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Creating a Regular Requisition - PUR01- Requisition Defaults

	1.  
	Begin by navigating to the Maintain Requisitions page.

Click the Purchasing link.
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	2.  
	Click the Requisitions link.
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	3.  
	Click the Add/Update Requisitions link.
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	4.  
	Click the Look up Business Unit (Alt+5) button.
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	5.  
	Click the PUR01 list item.
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	6.  
	Click the Add button.
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	7.  
	Click the Collapse (Ctrl+Y) button.
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	8.  
	If the Requisitioner plans on creating a requisition with multiple lines that will have the same distribution, they may use the Requisition Defaults link.

Click the Requisition Defaults link.
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	9.  
	When on the Requisition Defaults screen, click the Override button so that you will be able to make changes to any of the fields that will auto-default.

This will allow the Account field that you enter to override the Category account value.

Click the Override button.
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	10.  
	On Requisitions Defaults page enter the Project, so that the Program, Fund, and Tx Dept (Transaction Dept.) chartfields will auto-populate.

The Owner Dept field and Tx Dept field will default in from the Requester setup. 

If the Requester field is changed, only the Owner Dept field populates.
Leave the Account field blank, it will default from the Category Code. However, if you need to add the Account, make sure that the Override radio button is selected at the top of the page. This will allow the Account value you enter to override the Category account value.

Click the Project link.
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	11.  
	Click the Look up Project Business Unit (Alt+5) button.
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	12.  
	Click the 00184 list item.
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	13.  
	Click the Look up Project (Alt+5) button.
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	14.  
	Click the 00000202 list item.
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	15.  
	Click the OK button.
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	16.  
	The Chartfields are auto-populated based on the Project.

You are not required to fill in the Account. The Account is driven by the Category field.

	17.  
	Click the OK button.
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	18.  
	In the Lines section on the Details tab, you will enter the Description of the item (we are not using the Item field). 

Enter the desired information into the field. Enter a valid value e.g. "Software Maintenance".

	19.  
	Enter the desired information into the Quantity field. Enter a valid value e.g. "1".

	20.  
	Click the Initialize UOM button.
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	21.  
	Click the Last link.
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	22.  
	Click the Year option.
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	23.  
	The Category is important because it drives which GL Account and Buyer this requisition is linked to.

Click the Look up Category (Alt+5) button.
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	24.  
	Click the COMPUTER MAIN & SERVICES list item.

	25.  
	Enter the desired information into the Price field. Enter a valid value e.g. "17000".

	26.  
	Click the Vendor Information tab.
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	27.  
	Click the Look up Vendor (Alt+5) button.
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	28.  
	Click the MCI list item.

	29.  
	Click the Save button.
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	30.  
	Click the Status button.
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	31.  
	The Requisition is now in a pending status and ready to be pushed into workflow for Departmental approval after it has been saved.


	32.  
	Save your changes.

Click the Save button.
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	33.  
	You have successfully created a regular requisition using requisition defaults.

End of Procedure.
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