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	Why is the Buyer ID on my PO showing as BYRDFLT?  
	The Buyer ID is a required field so that SMART can source a requisition to a Purchase Order. If the Buyer ID is left blank on the requisition OR there are multiple Buyer IDs on a single requisition, SMART doesn’t know which Buyer to assig to, so it populates a Default Buyer ID which is ‘BYRDFLT’.

	What can Agencies do to prevent the Default Buyer ID from appearing on POs?

	1.1 When submitting a Security Request form for an “Agency Requisitioner” role, be sure to include the Default Buyer’s Name and their User ID.

This will ensure that the Buyer ID is populated when the Agency Requisitioner submits the requisition.
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	2.1 While creating a requisition the “Agency Requisitioner” can use the Mass Change link to apply the SAME Buyer ID to ALL requisition lines.

On the “Review and Submit” page, select all requisition lines and click the Mass Change link:
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	2.2 Enter the Buyer ID and select the “OK” button:
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	2.3 Select the “All Distribution Lines” radio button and then select the “OK” button:
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	2.4 To validate the Buyer ID has been populated or changed, select the “Line Details” button. 

This opens the Line Details page for the requisition line.

Verify the Buyer ID is correct.
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	2.5 Once the requisition is complete, click the Save & Submit button. This submits the requisition into the approval workflow process. 
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	What steps will be taken if the ‘BYRDFLT’ Buyer ID appears on a PO?

	3.1 SMART Security:
	· Buyers are able to edit and approve only PO’s assigned to them; they can NOT access any PO’s assigned to other Buyers. 

· The Agency Buying Administrator can access ALL PO’s for their agency; however, they can NOT access POs with the “BYRDFLT” Buyer ID. 

· The SMART Service Desk staff have the appropriate access to change the Buyer ID so that the Agency Buying Administrator can access the PO. 

	3.2 Business Process
	The SMART Service Desk team is taking a proactive approach to get PO’s back into the hands of the Agency as quickly as possible: 

· On a daily basis, the Service Desk staff will run a query to identify all POs with the “BYRDFLT” Buyer ID. 

· The Service Desk staff changes the Default Buyer ID to the first listed Buyer for the respective agency. 

· The Agency Buying Administrator can then re-assign the PO to the correct Agency Buyer if necessary.

· If an agency discovers that a PO has been sourced from a requisition using the BYRDFLT Buyer ID, the agency can submit a service desk ticket specifying the correct Buyer ID to be used.

· The Service Desk staff will update the Buyer ID accordingly, and close the Service Desk request when complete. 
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