Modifying a Requisition

Modifying a Requisition Overview

+ After you create a requisition, you can modify the requisition if it has not yet been approved by the final step (approver) of the approval
(workflow) process the requisition is assigned to.

B0-5-10 Test ChC warehouze 1 Test ChC warehouze 1 Test Uszear EPLUS ACCESS ONLY 12M7 200 NOT SUBMITTED 5,100.00

BO-E-10 Test ChC warehouze 1 Test ChC warehouze 1 Test Uszer EPLUS ACCESS ONLY 125215200 NOT SUBMITTED 5,100.00
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Modifying a Requisition

Modifying a Requisition Overview

+ After you update a requisition, if you update any of the following information on the requisition, Procure+ re-routes it through the assigned
approval process: bill-to center, approval class, requisition header or line item commodity class, tax (only if the updated value is greater
than the original value), freight (only if the updated value is greater than the original value), extended cost, account code, new line

appended.

L4¢] Lo page[ 1 orzo [0 [0

R%quisitiﬂns

Requisition Mumber

Ship to Center

Test CMWC warehouse 1

Tes=t Wfarehouse 1

CENTERY

CENTERY

Test ChC warehouse 1

Test CMWC warehouse 1

Test ChWC warehouse 1

Test CMWC warehouse 1

Test Center 1

Bill to Certer

Test ChiC warehouse 1

WHOUSE TECH DA RIT

CENTERY

CEMTERY

Test ChiC warehouse 1

Test ChWC warehouse 1

Test ChiC warehouse 1

Test ChC warehouse 1

Test Center 1
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Requester Name

Test User

USER DARIT

EFLUS ACCESS ONLY

EPLUS ACCESS DMLY

Test User

Test User

Test User

Test User

EPLUS ACCESS DMLY

Origingtor Mame

Test User

USER DARIT

EFLUS ACCESS ONLY

EPLUS ACCESS DMLY

EFLUS ACCESS DMLY

EFLUS ACCESS DMLY

EFLUS ACCESS OMLY

EFLUS ACCESS DMLY

EPLUS ACCESS OMLY

DOate Dus

21572008

1192009

252010

2AT2010

T2ATDID

122172010

12212010

1222710

2182011

StEius

READY TO PROCESS

PENMDING ACTION

REQUISITION DENIED

CANCELLED

HOT SUBMITTED

HOT SUBMITTED

READY TO FROCESS

HOT SUBMWITTED

HOT SUBKITTED

Totals

5,100 .00

5,525 00

5,100 00

000

5,100 00

5. 10000

5,100 00

3. 10000

5. 10000
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Modifying a Requisition

Selecting the Check Requisition Status Option

+ Use the view detail option

Harne Requizitioning Purchazing Saurcing Invertary Inwaicing Reporting Mawigator L
under the requisition number
you would like to modify

|| 4 Fagel 1 of 20 [ ® [ | BE
Requisition Mumber Ship to Center Bill to Centar Requester Hame
pa-1-0 Test ChiC warehousze 1 Test ChiC warehouse 1 Test User
AO-2.0 Test Wiarehouse 1 WHOUSE TECH QARIT USER QARIT
A0-3-0 CENTERY CENTERY EPLUS ACCESS OMLY
AO-4-0 CENTERY CENTERY EPLUS ACCESS OMLY
m Test ChiC warehouse 1 Test ChC warehouse 1 Test User
REFrEElE Test ChiC warehouse 1 Test User
Status
Test ChiC warehouse 1 Test User
E Test ChiC warehouse 1 Test User
Capy
e Tast Center 1 EPLUS ACCESS OMLY
Ao-40-0 Tast Center 1 Tast Center 1 EPLUS ACCESS OMLY
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Modifying a Requisition

Modifying the Requisition

+ To modify the order, select Modify.

+ Update the fields in the Order page of the requisition as needed.

Maodify | Accounting | Notes | Print | Attachmemts | \iew Approvals | Transaction Summary | Advanced | Exit

&)

Requisition Detail

Header | !/

Requisition Header

Requisition Humber: AA-1
Requisition Status: READY TO PROCESS
Date Due: 021508 Contract Requisition: [T

Requisition Items

tern Number Description Gluantity LI Unit Price LM
1 T5T st 100.0000 EA 1.0000 EA
2 T5T ITEM ist 250000 EA 2000000 EA

Requisition Sub

Shiy
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