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	Process
	Begin by navigating to the Requisition page.
1. From the Main Menu drop-down, click the eProcurement link. 
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	2. From the eProcurement menu, click the Requisition link
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	3. The Business Unit search field defaults based on your agency number.  Depending on your security level, you can accept the default or enter a different business unit number.

For this simulation, accept the default business unit.

	
	4. Use the Requester field to enter the SMART User ID for the Requester. You MUST replace the Default Requester ID with a valid SMART User ID.

Click in the Requester field.
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Note: If you do not know the Requester’s SMART User ID, use the Lookup button (magnifying glass) to display a list of available values.

	
	5. If you would like to name the requisition, enter your description in the Requisition Name field.
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For this simulation, you will leave it blank.

	
	6. Use the Buyer field to assign a buyer to this requisition. Buyer is required and can be entered here for all lines or can be entered on the Review & Submit page per line.
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Note: If you do not know the Buyer ID, use the Lookup button (magnifying glass) to display a list of availabe values.

	
	7. The remaining fields on the Requisition Settings page may remain blank. 

However, if your requisition is all for Staples and has multiple lines with one or more of the same chartfields, it may be in your best interest to choose the “Override” radio button.

	
	8. To apply the field settings you define on the remainder of the page, click the “Override” radio button.
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	9. Prior Authorization Type, Procurement Card Number, Supplier ID, Supplier Location, Category and Unit of Measure should NOT be used on a Staples Requisition.

	
	10. Scroll to the bottom of the page and click the ‘OK’ button.
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	11. A pop-up box will appear, advising the default values associated with the entered Requester ID.  Click ‘Yes’ through this message.
[image: ]

	
	12. Verify that  the Ship To address defaulted correctly.  This can be modified by line on the Review & Submit page.
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For this simulation, accept the default.


	
	13. Use the Due Date field on this page if all lines for the requisition will have the same due date.  This can be modified on the Create Requisition or Review & Submit pages.
[image: ]

For this simulation, enter 12/31/2015 (or the current year)

Note: The Due Date can be selected using the ‘Calendar’ icon.

	
	14. Verify that the Chartfield Values defaulted correctly. These values can be modified by line on the Review & Submit page.
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For this simulation, accept the default.

Note: The Chartfields are now located within their own area, with their own scrollbar.

	
	15. Use the Asset Information tab on this page if all lines for the requisition will have the same asset information.  This can be modified by line on the Review & Submit page.
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For this simulation, leave these fields blank.

Note: It is State of Kansas business practice that any agency asset that has a value of $5000 or greater is required to use the Asset Management module in SMART.

	
	16. To add items or services to the requisition, scroll to the bottom and click ‘OK’. Clicking the OK button progresses you to the Create Requisition page.
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	17. For this simulation, you will use the Staples Advantage link.

Under Request Options, click the Staples Advantage link.
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	18. Clicking the Staples Advantage link opens the Staples Advantage online web catalog within SMART.  Use the supplier’s  online catalog to locate the items you need to order.  

Note:  This supplier requires the State of Kansas orders to meet a minimum order total of $35.00 for each Ship To location on the requisition.

For this simulation, you need to order desks, highlighters, and toner refill cartridges for your agency.

	
	19. For this simulation, the first item you need to order for your agency is desks.

Click in the Search field.
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	20. Enter the desited search criteria into the Search field.

Note: You can also search using a Staples catalog item number is known.

For this simulation, enter a valid value e.g. “desks”.

	
	21. Once you have entered your desired search criteria in the Search box, use the Search button to find and return results within the online catalog. 

Click the Search button or press Enter on your keyboard.
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	22. Clicking the Search button returns the items matching the search criteria you typed in the Search box. 

For this simulation, the catalog returned 8,210 matches for the word 'desks'. 

Hint: Be specific in your search criteria to help narrow the search results. 

	
	23. For this simulation, you need to order desk item number HONP3262CL. 

Click in the Qty field. 
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	24. Enter the quantity you need to order into the Qty field. 

For this simulation, enter a valid value e.g. "3". 

	
	25. Notice that your shopping cart at the top right corner of the page does not contain any items. 

Clicking the Add button adds the items to your shopping cart. 

Click the Add button. 
[image: ]

	
	26. Clicking the Add button adds the item to your shopping cart. It is important to notice that the shopping cart does NOT reflect the total quantity of items you have ordered. The shopping cart reflects the number of different items you have ordered. 

For this simulation, you have chosen only one type of item so far, which is why the cart is displaying only one item at this time. 

	
	27. Next, you need to order highlighters for your agency. 

Click in the Search field.
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	28. Enter the desired item information into the Search field. 

For this simulation, enter a valid value e.g. "highlighters". 

	
	29. Once you have entered your desired search criteria in the Search box, use the Search button to find and return results within the online catalog. 

Click the Search button. 
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	30. For this simulation, several matches for 'highlighters' were found and returned. The right scrollbar was used to navigate down the page until the desired item was located within the online catalog. 

For this simulation, you need to order two dozen of the desired yellow highlighters. 

Click in the Qty field. 
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	31. Enter the desired quantity you want to order into the Qty field. 

For this simulation, enter a valid value e.g. "2". 

	
	32. Click the Add button. 
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	33. Note the Availability shows the number of items currently available for sale and shipment from the vendor. 

Note: Only items that are available on the vendor's online catalog will be sourced to the requisition in SMART. 

Click the Continue Shopping button. 
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	34. Next, you need to add toner to your order for agency office supplies. 

Click in the Search field. 
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	35. Enter the desired search criteria into the Search field. 

For this simulation, enter a valid value e.g. "toner". 

	
	36. Once you have entered your desired search criteria in the Search box, use the Search button to find and return results within the online catalog. 

Click the Search button. 
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	37. For this simulation, you need to order toner item number BRTTN5000PF. 

Click in the Qty field. 
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	38. Enter the desired quantity into the Qty field. 

For this simulation, enter a valid value e.g. "1". 

	
	39. Click the Add button. 
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	40. You have completed adding your items to your shopping cart. You are now ready to check out. 

Click the CHECKOUT button. 
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	41. Use the right scrollbar to navigate to the middle of the page, so you can begin the checkout process. 
Click the right scrollbar.  

	
	42. Use the Items for Delivery page to review the items before clicking the Submit Order button. 

Note: Estimated Tax may appear on the Items for Delivery page. The Estimated Tax amount will NOT transfer to the requisition in SMART. 

	
	43. Once you have reviewed all items on the Items for Delivery page, click the Submit Order button. Clicking the Submit Order button transfers the item information from the vendor catalog to the purchase requisition in SMART, and returns you to the purchase requisition in SMART. 

Click the Submit Order button. 
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	44.  Clicking the Submit Order button brings you to the “Checkout-Review and Submit” page.  Clicking the Submit Order button transfers the item information from the supplier catalog to the purchase requisition in SMART and returns to you the purchase requisition in SMART.

Use the Checkout- Review and Submit page to review the items before clicking the Save & submit button.

	
	45. Notice that the Quantity field is not an editable field.  When you create a requisition using a web catalog, the functionality of the Direct Connect interface with the supplier locks the Quantity field down, preventing you from making changes or edits to the quantity.

	
	46. To edit the Quantity for a web catalog requisition line, you have two options:
1) Exit the existing requisition (do not save the existing requisition) and create a new requisition.
2) Delete the line on the existing requisition, go back to the supplier’s website (clickin on the “Add More Items” button and then using the Staples Advantage link) and re-enter the item and the correct quantity. 

For this simulation, the Requisition Lines are correct.

	
	47. It is important to know for Web Catalog (Direct Connect) purchase requisitions:
· You can modify the Ship To location code or Shipping Address on requisition lines.
· You CANNOT split a single requisition line into multiple Ship To locations.
· Each Ship To location must have a minimum of a $35.00 order amount.

	
	48. Once you have reviewed all items on the Checkout- Review and Submit page, click the Save & submit button.
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For this simulation, you decide to use the Save & submit button to save the requisition.

Note:  Clicking the Save for Later button does NOT submit the requisition into the SMART Workflow Approval process.  Clicking the Save for Later button allows you to save the requisition for later use.  When you are ready to proceed with the requisition, you need to submit the requisition to enter it into the SMART Workflow Approval process.

	
	49. Terrific Job! You have successfully created a purchase requisition in SMART using the Web catalog for a supplier.
End of Procedure.
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