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EP.020.510 - Creating an Express ePro Requisition

Trigger:

Concept

This topic demonstrates how to create an Express Requisition. Express requisitions are especially useful to those requesters that order multiple items on a regular basis. 

As with a regular requisition, you will define the requisition first. Then you use the Express Form to add items to your requisition instead of going through the Special Request tab. Using the Express Form gives you the ability to avoid duplicate entry. The Express Form is more efficient and easier to use when ordering multiple items.

Topic Objectives:
Upon completion of this topic, you will be able to:

- Identify where to find the Express form for requisitions.

- Define why Creating an Express Requisition may be beneficial.

- Describe how to edit an item on an Express Requisition once it has been set to the Review and Submit step.

- Create an Express Requisition.

	Assumptions

	


	Dependencies/Constraints

	


Additional Information

Procedure

For this topic, imagine that you need to purchase some physical education equipment from Target. You need 15 exercise mats, 2 sets of medicine balls, and 30 resistance bands. In order to quickly enter this requisition, you decide to use the Express form. Let’s see how this is done.

	Step
	Action

	1.  
	Click the eProcurement link.
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	2.  
	Click the Create Requisition link.

[image: image2.png]Create Requisition
Manane Requisitions
Approve Requisitions

Set up eProcurement; manag

Create Requisition






	3.  
	Click the Look up Requester (Alt+5) button.
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	4.  
	Click an entry in the Requester column.
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	5.  
	Click the OK button.
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	6.  
	Click the 1. Define Requisition link.
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	7.  
	Enter "PhysEd Equipment" in the Requisition Name field. 

	8.  
	Click the Expand section button.
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	9.  
	The information entered on the Line Defaults page will default to every requisition line added; however, the data can be modified at the line level if needed.

	10.  
	Click the Vendor Lookup button.
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	11.  
	Enter "Target" in the Short Vendor Name field. 

	12.  
	Click the Find button.
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	13.  
	Click an entry in the Vendor ID column.
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	14.  
	Enter "01000" in the Category field. 

	15.  
	Click the Look up Unit of Measure (Alt+5) button.

[image: image11.png]




	16.  
	Click the vertical scrollbar.

	17.  
	Click an entry in the Unit of Measure column.
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	18.  
	Click the Look up Buyer (Alt+5) button.
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	19.  
	Click an entry in the Buyer column.
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	20.  
	Click the Choose a date (Alt+5) button.

[image: image15.png]




	21.  
	Click the 22 link.
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	22.  
	In this example, the chartfields default is based on the Buyer's default settings; however, in a production environment, these will need to be reviewed to ensure accuracy.

	23.  
	Click the Continue button.
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	24.  
	Click the Forms tab.
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	25.  
	Click an entry in the Form Name column.

[image: image19.png]Express Requisition





	26.  
	Enter "exercise mats" in the Description field. 

	27.  
	Enter "15" in the Quantity field. 

	28.  
	Enter "ea" in the UOM field. 

	29.  
	Enter "19.99" in the Price field. 

	30.  
	Click the Add a new row at row 1 (Alt+7) button.
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	31.  
	Enter "medicine balls" in the Description field. 

	32.  
	Enter "2" in the Quantity field. 

	33.  
	Enter "49.99" in the Price field. 

	34.  
	Click the Add a new row at row 2 (Alt+7) button.
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	35.  
	Enter "resistance bands" in the Description field. 

	36.  
	Enter "30" in the Quantity field. 

	37.  
	Enter "ea" in the UOM field. 

	38.  
	Enter "12.99" in the Price field. 

	39.  
	Click the OK button.
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	40.  
	Click the 3. Review and Submit link.
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	41.  
	The system views items entered in express requisitions as if coming from an external source. The quantity field is not an editable field once the requisition has been sent to review and submit. The details of these items are stored in an external source. So, to edit the quantity, the user must click the item description to be taken to the external source, where they may make the necessary changes.

	42.  
	You can add lines added in an express requisition to your favorites list.

	43.  
	Click the exercise mats checkbox.
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	44.  
	Click the medicine balls checkbox.
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	45.  
	Click the resistance bands checkbox.
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	46.  
	Click the Add to favorites button.
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	47.  
	Click the Close button.
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	48.  
	Click the Save & submit button.
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	49.  
	Notice that a Requisition ID is assigned when the Save action is taken.

	50.  
	Congratulations. You have just completed the Creating an Express Requisition topic. Below is a summary of the key concepts of this lesson:

- Using the Express form to create requisitions is an easy and efficient way to quickly order multiple items on a regular basis.

- You still must define the requisition and then add items through the Express form.

- Because the system views Express Requisition items as if they are coming from an outside source, it will not allows you to edit the quantity field once it has been sent to the Review and Submit step. To edit the quantity, click the item description to be taken to the external source where edits can be made.

End of Procedure.
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