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Increasing Quantity, Amount, or Inserting New Items on a Req.

	1.  
	Begin creating a requisition by navigating to the Maintain Requisitions page and then clicking the Requisitions Default link.

Enter all requisition information. 

Click the OK button.
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	2.  
	After entering the quantity, price and other necessary information, save the requisition.

For example, if you previously ordered 10 items, but meant to order 17 items, then the new requisition should only be made for 7 items.
Click the Save button.
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	3.  
	Click the Add Comments link.
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	4.  
	Enter the desired information into the Comments field. Enter a valid value e.g. "cnw 9-16-05: Please add this item to Req. # 0000000113 and add to Original PO.".

	5.  
	Click the OK button.
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	6.  
	Save the requisition and continue processing the remainder of the requisition.

Click the Save button.
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	7.  
	You have successfully completed inserting new items for a requisition that has been approved.

End of Procedure.
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