


How To Do An ePro 9.2 Requisition		Special Request		(Use for Authority Orders and use with Category Code when Item ID is not available)		11/1/2016	





[image: ]Click “Main Menu”, “eProcurement”, then “Requisition”.

[image: ]Click “Add”.  If you don't get this screen, go to the next page.

 [image: ]Click “Special Requests”.

[image: ]Enter Price.  For new AO it must be the total amount to be encumbered. If you’re doing an IT or Telecommunications change order to increase price, input the total dollar amount of the increase if you are increasing already existing lines.  If you’re doing a change order to add new line(s), input full price.
Leave this blank
Enter Supplier ID.  For AO it must be 0000001101.
Enter Category.  For AO it must be 43211600.
Enter Quantity. For AO it must be 1.  For a change order to increase price it must be 1. If you’re doing a change order to add a new line, input full quantity.
Enter Unit of Measure. 
Click Add to Cart
Enter a description of the item.  For Authority Orders (AO) it must be "IT P-Card Purchases".

 [image: ]You now have 1 item.  Enter more if you wish.
Click Checkout when you have entered all items.

 [image: ]Enter your Requester ID
Click icon for Line Details.
Enter your “Requisition Name”.  This shall include your Facility/Unit and a description.  For a new purchase always include the FY.  For a change order  always include "C/O" and the 5 digit PO number.  Examples:
JEHCC FY16 Network Interface Module
SWDCC FY16 IT P-Card Purchases
Admin C/O to PO 59327

 [image: ] For AO, verify Location is "0002"
If your purchase is for “Goods” or “Services”, use this box to state which one.  For AO put "Goods".
Input “Contract Line” number here.
If what you’re purchasing is on Statewide Contract, input here[image: ] “Contract ID” here.  If you are unsure, click the magnifying glass to the right to search.
Ensure that your DOC Buyer user ID is listed.  If not, change it.
If this is going to be going out for sealed bid, check “RFQ Required”.
If this is a one quantity “Amount Only” purchase, check this box.

Line Details (continued)
Use the scroll bar to scroll to the bottom of the Line Details window.

[image: ]Make sure “Override Suggested Supplier" IS checked.
Make sure “Consolidate with other Reqs” and “Calculate Price” are NOT checked.


Click “OK” when done. 

If you checked "Amount Only" and you get this message, click "Yes".






[image: ]
 [image: ]Click “Add” under “Comments”.

[image: ]Ensure that “Send to Supplier” is checked.
Put all specifications about the line in the first comment box.  Examples include: Cell phone for Warden.  Number xxx-xxx-xxxx.  OR if you are bidding out a washing machine, put all required specifications in this box.   For AO provide a general description of IT Equipment, supplies or accessories anticipated to be purchased by P-Card.
Note: If you are doing an IT or Telecommunications change order, you only need to state what you need the increase or new line for.  You can put all lines that need to be increased in one line on your requisition.  If you need to add new lines, you must add necessary lines.  An example for an increase: “In reference to PO number 13190*****, line 2, an increase is being requested due to (example: high usage, unexpected purchase, etc).  The quantity will increase from 1,200 to 1,500 at $0.015 per copy.  This will result in an increase of $4.50 for this line. (Initial and date).


When you have completed, click “OK”.
Click on Plus sign to bring up additional comment boxes if you require them.
To add attachments (ie signed approval route slips, quotes, invoices, etc) click on “Add attachments”.  You can then browse for the document you need to attach in your files. Documents need to be pdf, Microsoft Word or Microsoft Excel files.  Add all attachments to line 1.


 [image: ]Click “Expand Selection”.

 [image: ]Click “Expand Selection”.
Input YOUR “Ship To” location number.
If the quantity is one, change to "Amount".
If you have multiple lines that will have the same information, click “Select All”.
Input YOUR “Billing Location” number.
Input “Attention To” contact person who is going to be receiving the shipment.

 [image: ]If you are using a CFDA (grant funding), you must put this funding information in both CFDA# here and on the Line Comments.  Line Comments are discussed on page 11 and Header Comments  are discussed on page 16 of this guide.
Click “Chartfields2”.
Input correct “Account Code”, “Sub-Account” (if applicable), “Fund Type”, “Class Funding”, “Dept”, “Bud Ref”, “CFDA#” (if applicable).  If you do not know which account code to use, contact DOC Admin Accounts Payable.

 [image: ]Ensure that “Budget Date” is correct.  If you are doing a PO in advance for the next FY, it must be “07/01/XX”.
Click “Budget Information”.

Checkout - Review and Submit (continued)
 [image: ][bookmark: _GoBack]Do not attach documents here.  “Requisition Comments" and "Approval Justification" are required to have the exact same text.    For new purchases the text is required to have the comments listed on the “Justification/Header (Edit) Comments for all requisitions/POs” guide.
Note: If you are doing an IT or Telecommunications change order, you only need to state what you need the increase or new line for.  An example for an increase: “In reference to PO number 13190*****, line 2, an increase is being requested due to (example: high usage, unexpected purchase, etc).  The quantity will increase from 1,200 to 1,500 at $0.015 per copy.  This will result in an increase of $4.50 for this line. (Initial and date).
Ensure that “Send to Supplier” is checked.


[image: ]If you are ready to submit, click “Save & submit”.  If not, click “Save for Later”.  If you click “Save & submit, go to next page.  If you clicked “Save for Later”, a “Requisition ID” number will populate below the “Requisition Name” field.  Save this number.  You will need it to get back to that requisition.

 [image: ]Click “Check Budget”.  Ensure that “Budget Status” is “Valid”.  If it says error, something was put in the funding information incorrectly.  Go back and fix this by going to “Edit This Requisition”.
This is your requisition number.  Save it.
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