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Manage Reqguisitions

Reports

Click “Edit Requisitions”

@

Review requisitions, edit or view

Create a report of purchase orders, requisitions, and cataleg-item usage.

Click “Manage Requisitions”

Requisition Details
Requisition Name Requisition 1D Unit Date Status Total
test 0000012283 LAGPR 11112016 Open 0.10
Line [tem Description Source Status Amount Qty Price Status Total
On
1 fest Not Sourced N 10.0000 Each  0.01000 USD  Open 0.10
Line Comments:
<< fast ==
| EditRequisition |
Edit Requisition
“f‘ 1. Define Requisition 2. Add items and Services \g 3. Review and Submit

Review the details of your requisition, make any necessary changes, a it for approval.

Business Unit: LAGPR LaGuardia CC - CUNY
Requester: 23055549 *Currency: usD
Requisition Name:  [test

Requisition Lines

CUNYiirst &
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10.0000  Each 0.01000
[ SelectAll/ Deselect All Total Amount:
L AddtoFavorite|  Addto Template(s|  Modify Line / Shipping / Accounting | Delete|
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ooy gl Select & lessl one line 3 %61 on (1 8036 BOST)

Qi |

If the Requisition has more than one line, you must select all lines that require the change.
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Create Requisition

Modify Line / Shipping / Accounting
nowlomatin

Mote: The information below does not reflect the data in the selected requisition lines. When the "Apply” button is clicked, the
data entered on this page will replace the data in the corresponding fields an the selected lines.

Vendor ID: | |, Vendor Location: | Q,

Buyer: | Q Category: | Q

Shipping Information
Ship To: ') [=] Modify Shipping Address
Due Date: ] Attention: |

Accounting Information Personalize | Find | 2] B First B0 1 or 1 D Lot
Chartfields1

LAGO1 q

Load Values From Defaults

Make changes to your chartfields here. If you are
changing your expense account code. Make the
change in the “Account” field.
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Create Requisition

Modify Line / Shipping / Accounting

Mote: The information below does not reflect the data in the selected requisition lines. When the "Apply* button is clicked, the
data entered on this page will replace the data in the corresponding fields on the selected lines.

Vendor ID: | ' Vendor Location: | Q,

Buyer: | Q Category: | Q

Shipping Information
Ship To: ') =1 Modify Shipping Address

Due Date: £ Attention: |

Accounting Information Persnnaize|Fm|El| B First B 1or1 B Lo

Load Yalues From Defaults

Apply Cancel

Click “Apply”
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Distributien Change Options

Forthe zelaciad requisition lines, soply distribudon changas 1o

™ &1l Distributon Lines

Apply changes to all akshing distribution lines Select * All Distribution Lines

" Mt hirg Distribution Lines
Applw changes b &ach exnshing distnBubon ling by malchiing the aesfribubion ine ramGers

" Aeplace Distribation Lines
e e El.i'.’lljl'lﬁ c=Tributiam lines and r'."ﬂlal:'E walh the dretribistan lines |:|"|£||'|§|E'3.

Click “OK”

ok | caneat |

Select “All Distribution Lines” to apply change to all distribution
lines. Then click “OK”.
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Edit Requisition

1. Define Requisition

Z% 2. Add Items and Services
Review the details of your requisition, make any necessary changes, and submit it for approval
Business Unit: LAGPR
Requester:

23055549
Requisition Name:

ftest

LaGuardia ©C - CUNY

“gifion Lines

%

3. Review and Submit
Cristina Matale
test

v Select All /Deselect All
L

*Currency:

Add to Favorite]

UsD
Priority:
PROFTECH LLC

| Medium ¥
10.0000  Each 0.01000 0.10
Total Amount: 010 UsD
Add to Template(s|  Modify Line / Shipping / Accounting | Delete|
Justification'lComments
“
) Send to Vendor |/ Show at Receipt | Show at Voucher
Check Budget |
Save & submit Save & preview approvall Cancel Changes |

Find more items

Make sure the changes have been made by
Z}'__

clicking the triangle and expanding the
chartfields to verify it is correct before final
AT e
CUNYfirst &

submission. After all changes are verified,
click “Save and submit”.
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Comments / Suggestions

If there is material on this training guide
that is confusing or if you have a
suggestion as to how to improve it

Please Contact:

Purchasing at
Purchasing@lagcec.cuny.edu or ext 5525

Ly in :I:_ llllllllllll
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