Requisition – ProCard
1. [bookmark: _GoBack]Begin the 'Requisition Name' field with 'PROCARD' in ALL CAPS. This allows ProCard requisitions to be identified as such when the Buyer searches for ProCard reqs from inside the PO.  Feel free to include any additional text after 'PROCARD'.
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2. Include a Supplier on each line of a ProCard requisition.  This supplier will display on the voucher line when Voucher Style 'Procard Voucher' is used.  The voucher will pay the header Supplier, e.g. Citibank.  The supplier on the lines of a Procard Voucher are for reference purposes.  The voucher must pull this information from the requisition, not the PO, which makes it important to include the Supplier on each line of a Procard requisition.  If the Supplier doesn't exist in CAPPS, the requester can enter the supplier in the line comments of the requisition.  
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The above two items are the only additional considerations for ProCard requisitions.  Aside from these two items, a ProCard requisition is just a requisition.  
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~ Supplier Information (2

Supplier I [1473171030 X|@,610 TEXACO MART LLC
SupplierLocation 000 @610 TEXACO MARTLLC
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Checkout - Review and Submit

Review the item information and submit the req for approval.

38 Requisition Settings
Requisition Summary
Business Unit [N N | .qisiion Name PROCARD x
“Requester (0001000 O — Priority [Medium ]
“Currency [USD “Origin [ONL|®,  Accounting Date 0610772016 |
SpeciallPriority Purchase Types: ~ NIA
Cart Summary: Total Amount 39.95 USD
Expand lines to review shipping and accounting details 4P View TxSmartBuy Cart L
Requisition Lines (2
Line  Descripion tem 1D Supplier Quanity uom Price
1 g* Oil Change 10000  EACH 39.9500

TxSmartBuy
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Requisition Lines (2

Line  Description

> 01 g oil Change

ltem ID

Supplier

Quantity uom

10000]  EACH

39.9500

TxSmartBuy

Total

3095

Details

Commen




