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Trigger:

Concept

This topic demonstrates how to manage requisitions. From the Manage Requisitions page, you can access other pages to review requisition details, edit or cancel requisitions, or create change requests. You can search for requisitions through a variety of means, such as requisition IDs, dates, requester, status, and who entered the requisition. 

You can gather a variety of information regarding requisitions from the Manage Requisitions page. You can view the requisition life span, line items, details, source status, and distribution information. You can also perform additional actions on a requisition. These actions differ depending on the status of the requisition. 

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

- Define the different statuses for a requisition.

- List the different ways you can search for a requisition.

- Identify how to view the life span and line items for a requisition.

- Define the different sourcing statuses for requisition lines.

- Identify where you can view line details, schedules and distribution information.

- Identify what the Schedule section displays on the Requisition Schedule and Distribution page.

- Define the different distribution statuses.

	Assumptions

	


	Dependencies/Constraints

	


Additional Information

Procedure

For this topic, imagine that you have created a requisition for some office supplies. You need to check the status of the requisition. The requisition ID is 0000000049. You also want to check the distribution details for the 50 yellow paper pads on the requisition. Let’s see how this is done.

	Step
	Action

	1.  
	Begin by navigating to the Manage Requisitions page.

Click the eProcurement link.
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	2.  
	Click the Manage Requisitions link.

	3.  
	After a requisition is saved, you can use the Manage Requisitions page to view a list of requisitions in various statuses. From this page, you can access other pages to perform tasks, such as review requisition details, edit or cancel requisitions, or create change requests.

	4.  
	Use the Search Requisitions section to search for specific POs. You can search by requisition ID, dates, requester, who entered the PO, and by PO number and status. 

	5.  
	These are the requisition statuses for which you can search and which appear in the Status column.

• Approved: The requisition is approved and can become a PO. 

• Canceled: The requisition was entered and saved but was canceled. A canceled requisition can be reopened within a certain number of days as specified for the Purchasing business unit; otherwise, it is closed permanently. 

• Complete: After the requisition is dispatched on a PO, the goods are received and the vendor is paid. A background process identifies the requisition status as Complete. Canceled requisitions and those that are fulfilled by inventory stock are also identified as Complete.

• Denied: The requisition is denied in the approval process. 

• Open: The requisition has been entered and saved but not yet submitted, or the receipt has been entered and saved but might have errors.

	6.  
	More requisition statuses:

• PO(s) Created: The requisition has been placed on a PO. 

• PO(s) Dispatched: The requisition has been placed on a PO, and the PO has been dispatched to the vendor. 

• Pending: The requisition has been submitted and is awaiting approval. 

• Received: The requisition has been placed on a PO. The PO has been dispatched to the vendor, and the goods have been partially or fully received. 

• Searched: Retrieves the last search that you performed in the Requisition Name field. If a value is in the Requisition Name field, it is used in the search.

	7.  
	Click the Expand Section button to view the life span and line items for a requisition.

Click the Expand Section button.
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	8.  
	Click a listed ID to view details of the requisition.

Click the 0000000049 link.
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	9.  
	Use the Requisition Details page to view details about individual requisitions. The PO Information header bar appears only if a purchase order was created for the requisition. 

	10.  
	Click the Item Description link to view an item's description. You can also access the item's detail document.

	11.  
	Use the Source Status field to view the stage of the requisition line in the sourcing process. Values include:

• Not Sourced
• Available: The requisition line has not yet been placed on a PO or inventory stock request. 

• In Process: A sourcing process is running on this requisition line, or there is an error in creating a PO. 

• Sourcing Complete: The requisition line has been sourced to an inventory stock request or a PO.

	12.  
	Click the Requisition Schedule and Distribution
link to access the Requisition Schedule and Distribution page where you can view line details, schedules, and distribution information. 

Click the Requisition Schedule and Distribution link.
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	13.  
	The Requisition Schedule and Distribution page includes three sections. 

The Line section contains all of the line items on a requisition. To view the item's description, click the item name. 

	14.  
	The Schedule section displays shipping information for the item, such as where the item is being shipped, when it's due, the amount, and cost of the item.

	15.  
	Dist # displays the number the system assigns to this distribution. The system uses this numbering to distinguishes between multiple distributions for a single requisition line.

	16.  
	Distribution statuses include:

• Open: The distribution line is open. 

• Complete: The distribution line is closed. 

• Processed: The distribution line has been processed and is unavailable for sourcing. 

• Canceled: The distribution has been canceled.

	17.  
	Dist Type displays the method by which the system allocates or charges an expense account distribution. Values include:

• Amt: The sum of all distribution amounts must equal the schedule amount (merchandise amount). Inventory items cannot be distributed by amount. 

• Qty: The sum of all distribution quantities must equal the schedule quantity. 

	18.  
	Use the More Details tab to view and update projects and activities.

	19.  
	Use the More Details2 tab to view information such as Stat Code, Open Amt, Open Quantity, Base Amt, and Exch Rt.

	20.  
	Use the Asset Information tab to view asset information.

	21.  
	Click the Return to Manage Requisitions link.
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	22.  
	You can perform additional actions on a requisition. Select an option and click the Go button to perform the action.

The options that appear for a requisition differ depending on the requisition's status. For example, you cannot cancel a requisition for which a purchase order is created. 

Click the Select Action list.
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	23.  
	Review the available actions.

Click the Select Action list.
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	24.  
	Click the vertical scrollbar.

	25.  
	Click the Create New Requisition link to access the Create Requisition page where you can add another requisition.

	26.  
	Click the Inquire Change Request link to access the Change Request List for page where you can view and process change requests.

	27.  
	Click the Inquire Receipts link to access the Receipts For page where you can view and maintain receipts.

	28.  
	Click the Requisition Report link to access the Requisition to PO XREF page where you can define parameters for creating the Requisition to PO XREF report (POY1100).

	29.  
	Congratulations. You have just completed the Managing Requisitions topic. Below is a summary of the key concepts of this lesson:

- From the Manage Requisitions page, you can access other pages to review requisition details, edit or cancel requisitions, or create change requests.

- You can search for requisitions by using a range of details, such as requisition ID, dates, requester, status, etc.

- There are nine different statuses for requisitions: Approved, Canceled, Complete, Denied, Open, PO Created, PO Dispatched, Pending, and Received.

- The life span and line items for a requisition can be found by clicking the Expand Section button next the requisition ID on the Manage Requisitions page.

- There are four different Source Statuses for a requisition line: Not Sourced, Available, In Process, and Sourcing Complete.

- You can view line details, schedules, and distribution information for a requisition on the Requisition Schedule and Distribution page.

- On the Requisition Schedule and Distribution page, the Schedule section displays shipping information for the item.

- There are four different Distribution statuses for requisition line: Open, Complete, Processed, and Canceled.

End of Procedure.
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