Begin a new ePro Req
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Select Requisition Settings to Add a Supplier for all Req Lines
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Select the Supplier magnifying glass to search for the desired Supplier and Supplier location
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Type a Supplier name into the Name field and select Find
[image: ]
Select the desired Supplier ID / Default Location combination
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Desired combo populates.  Enter Requisition Name and select OK button at page bottom to continue with order
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Note that at Special Request page the Supplier is already populated.  Continue to enter values as needed
[image: ]
After adding items to shopping cart, select Checkout to proceed to Requisition form
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Select the Line Details icon to review Supplier info
[image: ]
Note the both the Supplier ID and Supplier Location are populated. 
Continue entering required information
[image: ]
Navigate back to Saved Requisition (with Req ID assigned)
[bookmark: _GoBack][image: ]
Note the Supplier ID and Supplier Location have been retained. 
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Checkout - Review and Submit

Reviewthe item information and submit the req for approval.

Requisition Summary

¢ Reauisition Settings

Business Unit 0700 @,

“Requester (10010011455

Texas Military Department

@, william Hirsch

Requisition Name [Vendor Location Test

Priority
“Currency [USD  ‘origin [ONL&,  Accounting Date (06302016 |[5)
‘SpecialPriority Purchase Types:  NIA
Cart Summary: Total Amount 4.00 USD.
Expand lines to feview shipping and accounting details. [P VewDsmaruyCat | [ Addmoretems |
Requisition Lines (2)

Line  Description temiD ‘Suppler Quantty uom Price Total Detalls  Comments Delete

b @1 g Vendor Locaton TestLine OFFICE DEPOT 20000 EACH 20000 400 B Oai @
TxsmartBuy Line Reference o
() Select All | Deselect All Selectlines to: [l Add to Favorites Add to Template(s) 1l Delete Selected 12, Mass Change

Total Amount 400 USD




image9.png
[OLTI

1 g VendorLocation TestLine Line status Open
7 item Details ()
Merchandise Amount 4,00 USD © RraRequired
temiD. Device Tracking
NiGP Class 110 NP tem | [a, Zero Price Indicator
Original Substituted tem Stockess tem
) Amount Only.
Physical Nature fon R
= ) Inspection Required
“Buyer (0010000006 @,
Buyer inormaton

 Contract nformation ()

Configuration Info.

@ Use Contract if Available

Contract D Q|
Contract Details
Version
Contract Line. ,
Category Line =X
7 Supplier information (7
Supplier D (1592663954 /@, OFFIGE DEPOT
Supplier Location 016 @, oFFICE DEPOT
‘Suggest New Supplier
Supplier ftem 1D
Suppler's Catalog

 Manufacturer Inormation ()





image10.png
Manage Requisitions

7 Search Requisitions
Tolocate requisitions, editthe crteria below and click the Search buton

Business Unit 40100 [ Requisition Name [
Requisition ID o, Request state[ Al but Complete v BudgetStatus[  ¥]
Date From 06232016 5 Date To 067202016 ) origin[__]a,
Requester 00010011455 @, Entered By (Y POID (Y
s [ oo | [ ——

Requisitions (2)

To view the lifespan and line items for a requisition, click the Expand triangle icon
o editor perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Reqld  Requisition Name BU st RequestState Budget Total
v 0000000232 Vendor Location Test 40100 0673012016 Open Not Chkd 400 UsD [ <SelectAction> Y& |
Requester Willam Hirsch Entered By William Hirsch Priority Medium
=) & = & & S —
Requstion Invertory c Receivng Retums Pament
Request Lifespan:
Line Information Personalize | Find |2 B First @ 1071 ®) Last
Line  Description Status price Quantity UM Supplier
1 £ VendorLocation TestLine Open 200000 USD 20000 EA  OFFICE DEPOT x





image11.png
Line Details (2

Noimage
. Line ‘Vendor Location Test Line Open

7 item Details ()

Merchandise Amount 400 USD [ RFQRequired
Item ID " Device Tracking

NIGP Class 1 Zero Price Indicator

Original Substituted ltem O stockless Item
Desc ©) Amount Only

enysicataurs
1y ) Inspection Required

Buyer Information

Configuration Info

¥ Contract information (7

@ Use Contract if Available

Comactv [ @

contactpetais
Version [

Contract Line |:|

Catogoryine [

7 Suppler information (2
Supplier D (1592663654 @ oFFICE DEPOT
Suppiier Loca @, OFFICE DEPOT

‘Suggest New Supplier

suppliertiemn | ]
SuppliersCatalog | ]

¥ Manufacturer Information (2) >





image1.png
Menu ~| Search

@ Home My Preferences g Reauisiton Setings | @ 0

[ Checiaut_]

[ o] s A |

[ search | Advanced search

Enter searc crteia or selectrom e
menu on e rigntio begincreatng &g C221%9
ey on e Browse Catalogs

ALLITEMS

e Favortes

Browse Favorite ltems and Services.

Express tem Entry
Create an Express Requisiton

Templates

Browse Company and Personal
Templates

E ‘Special Requests
Create anon-catalog request

Recently Ordered
View recently ordered tems and services
LBB Test Fourth Req Qty.
LBB Test Third Req Qty.
LBB Test Second Req Qty.
LBB Test FirstReq Qty.





image2.png
Requisition Settings

Business Unit [0100 [

(00010011485

Requisition Name
@, william Hirsch
[UsD

“origin [ONL @,

Default Options

Priority
Accounting Date 067302076 |5
‘Special/Priority Purchase Types:

NA
® Default

these fields.

© override

Ifyou selectihis option, the defaults specified below wil be applied to requisiton lines when there are no predefined values for

Line Defautts (3)

Ifyou selectthis option, the defauits specified below will verride any predefined values or these fields only non-blan values are assigned.
supplier [ &

Supplier Location oY Unitof Measure
Buyer @





image3.png
Supplier Search

supter o T

Name Gfice Depof [ Reset |

Short Supplier Name|
Alternate Supp Name |
city|

Country Q E —

Postal Code

Note: The defaults specified below will be applied to requisition lines when there are no predefined
Values for these fields.

(oK cancel ]





image4.png
Supplier Search

‘Supplier ID

Name

[offce Depot

Short Supplier Name

Alternate Supp Name

Country

state] v

Postal Code

Search Results
SupplierID  Supplier Name.

11502663054  OFFICE DEPOT
21592663954  OFFICE DEPOT

31592663054 OFFICE DEPOT
4 1742898777 OFFICE DEPOT

(oK cancel ]

Personalize | Find | view All |2 | B First @ 14014 &
Default Location

OFFICE DEPOT

OFFICEDEPOTING 5300 MO PAC

OFFICE DEPOTB S D 368 TIRADO ST

‘OFFICE DEPOT 3016 E 42ND ST

@rein

Last

iyl





image5.png
Requisition Settings

Business unit {0700 @, Requisition Name [endorCocatonTesf ]

“Requester [00010011455 @ william Hirsch Priority
“Currency [USD “origin ONL/@,  Accounting Date (065302016 ][5

‘Special/Priority Purchase Types:  NIA
Default Options (2)

® Default Ifyou selectthis option, the defaults specified below will be applied to requisiton lines when there are no predefined values for
these fields.

Ifyou selectthis option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.

Supplier 1562663858 1@,

Suppler Location 016 oY Unit of Measure (Y





