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	Process
	1. Begin by navigating to the Manage Requisitions page.

Click the eProcurement link.
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	2. Click the Manage Requisitions link.
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	3. Use the Manage Requisitions page to view a list of requisitions in various statuses. From the Manage Requisitions page, you can access other pages to perform the following tasks:

· Review purchase requisition details
· Edit or cancel a purchase requisition

	
	4. Using the Manage Requisitions page – Search Requisitions function, you can search for specific purchase requisitions by specifying specific search criteria such as Requisition ID, dates, Requester, Entered By (Requisitioner who entered the purchase requisition), and by PO ID (purchase order number).

Note: Only users with appopriate security are able to view the Requester and Entered By fields.

	
	5. If desired, click the Req ID link for a specific purchase requisition to access the Requisition Details page where you can view details about the specific purchase requisition.

Note: The PO Information header bar will appear only if a purchase order has been created for the requisition. The PO Information header bar is not visible in this simulation.

For this simulation, you do not need to click the Req ID link.

	
	6. The Select Action list enables you to cancel your requisition, copy your requisition, edit your requisition, or view your approvals. 

These options exist for each requisition you have listed on your Manage Requisitions page. You may perform actions on only one requisition at a time. To do so, simply click the Select Action list in the row of the requisition with which you would like to work. 
In this simulation, you are going to edit a requisition that has a Request State of Pending. 

Click the Select Action drop-down list. 
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	7. In the Select Action drop-down list, you have four choices to perform on your requisition. 

• Click Cancel if you no longer need to process your purchase requisition 
• Click Copy to copy the existing purchase requisition to create a new purchase requisition in SMART 
• Click Edit if you need to modify the existing purchase requisition, for example to add comments or change shipping information 
• Click Approvals to view the progress and status of the purchase requisition approval(s) 

	
	8. For this simulation you need to edit the existing purchase requisition in SMART. 

Click the Edit item from the drop-down list. 
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	9. Once you have made your selection from the Select Action drop-down list, click the Go button. 

Click the Go button. 
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	10. For this simulation, clicking the Go button prompts SMART to provide you with a message advising that the purchase requisition has already been submitted into the approval workflow process. 

As the message states, if you edit certain purchase requisition information, you may need to re-submit the requisition into the beginning of the SMART Approval Workflow process again. 

Note: It is important to know that changes cannot be made to a purchase requisition once the requisition has been auto-sourced to a purchase order (PO). 

For this simulation, you need to edit the existing purchase requisition. 

Click the OK button. 
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	11. Clicking the OK button prompts SMART to navigate you to the Edit Requisition page. To enable you to view more information on the Edit Requisition page, collapse the left menu pagelet. 

	
	12. Use the Edit Requisition page to perform activities, such as adding comments, changing quantities ordered, and modify schedule and/or distribution information. This page is accessible only for open requisitions and is inaccessible for purchase requisitions that have been canceled. 

	
	13. For this simulation, you need to add comments to the purchase requisition line about the shipment of the items. Use the Line Comments button to navigate to the Line Comments page. 

Note: The Line Comments button will appear 'empty' if there are no comments added. Once comments are added, the line comments button will appear with 'lines', indicating there are line comments available for viewing. 

Click the Comments button. 
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	14. Use the Line Comments page to record comments about a selected purchase requisition line. 

	
	15. To add a line comment, click in the Comments box. 

Click in the Comments box. 

	
	16. Enter the desired information into the Comments box. 

For this simulation, enter a valid value e.g. "The items should be shipped within two days of the requisition.". 

	
	17. Selecting the Send to Supplier check box prompts SMART to display the comment on the copy of the PO that is sent to the vendor. 

Click the Send to Supplier checkbox. 
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	18. Once you have entered all information in the Line Comments page, click the OK button to return to the Edit Requisition page. 

Click the OK button. 
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	19. Notice that the Line Comments button now contains lines, indicating the comments you just added. 

	
	20. Next, you need to enter shipping information for the line items. 

Use the item selection checkbox, to select the requisition line(s) you wish to edit. 

Click the Requisition Line checkbox. 
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	21. Once you have selected the requisition line(s) you wish to edit, click the Mass Change link to access the Edit Line / Shipping / Accounting page. 

Click the Mass Change link.
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	22. Use the Edit Line / Shipping / Accounting page to change schedule (shipping) and distribution (accounting) information for requisition lines. 

	
	23. For this simulation, you need to add a Ship To value. 

Click in the Ship To field. 
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	24. Enter the Ship To value into the Ship To field. 

For this simulation, enter a valid value e.g. "039004". 

	
	25. Click the Add One Time Address link to access the Shipping Address page where you can enter a shipping address that is not currently defined in SMART as a Ship To location. 

Click the Add One Time Address link. 
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	26. Use the Add One Time Address page to enter a temporary shipping address that has not been defined as a Ship to Location in SMART. 

SMART uses this feature for shipments to a location that will not be used again, for example, shipments to a construction site or other temporary location. 

For this simulation, you do not need to edit the Shipping Address. 

	
	27. Click the OK button to exit the Shipping Address page and return back to the Edit Requisition page. 

Click the OK button. 
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	28. Next, you need to enter a Due Date for the delivery of the line items. 

Click in the Due Date field. 
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	29. Enter the desired due date into the Due Date field. 

For this simulation, enter a valid value e.g. "12/31/2015". Or current year.

	
	30. Use the Accounting Information section only if you need to change the default distribution (accounting) information for the requisition. 

Note: The default information is derived from the Requester's user profile, the item Category, and from the Requisition Settings page. 

For this simulation, you do not need to change the distribution information. 

	
	31. Once you have edited all information as necessary, click the OK button to apply the changes you have made to the requisition. 

Click the OK button. 
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	32. Clicking the Apply button opens the Distribution Change Options page. Use the Distribution Change Options page to decide which requisition lines to change. You can apply the changes you made on the previous pages to all existing distribution lines, to each existing distribution line by matching the distribution line numbers, or you can replace existing distribution lines with the new changes. 

To do so, click the radio button in front of either: All Distribution Lines, Matching Distribution Lines, or Replace Distribution Lines. Once you have made your selection, click the OK button to apply the distribution changes to the requisition. 

For this simulation, accept the default value of All Distribution Lines. 

Click the OK button.
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	33. Clicking the OK button returns you to the Edit Requisition – Review and Submit page. You have now completed editing the purchase requisition. 

Next, you need to save the requisition. 

The buttons used to save, preview, and submit the requisitions are located at the bottom of the Edit Requisition page. 

	
	34. If you do not want to save the changes you have made to the purchase requisition, click the ‘Manage Requisitions’ link in the Navigation String at the top of the page to cancel all changes you have made to the purchase requisition and be taken back to the Manage Requisition Search criteria entered earlier. 

For this simulation, you do not need to use the Manage Requisitions navigation link. 
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	35. Use the Save For Later button to save the requisition for later use. 

Note: It is important to know that the Save For Later button does NOT submit the requisition into the SMART Approval Workflow process. Using the Save For Later button enables you to save the requisition for later use, without entering the requisition into the SMART Approval Workflow process. 

For this simulation, you do not need to use the Save For Later button. 
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	36. Click the Save & submit button to save the requisition, and submit the requisition into the SMART Approval Workflow process. Once the requisition has passed final approval, SMART runs an automatic batch process to auto-source the requisition (which creates the purchase order). Once the purchase order (PO) is reviewed and approved, SMART runs a batch process to dispatch the PO to the vendor. 

Note: If you enter invalid ChartField values or ChartField combinations on the requisition, you will receive an error message when you try to save the requisition. If you receive an error message, correct the entry of ChartField values on the requisition and save the requisition. 

The requisition remains editable while the requisition status is "Open" or "Pending". 

Click the Save & submit button. 
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	37. Depending on the information you edited on the purchase requisition, SMART may provide a message advising you that the approvals performed thus far for the requisition will be void, and that the SMART Approval Workflow process will start over again. 

For this simulation, you need to re-submit the requisition into the SMART Approval Workflow process. 

Click the OK button. 
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	38. Next, SMART displays the Confirmation page to inform you that the request has been successfully saved. The Confirmation page provides summarized information about the requisition and provides an overview of the workflow approval routing for the purchase requisition. 

	
	39. The Confirmation page contains several links at the bottom of the page which you can use to access additional pages associated with requisitions in SMART. 

If desired, click the View printable version link to preview and print the requisition. 

Note: It is State of Kansas best practice not to print requisitions as all information is stored and accessible in SMART. 

Click the View printable version link. 
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	40. Clicking the View printable version link opens a new window containing the printable requisition page. 

	
	41. SMART will provide a message asking “Do you want to print the requisition with distribution details?” click Yes to display the additional distribution information for the purchase requisition lines. 

Click the Yes button. 
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	42. The distribution information for the line is now displayed. 

	
	43. Print the Requisition by clicking on the File link in the Internet Menu, and Choosing Print from the drop down list. This will open a print dialog box to send a print to your local printer. 

For this simulation, your agency does not print a requisition. Therefore, you do not need to print the purchase requisition. 

Click the ‘X’ on the Printable Version tab to close the print requisition window and return to the Confirmation page. 

Click the ‘X’ on the Printable Version tab. 
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	44. Click the Manage Requisitions link to navigate to the Manage Requisitions page where you can further process the requisition. 

For this simulation, do not click the Manage Requisitions link. 

	
	45. Click the Create New Requisition link to add a new requisition. 

For this simulation, do not click the Create New Requisition link. 

	
	46. Congratulations! You have successfully completed the Editing, Saving, and Submitting Requisitions topic. 
End of Procedure. 
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