SMU Financials Grant/Contract Requisition Training Guide
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Entering a Requisition
1) Navigate to the Create Requisition Page (Main Menu > eProcurement > Create Requisition)

2) Select the P.I. the requisition is being entered for

a. Click on the Magnifying Glass
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b. A list will populate with the ID’s and names that you can enter a requisition on behalf of
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c. Click on the Requester ID or Name
d. Click OK
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3. (Optional) Enter a Requisition Name

a. Entering a Requisition Name can make identifying the requisition easier
4. Select the 2. Add Items and Services Link

a. Three tabs will be available to choose from: Favorites, Web and Special Request

b. Click on the Special Request tab

c. Select Special Item

1) Fields marked with an asterisk (*) require data 
d. Enter an Item Description
e. Enter a Price
f. Enter a Quantity
g. Enter a Unit of Measure
1) Tip: Use the magnifying glass to view valid values

h. Select a Category code

1) Click on the magnifying glass
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2) Click on Find
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3) Select Category A01 or Description Grant/Contract Purchase
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i. Enter the Vendor ID or, if not known, search for the Vendor ID
1) The magnifying glass gives search options which allows you to search for the vendor ID
j. Other fields are not required but can be used as information fields
k. Click on Add Item
1) Notice the Requisition Summary (i.e.  shopping cart) has been updated with the information that has been entered
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l. Add additional requisition lines (if needed) by repeating steps 4d – 4k
5. Click on 3. Review and Submit link once all requisitions lines have been entered

6. To enter line comments and upload the completed and signed GRANT/CONTRACT PURCHASE REQUISITION form click on the white bubble on the requisition line
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a. Enter any comments
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b. To add an attachment click on the Add Attachment 
c. Select Browse and navigate to the location of the file
d. Once the file has been located, you can double click on the file and proceed to the next step OR you can highlight the file and click Open
e. Click Upload
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f. Click OK
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g. Notice the white bubble is now populated indicating comments or an attachment exists
7. Click on the Expand Section icon next to the requisition line
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a. Verify that the Ship-To is correct

1) If the Ship-To is not correct, you can click on the magnifying glass to search for a different Ship-To address OR

2) Click on the Modify OneTime Address and complete the address information. NOTE: this address will be printed on the Purchase Order
b. OPTIONAL: To pre-populate the correct Fund, Org and Project ID on the distribution line, enter the project ID in SpeedChart field OR select it from a list of project IDs by clicking on the magnifying glass.

[image: image13.png]Requisition Lines @

Description Quantity Price Total
a1 test VINH PHAM 10000 Each 10.00000 10.00
[ Consolidate with other Reqs Override Suggested Vendor
Shipping Line: 1 Due Date: G Quantity: 1.0000 Price: 1000000 HI=
o Active “Ship To: CONTROL'S (@, Modify Onetime Address
Attention To: [Vinh P. Pham
“Distribute By: ay - SpeedChart  [oToosts A




  

Tab out of the field. The distribution lines on Chartfields2 tab are automatically populated with the correct Fund, Org and Project ID. 
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b. Click on the Chartfields2 tab. 

i. If SpeedChart feature was used, enter Account. Verify correct Fund, Org, and Project values. Enter Class if necessary.

ii. If SpeedChart feature was not used: 
1) Enter Account 

2) Enter Fund
3) Verify Dept or change if necessary
4) Enter Project
5) Enter Class (if necessary)

c. Repeat entry of chartfields for all requisition lines

e. If this is a requisition that will be entered often, you have the option to select the requisition line(s) and then select Add to Favorites; for assistance with adding a requisition as a favorite, go to the SMU Financials training site at: (www.smu.edu/BusinessFinance/OIT/Training/FinancialDocumentation) and scroll to the Create a Favorite for Frequently Purchased Items procedure in the eProcurement section
8. Click the Save & preview approvals
a. By clicking the Save and Preview you can view the approval path(s) of the requisition
9. Click Submit
10. You have successfully completed submitting the requisition for approval
11. For additional tutorials regarding requisition entry proceed to the SMU Financials training site at: (www.smu.edu/BusinessFinance/OIT/Training/FinancialDocumentation) and scroll to the eProcurement section
Manage Requisitions

1. Navigate to the Manage Requisitions page (Main Menu > eProcurement > Manage Requisitions)

2. The Manage Requisitions page is used to search and view the status of requisitions that you have entered for yourself or on behalf of another requester
3. For additional tutorials regarding the manage requisitions page proceed to the SMU Financials training site at: (www.smu.edu/BusinessFinance/OIT/Training/FinancialDocumentation) and scroll to the Manage Requisitions procedure in the eProcurement section
