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Changing Requisition Description, Chartfields or ShipTo Fields

	1.  
	Begin by navigating to the Requisition 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 Find an Existing Value tab.
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	5.  
	Enter the desired information into the Business Unit field. Enter a valid value e.g. "PUR01".

	6.  
	Remember that you can also use the other fields to retrieve the requisition such as Requisition ID, Requester name, Requisition Status, etc.

Enter the desired information into the Requisition ID field. Enter a valid value e.g. "0000000089".

	7.  
	Click the Search button.
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	8.  
	Notice that the status of the requisition is Open. 

After a requisition has been Approved, no changes may be made to that requisition. 

Click in the Description field to add additional information.

Type a valid value e.g. "HP" 

	9.  
	Change the Price field to from 350.00 to 395.00.

    

Type valid value e.g. "95".

	10.  
	Next, add any comments necessary to the header comments section.

Click the Add Comments link.
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	11.  
	Enter the desired information into the field. Enter a valid value e.g. "cnw 11/03/05- Backup to follow".

	12.  
	Click the OK button.
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	13.  
	Click the Save button.

[image: image8.png]& save





	14.  
	Now that the requisition has been modified, it needs to be re-submitted.

Click the Status button.
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	15.  
	Click the Save button.
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	16.  
	IMPORTANT!!! At this point, make sure you are completely finished with your requisition. 

Continue processing the requisition (as usual) by clicking the Approve Chartfields link from the Navigation menu to push the requisition into workflow.

	17.  
	You have successfully changed a requisition's Description field.

See additional topics on Change Orders by reviewing the "Requisitions Change Order Procedures" lesson.
End of Procedure.
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