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Using Lookup, Adding & Deleting Rows (02/04/08)

	1.  
	In this scenario your task is to create a Requisition. The very first field that you need to complete is Business Unit. This happens to be an easy field to fill in, but we'll use it as an example. 

Anytime anywhere throughout eUMB that you see the Lookup Button (magnifying glass) next to a field, you can use the Lookup function to find the correct value. In many places Lookup will return a "filtered" list, displaying only those values that pertain to your access to data.

Click the Business Unit Lookup button.
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	2.  
	The Search Results list that displays in this case has only two values to select from--PUR01 for Regular Procurements and PUR02 for certain Check Requests.

Click the PUR01 link.
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	3.  
	Click the Add button.
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	4.  
	Suppose that in this case we are creating a requisition to purchase 1 year's worth of Software Maintenance services. On this campus we don't use the Item field, so go right to the Description field and key in the words 

	5.  
	We know that we want a One Year contract, so enter a into the Quantity fieldlid value e.g. "1".

	6.  
	We know that the Unit of Measure (UOM) in this case is "Year" but we don't know if the system is looking for "year," "YEAR," "YR" or what, so again we use Lookup. 

Click the UOM Lookup button.
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	7.  
	This time the Search Results list has 90 entries. But notice that only the "First 1-15 of 90" entries display on the page at one time. Since they are in alphabetical order, our Unit of Measure - "Year" - will fall close to the end of the list. 

We could click on the Unit of Measure column header to re-sort the list in descending order to see the end of the alphabet. But instead we'll choose the option of clicking on the Last link to display the Last group of 15 entries in the list (#76-90).

Click the Last link.
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	8.  
	Now we see the Last 15 entries on the Search Results list, and there it shows that YR is the Unit of Measure designation for "Year."

Click the Sel (Select) box next to the YR Unit of Measure.
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	9.  
	The same procedure works for the Category field.

Click the Category Lookup button.
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	10.  
	This time Search Results displays all 83 possible selections, so we can simply scroll down to find the category we are looking for.

Click the Scroll Bar to scroll down towards the bottom of the list.

	11.  
	Select the Software Maintenance category. 

Click on SOFTWARE MAINT.
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	12.  
	The Category field is automatically filled in with your selection, SOFTWARE MAINTENANCE .
Easy, right?

	13.  
	Now briefly on to a different topic - Adding & Deleting Rows.
Adding Rows 
Here we have a different Requisition for 1 computer server. Suppose while creating this we realize that we need to order a computer monitor as well. We'll need to add another row in order to enter this second line item.

We accomplish this by clicking on the Add Multiple New Rows button (the plus sign) at the end of the row.

Click the Plus Sign ("+").
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	14.  
	The system then prompts you for a number indicating how many rows need to be added. If more than one row needs to be added, then simply type in the desired number. If the default "1" is correct, then you accept this number by clicking the OK button.

Click the OK button.
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	15.  
	Deleting Rows
Here is the revised Requisition with the additional line for the monitor added and filled in.

If you change your mind at this point and want to delete a row, you would do that by clicking on the Delete Row(s) symbol (the minus sign).

Click on the minus sign ("-").
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	16.  
	This would delete only that single row where you clicked on the minus sign, leaving the rest of the requisition intact.

	17.  
	You have successfully completed the topic Using Lookup, Adding and Deleting Rows in eUMB Financials.

End of Procedure.
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