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	Process:  
	Tips to help navigate through the Requisition Settings page to allow ease of use when entering a Purchase Requisition. 


1. Navigate to eProcurement > Requisition
2. Requisition Settings Page
a. Required fields
i. Business Unit
ii. Requester ID
iii. Prior Authorization Type
1. Only required if requesting Prior Authorization from Procurement and Contracts.
b. Click OK
[image: ]
c. Fields that may auto-populate, highlighted in Yellow, once you click the “OK” button at the bottom of the page and the “Yes” button on the pop-up message. (the information used to auto-populate these fields are on the Requester Profile. If you need to make changes to this information, an updated security form is required, one security form per service desk ticket.)
i. Ship To
ii. Location
iii. GL Unit
iv. Dept
v. Fund
vi. Bud Unit
vii. Program
viii. Account
ix. PC Business Unit
x. Project
xi. Activity
xii. Other chartfields that your agency uses.
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The next screenshot is what it will look like once all of the Default information fills in.
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d. Before clicking OK again, determine if you want to use any of the Optional fields
i. Requisition Name
ii. Supplier
iii. Supplier Location
iv. Buyer
v. Category
vi. Unit of Measure
vii. Due Date
viii. Attention
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If the Required (Red Circled) and optional (blue highlight) fields are the ONLY fields that you manipulate, then you can leave the Default Options as Default (Blue circle).

However, if you manipulate any of the default or optional (Green highlight) fields then you should choose the Override (Orange circle) radio button under Default Options.
[image: ]
Once all information is verified and entered, click OK

	Page 1 of 5

oleObject1.bin

image3.png
‘Should default
to your own

Requisition Settings Business Unit

Will Have to
be changed
every time

‘Only Required if creating
2 Prior Authorization

Requisition for Div. of
Default Options 2/ Purchasing
© petautt 7 you select i option, the defauts Speciied below Wb appieq o FequsAon Tnes when there are 1o predefined values for
these fikds.
© override If you select this option, the defauts specified below will override any predefined values for these fiekis,only non-blank values are assigned.

Line Defaults (2

B — e E—
B — e —"
[ —

Shipping Defaults.

O — Add One Tme Adaress
L — Atention [ ]

Recounting Defauts rrsonace | a1 B vt © 1011 Lot
Chartfields1 || Detais || Assetinformation | [F=)

R — P o [P VU R P S
I e o [ Ja | Ja [ Y Y Y Y — |

[ ———] b





image4.png
Favortes v | Main Menu v

Requisition Settings

Business Uni

“Currency US2
Defaut Options
@ Defautt o
hese filds.
Override i you sel
Line Defaults
Supplier

Supplier Location

Buyer

Due Date

Accounting Defaults
Chartfieldst

Percent Losation

rement v > Requisition

Department of Adminisration Requisition

le M Ditman

Name
Priority

Medum +

nis option, the defauts

s option, the defauts

Changing Requester

[shieTo 10 172508

origin to on

|oL Business u

Ioepartment

Fund_¢
Busget re

eld1

N
ke 10 BAI7300
it 10 17300
to 1730301000

e 106148

7 104100

ount 1o 537100

to 173ADME

]

he defaul seftings

“This lists the Default Chartields
‘associated with the Requster ID
entered. ffthis information is
incorrect, please make the
required changes on a Security
Form and submit a Senvice Desk
ticket for each form

to existing Ines? (10150,147)

=

Entry Event

Yes
Pers: | & st 4 * Last
Dent fund  Budnt Prooam  Account  PCEusUnt





image5.png
Requisition Settings.
ame
LR ST — ety 1
e

“Currency Authorization

Type
Custom Fieds.

Defauit Options 7

® Defautt 1 you select this opton, he defauts specified below willbe applied o requisiton ines when there are no predefined values for
these fieks.
© override If you select this option, the defauls specified below wil override any predefined values for these fiekds,only non-blank values are assigned.

Line Defaults (2

suppier [ a cotegory |
sutertosaton [ untoressare B2l
[ —"
smping vt
P = —Y Add One Time Address.
P — L] E—
Accounting Defaults Personaize | Find || B} First 4 101 * Last
Chartfields1 || Detais || Asset information
S
[oouo] Ao [0 Ja | Jo [ ke, o, oot o [T o [
El —— 0

[ ok |[ cancel |




image6.png
ter [ ooy (IR

suppierLocation | Ja unitof Measure [EA |
swer [
oo
P — A One Time Aderess
ouwepste atenton ||
Accounting Defauits personaize | Fina | | B First 4 1011 O Last
Chartfields1 || Detais || Assetinformation
Percent  Locaton Glumt  EtyEvent oept Fund  ButUnt Progam  Account  PCBusUnt
[ oo0000] e | [i7a00 | o [mminde [l [Foje [ o s | |
K P D

[k ][ cancer |




image7.png
Requisition Settings

J—
R T N—

=)

“Currency

Defaut Options 7

© pefault
these fieks.

© override_

Department of Adminisration

Michelle M Ditman

1 you select this opton, he defauts specified below willbe applied o requison ines when there are no predefined values for

1 you select this opton, the defauts specified below will overrde any predefined values for these fields,only non-blank values are assigned.

R
cper [

sppertosston [ e
ouyer [
FE—
swpTo [ESB] Q. A One Time Aderess
oueoate [ aventon [
Accounting Defaults Personaiize | Find | £ First 4 10f1 * Last
Chartfields1 || Detais || Assetinformation | [
= = e e = B e = e
[ oncoon RO [ o |

e ]

[k ][ cancer |

Jo 786307000, (BTeBI|cy (G0 [67EGA | BEEO o [ |




image1.png
i

Gisvewor Mewvczmem, oo s Reeorns T




image2.wmf

