |a | nszja | a| |a| |af a | |a| Q| la | la |

Percent Location GL Unit Account Alt Acct Fund Dept Class

Finally, click Apply

Load Values From Defaults

Load Values From Defaults

Apply ] Cancel ]




Distribution Change Options

Forthe selected requisition lines, apply distribution changes to

Editing
e o e ) All Distribution Lines
Req u ISItIOhS Apply changes to all existing distribution lines.

) Matching Distribution Lines

Apply changes to each existing distribution line by matching the distribution line numbers.

Choose the last
option to Replace

Distribution Lines @[}ieplace Distribution Lines
emove the existing distribution lines and replace with the distribution lines changes.

Then click OK

oK cancel

Edit Requisition
“fl 1. Define Requisition E‘f@ 2. Add Items and Services \g 3. Review and Submit

Returning to the
Review and Submit
page 3, save your

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

H H Business Unit: MNT752 University of Morth Texas
changes by clicking _
. Requester: 10305 Purchasing & Payment Services Copy Bid Vendors]
the Save and Preview o , e i
Requisition Name:  |[Edit Screen Shots Requisition ID: 0000079340 riority: i

Approvals button.

Requisition Lines

Line Description
I+ 4 Hamburgers, French Fries, Dirin 1nnnn Each 15.08000 15.00 B2 (=

Select All/ Deselect All Totd Aol 15.99 USD

L #add to Favorites| (7] Add to Template(s) | Fodify Line / Shipping / Accounting | [ Delete |
- —

1| 1

—— Save your
Dept Contact /

fendor Contact

[]send to Vendor [] Show at Receipt D%at Changes

i Check Budget ' [IReq needs vendor setup

B save & su _] = Save & preview approvals] 3¢ Cancel Changes l




Editing
Requisitions

Cick on the blue
hyperlinked line item
description to edit
description, quantity, the
price, category code or to
suggest a vendor.

Make changes as desired. If
you need to Suggest a Vendor,

Edit 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 far approval.

Business Unit: NT752 University of Morth Texas
Requester: N1030% Purchasing & Payment Services Copy Bid Vendars ‘
Requisition Name:  |Edit Screen Shots RequisifioniD: 0000079310 Priority: |Medium v

Requisition | i=Za
).oe Description Vendor Hame Quantity UOM Price Total

click the blue hyperlink and
fill out the form as prompted.

Click OK to return to the
Review and Submit page
3.

Be sure to save your
changes by clicking the
Save and Preview button.

I [N\ 1 Hamburaers. French Fries. Drin WENDY § | 1.0000 Each 15.99000 15,00 B (=
[ Select A Total Amount: 16.99 USD
|_+ IO keicicdion =l ? o S AnT
Justiicaioff] Special Request [[Templates
St | pecial item
Vendor G
[Jsend
*item Description: IHamburgers. French Fries, Drinks for a business meeting
*Price: | 15.99000 “CilrTency: JSC
*Quantity: | 1.0000 *Unit of Measure:  [EA Q
*Category: 385-01 Q Due Date: | Gl
Vendor ID: (0000001676 L WENDY S Suagest New Vendor

Additional Information

&

[] send to Vendor [] show at Receipt [] show at Voucher

QK ] Cancel‘ Add or Start Mew Type ]




Editing
Requisitions
If choosing more than one

deptid or projid, select only
the line item to be affected.

Click Modify
Line/Shipping/Accounting
button

Use the speedchart to pull
the deptid or projid

Can also choose a budget
date for multiyear orders by
editing the Details tab

Click Apply (do NOT click the
Load Value from Defaults link)

Choose Replace Distribution
Lines option and then Click
OK

Create Requisition

Modify Line / Shipping / Accounting

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

Vendor ID: | i Q Vendor Location: | Q
Buyer: | a Category: L &
Ship To: (s}
Due Date: IE Attention:

Accounting Information
Chartfields1 %  Detailz j Asset information

Percent Location GL Unit Account Alt Acct Fund Dept Class

| Distribution Change Options

Forthe selected requisition lines, apply distribution changes to

Apply | caned © All Distribution Lines

Apply changes to all existing distribution lines.

) Matching Distribution Lines

Apply changes to each existing distribution line by matching the distribution line numbers.

@[}ieplace Distribution Lines
emove the existing distribution lines and replace with the distribution lines changes.

ok | cancel |




Editing
Requisitions

Regardless of the type
of edits needed, make
a note in the
justification indicating
the reason for the
edits. If the only
reason for the edit is
to reinitialize approval
routing, indicate so
and then “Save &
Preview Approvals.”

Must save any
changes first THEN
BUDGET CHECK

Once all your edits are
complete and you Req
has a Valid Budget,
click Save and
Preview for the last
time

Edit Requisition
‘ E‘ 1. Define Requisition E“.{;

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

2. Add Items and Services \% 3. Review and Submit

Business Unit: University of North Texas

Copy Bid Vendors |
Priority:

Requester: Purchasing & Payment Services

Requisition Name:  |Edit Screen Shots Requisition ID: 0000079310 |I‘v1edium 5

Requisition Lines

[0 1 Hamburgers. French Fries. Drin WENDY 8 1.0000 Each 15.99000 15.99 [ (=
I:‘ Select All / Deselect All Total Amount: 15.99 UsSD

L #add to Favorites | ({3 Add to Template(s)| “jodify Line / Shipping / Accounting |  Delete |

Justification/Comments

&

Dept Contact
endor Contact

[1sendtoVendor [ ]Show atReceipt [_]Show at Voucher

£

g “heck Budget J Budget Checking Status:Valid [[J Req needs vendor setup

@ Save & submit i ,,%Save & preview approval51 )(Cancel Changes J




Editing
Requisitions

Always submit your Req from this
view.

Confirm routing shows correct (if
routing shows Skipped, notify BSC
as soon as possible)

Also note Proxy will not show until
you actually submit the Req, use
Manage Reqs to view proxy routing

Add any ad hoc routing (if you edit
after adding ad hoc, your changes
are lost)

|II

Always insert ad hoc “approva
routing before Purchasing review —
the last stage.

Click Submit

Close window or open a new menu
item (do no edit again)

Confirmation

Requested For: Purchasing & Payment
Services
Requisition Name: Edit Screen Shots

Requisition 1D: 0000079310
Business Unit: NT752
Priority: Medium
Budget Status: Yalid

NT752 Requisition Approvals

Number of Lines: 1

Total Amount: 15.99 UsSD

Justification:

Dept Contact Vendor Contact Benefit Statement Special
Motes to Payment, Purchasing, Etc. Requisition edited with
new funding source.

=~ Edit Screen Shots:Initiated

[#]Start New Path

NT752 Requisition Routing
Not Routed

DEPARTMENT MANAGER

Multiple Approvers
ePro Purchasing Approval-NT/SY

E‘" @Nlchcls.Deena Lee —E—' B

4]

Submit | EditRequisition |
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