How to Enter a Requisition in ePro

Step 1) Log in to the eProcurement system.

Step 2) Navigate to the Requisition entry page: eProcurement > Create
Requisition

Step 3) Optional - Enter in Requisition Name - a description of the request, to help you
identify this requisition as it flows through the system.

If the requisition will be more than 1 line you may want to enter in line defaults for

Vendor, Category and Unit of Measure. Click the-“" icon to display line defaults.
Next, click the _**""™=  button or “2. Adyteﬁse/and Services” link.

Create Requisition
T 1. Define Requisition /EE; 2. Add Items and Services \& 3. Review and Submit ‘

Specify requisition name, requester, other information that applies to the entire requisition.

Business Unit: Benedictine University
Requester: Karl F. Bowker *Currency: l:l
Requis#ion Name: Priority:

"—_‘——"F@"apse ection Its specified below will be applied to requisition lines when there are no predefined values forthese fields.

[vendor: | 2] VendorLocation: | ]Q

Buyer: Q |Category: | |Q| |Unitofl.'|easure: l:lQ I

Ship To: BOWKER,HC, [=] Modify Shipping Address

[Accounting DE:TEY ults

Chartfields1 ' Asset Information
Location GL Unit Account Fund Dept Program Class ﬁif’us Project Affiliate

[Bowkela [senuv | [ Ja [ JaE
Continue

Step 4) Click the “ p;cial [tem” Link

Create REQUiSiti}Z{
||f| 1. Define ﬂeéuisition E“%—: 2. Add Items and Services \& 3. Review and Submit ‘

Add lines to the req
O, Search

sition, specifying the information necessary to procure each item or service.

Search: ||
Web | Special Request
Select a Request Type

Special ltem Request an itemn thatis not listed in the Catalog.

Review and Submit
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Step 5) Complete the “Add Items and Services” page:

Required Fields
Item Description - Important ! For blanket/annual PO’s, please include

“Annual PO” or “Blanket PO” in the item description. This will help Accounts
Payable identify it as a blanket PO when they apply invoices to it.

1

2)
3)
4)
5)

Price

Quantity
Unit of Measure
Category - Choose “REGULAR_PO” “BLNKT”, “IT” or “MARCOM”.

a.

Important! - You must select “IT” for all Information Technology
purchases. These types of purchases must be approved by the
Director of IT and only by selecting the “IT” Category will the system
know to forward the requisition to the IT director for their approval.
If the answer is yes to any of the following it does require the IT
director’s approval.

i. Does it plug into a wall jack?

ii. Does it utilize the campus wireless network

iii. Is it software?

iv. Does it require a license agreement?

v. Isitattached to a University owned computer device?

vi. Will this purchase require IT staff support?

Important! You must select “MARCOM” for all Marketing
Communications purchases. These types of purchases must be
approved by the Executive Director of Marketing and
Communications and only by selecting the “MARCOM” Category will
the system know to forward the requisition to MarCom for approval.
[f the answer is yes to any of the following, it requires MarCom'’s
approval:

i. Isthevendor a printer?

1. Does the Benedictine University name or logo appear on
what you are printing?

ii. Isthe vendor a promotional products company?

1. Does the Benedictine University name or logo appear on
what you are printing?

iii. Is the vendor a signage firm?

1. Does the Benedictine University name or logo appear on
what you are printing?

iv. Is the vendor a creative agency, website development firm, media
buyer, advertiser, member of the media,
photographer/videographer, public relations firm, freelance
writer, freelance graphic designer or marketing automation firm?
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6) Vendor ID - Select a vendor by using the search feature. When you click the

< icon you will be brought to a search screen; [ recommend using the Name
field to search for the vendor. Put in any portion of the name and click the

Find button. For example if you want to find the vendor ID for Best
Buy, type in Best in the “Name” field and then click find.

Vendor Search /

Vendor ID: S
Name: [Best b Reset
Short Vendor

Name:

City: |

Country: A state:
Postal Code:

§  Enter search criteria to find a vendor.

Return to Define Requisition

In this example there where 22 vendor ID’s whose Name field contained “best” in it.

Only the first 10 vendors will be shown, click L) to see alist of all 22 vendors.

the vendor has been added.

Customize | Find | View Al | ] First 1) yanorzz O Last
1 0000000022  BEST LIMOUSIME Main 1463 5 WILLIAMS 5T WESTMONT L Ly
= - BEST LOCKING 5YSTEM . HE
2 DODDODHZI OF NORTHERN IL Main 111 N Kemman Avenus LaGrangs IL 53,
] BEST MESSENGER . . ) : T
3 0000000024 SERVICE Main 71 Executive Drive Willowbrook IL )
4 0000000180  BEST BUY Msin TE&01 Penn Avenue 5 Richfield MM 1.
5 D0000005e42  BEST ACCESS SYSTEMS Main 22078 NETWORK PLACE CHICAGD IL L
IE0 CLEARWATER
G 0000003738  WESTERMN/CLEARWATER Main 625 5. GULFVIEW BLVD SEACH FL [E%
BEACH ECONO LODG
] BEST PRAGTICE . W,
T 0000004158 RESOURCES, INC. Msin 26 W. 413 GRAND AV. WHEATON IL [,
p i BEST WESTERN . H:
8 0000004515 HISISCUS MOTEL Msin 1313 SIMOMNTON STREET KEY WEST FL £
J UMIVERSAL ASBESTOS ) W,
9 0000005242 REMOVAL, INC. Main 20W201 1015T STREET LEMONT IL [E%
10 OO0000E2T 1 :}NE{?T S TS Main 12231 5. CICERO AVE. ALSIP IL £,

Optional Fields
1) Vendor Item ID

2) Additional Comments - If you click the “Send to Vendor” box the comments you
have entered will appear on the PO
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Create Requisition
ﬁ 1. Define Requisition El'é 2. Add Items and Services \E; 3. Review and Submit ‘

Add lines to the requisition, specifying the information necessary to procure each item or service.
Q, Search

Search: |
Web | Special Request
Special Item

*Item Description: |Enter Itern Description

*Price: 50.00000 *Currency:

*Quantity: 1.0000 *Unit of Measure: EA Q
“Category: REGULAR_FO Due Date: Ell

*Vendor ID: 0000000190 Q BEST BUY

Vendor [tem ID: ||
Mfg ID: Q

Mfg Item ID: |

Additional Information

¢

[] Send to Vendor [] show at Receipt [] Show at Voucher

Addttem |  Cancel |  Addor StartNew Type |

Step 6) Click the #"=" | button. The items you have entered on this page will then
be cleared. /

Create Requisitiory/
|

Iﬁ 1. Define Requjsition El‘%: 2. Add ltems and Services \g 3. Review and Submit

Add lines to the requisition,%pecifying the information necessary to procure each item or service. ’
Q) Search

Search: |

Web | Special Reques!.
Special ltem

|Enter ltern Description

50.00000 S TEE

*Item Description:

*Price:
"Quantty: 1.0000 *Unit of Measure: Q
*Category: REGULAR PO @ Due Date: [5]
“Vendor ID: (0000000190 @ gesTBUY
Vendor ltem JD: |optional
Mfg ID: [ e

|0pti0na|

Mfg Item Ij):
Additiona’ Information

7 /

ds«em to Vendor [Jshow atReceipt  [] Show at Vodcher

/

Step 7) repeat steps 5 and 6 until #ll requisition lines are added. After you have
added your final item, click the “Review and Submit” tab.

Addttem | cancel |  Add orStartNew Type |
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Note: You are not limited to using a single vendor for each requisition. You are able
to enter different vendors for each row, so if you have a project that consist of
purchases from more than one vendor you may want to consider consolidating it all
into one purchase req. When the req is sourced into a PO, you will receive a separate
PO for each vendor.

Step 8) Complete the “Review and submit” page

Required Fields
1) Select the SpeedChart that you would like the item charged to. You will need

to do this for each item line that was added.
2) Enter your justification for the purchase.

Optional Fields

1) If the this is for a blanket purchase order you must check the “Blanket” check
box for each item line, failure to do so could cause the PO to close
prematurely

2) Ship to location - If you want the item you are ordering shipped to someone
other than yourself, you can modify the ship to location here. For example,
sometimes IT will request that you enter in the ship gg’location of one of the
IT staff.

Create Requisition
||_=‘,, 1. Define Requisition [E 2 additeme and Services 5% 3 Reviewand SUM |

Review the detsils of yiour requisition, make any necessary changes, and submit it for approval.

Select check box for Blanket
PO’s only

A

Business Unit: Banedictine University

Requester: Karl F. Sowkar

Requisition Name: [TEST Req |

Requisition Lines
Lins  Dsseription Vendor beme

_Reauired Fields

=[] 1 Enter ltem Description BEST BUY
TTBlanket
Consolidate with other Rege Override Suggestyd Wéndor

Shipping Due Date: W
Line:
Status: Active *Ship Ta: BOWKER, KAl

Attention: |Karl F. Bowker

*Distribute | am¢ W *smeucnart:l “ |
by:

customize | Fing | view ai | B First (4 1 or1 LM Last

st |[Fund |Dapt [Program  [ciass PC Bus Untt |Projsct atrists
Open BOWKEQ, | 100.0000 £0.00| [BENUV|QY 1400 Q EIE
D] Seiect AllJ Deseect A Total Amount: £0.00 USD

L Ad to Faverit| 2 Add to Tempiata(s| "odify Line | Shipping / Acoounting| [ Dal

S Semt-torveror - Stower Revetpr ot Yorcter
2

Check Budgat

[H Save & submit| & Save & preview appro\'a‘ ¥ Cancal requisition Find maore items.
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Step 9) (Optional) Attach file(s) that you believe might be useful to the approver

when deciding whether to approve the req. (For example a quote from the
vendor)

To attach afile, click the %’ Icon

Create Requisition

||j|§,5 1. Define Requisition El‘#: 2. Add Items and Services \E\g\ 3. Review and Submit
Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: Benedictine University

Requester: Karl F. Bowker *Currency:

Requisition Name:  TestReq Priority: Medilh_  »

Requisition Lines

Line Description Vendor Hame
0 1 Enterltem Description BEST BUY 1.0000 Each 50.00000 50.00 2542
[JBlanket
[] Select All/ Deselect All T — FOED UED

L #rddto Fa\«'orltes‘ 18] Add to Template(5)| |S3Modify Line / Shipping / Accounting | 1l Delete ‘

[[] send to Vendor [[] Show at Receipt [ ] Show at Voucher
07 Check Budget |

5] Save & submit | 2 Save & preview appmvals‘ ¥ cancel requisition | Find more items

The page shown below will appear, click #dd Aftachment

Create Requisition

Line Comments

Line Description Quantity  Unit

1 Enter ltem Descripti 1.0000 Each 50.00000 USD

[]sendtoVendor []Show at Receipt [[] show at Voucher

Add Attachment
oK Cancel

Use the browse button to located the file you want to attach, then click upload.

|C:\Vendur Quote pdf

Upload Cancel

H Browse.. |
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Click  °k
check b
you atta

x, when the PO is dispatched to you, you will receive a co
hed along with your PO PDF file.

Create ReqLisition

Line Comments

Line Description

Quantity  Unit

1.0000  Each

50.00000 USD

1 Entefitern Descripti

[1sendtovendor [ Show at Receipt

71 Vgndor_Quate.pdf

0K Cancel

[ show at Voucher
First E 1o0f1 E L3t

P otz
Customize | Find | View All |

Step 10) Budget Check the requisition by clicking the e

The message below

Check Budget

after you have attached the file(s). If you select the “Send to Vendor”

of the files that

button.

will appear, click the —=*  button

Press OK to continue. Pr

ok | cancel |

ancel to return to your requisition without budget checking. (18036,39)
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The process will take a few seconds to complete. Once it has finished you will be

brought back to the “Review and Submit” tab. You should have a budget status or
either “Valid” Qr “Error”.

Edit Requisitiak
E 1. Define Requisitjon Er  2.8dd tems and Services Eg 2 Reviewand Submit

Review the details of your reguisNfion, maks any necessany changss, and submit it for spproval.

Business Unit: BEMU nedictine University

Requester: BOWKER Karl F. Bowker *Currency: USC

Priority: Medinm W

Requisition Mame: |Test

&0 { Enter ltem Description BEST BUY 1.0000, Each 50.00000 50,00 [ O
[ Blanket

O S=lect AllJ Desslzct All Total Amount: 500D USD

L Add to Favorit| JZ Add to Template(:

ify Line / Shipping / Accounting| [ Delste]
\

L

* Justification/Comments

=

esee \
[ send to Vendor [ Show at MM

R Check Budget | Budget Checking Status:Valid

=g heck Budge

B Save & submit| %, Save & praview apprm'al 3 Cancel Changes | Find maors items

Step 11) Click the = 522227 hytton. The page below will appear. The page will
show all the necessary approval(s) that are required for the requisition.

This is the last step, so at this point you can either create a new requisition or sign
out of PeopleSoft.

Confirmation

Requested For: Karl F. Bowher Number of Lines: i

Requisition Name:  Test Total Amount: 50.00 USD
uisition 10: ! Justification:

Req CXROD0040 z

Business Unit: BENLIV

Pricrity: Medim

Budget 5tatus: Walid

Amount Approval Stage

= Test:Pending
13 approval Path

@ Charles R. Willisms
Agmrnoval up o $1,000

| Edit Requisition I fophy Arorows] Changes Sheck Erdast

igw printsble version Mansge Reguisitions Creste New Reguisition
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