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eProcurement Requisitioning 

Section 1 - eProcurement Overview 
Section 1 - eProcurement Overview 
  
  

Budget Inquiry 
Section 1 - Lesson 1 Exercise - Scenario 1: Budget Inquiry 

Procedure 

 
It is always a good practice to check for the available budget prior to creating a requisition.  

Although a pre-budget check will be done, performing a Budget Inquiry will inform you 

beforehand if funds are available. 

 

In this lesson, you will learn how to perform a Budget Inquiry.   

 

Please Note:  The budget information that is used in training, will not be the same in the real 

environment.  You will always use the budget that is appropriate for the purchase. 

 
 

Step Action 

1. Click the Main Menu button. 
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Step Action 

2. Note: The CAPPS main menu you see here is for training purposes only and may 

display more functionality (menus) than you will see in your environment. 

 

The view of your home page will vary according to your role. 

3. Only users with access can review budgets in Commitment Control. 

4. Click the Commitment Control menu. 

 

5. Click the Review Budget Activities menu. 

 

6. Click the Budget Details menu. 

 

7. Depending on what type of budget you want to look up , you would select the 

appropriate Ledger Group.  The magnifying glass will list all ledger groups in 

which you have access. 

 

For this example, you will use Organization Ledger Group. 

 

 
 

Step Action 

8. Click the Look Up Button icon. 
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Step Action 

9. These are the Ledger Groups available for training purposes.  The Ledger Groups 

that you will see are according to your User Profile. 

 

 
 

Step Action 

10. Click the ORG link. 
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Step Action 

11. Enter the desired information into the Ledger Group field. Enter "org". 

 

12. Click the ORG option. 

 

13. For the Account field, you may enter the account number or the first few characters 

of the description.   

 

To see all account numbers available to you, select the magnifying glass. 

14. Enter the desired information into the Account field. Enter "cons". 

 

15. Click the CONSUM option. 

 

16. Enter the desired information into the Department field. Enter "300". 

 

17. Click the 300 option. 

 

18. Enter the desired information into the Fund Code field. Enter "0010". 
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Step Action 

19. Click the 0010 option. 

 

20. Enter the desired information into the Appropriation/PCA field. Enter "09004". 

 

21. Click the 09004 option. 

 

22. Enter the desired information into the Appropriation Year field. Enter "2013". 

 

23. Click the 2013 option. 

 

24. Click the Search button. 

 

25. The Budget Details screen provides all of the details for a specific budget.  The 

account that was used in the Search criteria is displayed at the top of the screen. 

26. The Ledger Amount section provides details on Requisitions and Purchase Orders 

that are at a certain point in the Procurement Process. 

27. The budget for a requisition begins when it is budget checked.   

28. Pre-Encumbrance amounts are based upon the Requisitions that have been budget 

checked. 

29. Encumbrances are based upon Requisitions that have been sourced into Purchase 

Orders. 

30. Expenses are POs that have been paid by Accounts Payable. 

31. The Budget amount is the available dollars prior to the Expense, Encumbrance, and 

Pre-Encumbrance. 

32. The Available Budget section is where you will look to see how much money is 

available for spending.  

 

The Available Budget is the Budget line under Ledger Amounts minus the Expense, 

Encumbrance, and Pre-Encumbrance. 
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Step Action 

33. To understand how the Available Budget is determined 

 take a look at how it is calculated:   

 

Budget is $3,000,000.00 

 

Minus Expense $87,502.00 

Minus Encumbrance 31,790.60 

Minus Pre-Encumbrance 877.00 

 

= Available Budget $2,879,830.40 

34. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Section 2 - Creating Requisitions 
Section 2 - Creating Requisitions 

Create Requisition Options - Requisition Home Page 
Section 2 - Lesson 1 Exercises - Scenario 1: Create Requisition Options - Requisition Home 
Page 

Procedure 

 
In this lesson, you will learn about the different Request Options to Create a Requisition and how 

the Requisition Settings page is used. 
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Step Action 

1. Click the Main Menu button. 

 

2. Note: The CAPPS main menu you see here is for training purposes only and may 

display more functionality (menus) than you will see in your environment. 

 

The view of your home page will vary according to your role. 

3. Click the eProcurement menu. 

 

4. Click the Requisition menu. 

 

5. This is the Create Requisition Home page.  This page is where the requester will 

select their Request Options for the Requisition. 

6. Requisition Settings is an option that allows you to define settings for a particular 

requisition.   

 

When information is entered in Requisition Settings, it applies to every line on the 

requisition.   

7. Once a requisition line has been created and added to the cart, the cart will show a 

summary of the number of lines that have been added to the requisition. There are 

currently 0 lines existing. 

8. When all the items have been added, the Checkout button should be clicked to go to 

the Checkout page to review the information for the order and make adjustments as 

needed to the account information, shipping, add comments etc. 
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Step Action 

9. Use the drop down arrow to view the Request Options in a list. 

 

Click the Drop Down button. 

 

10. The two blue boxes below contain All Request Options in order to create a 

requisition. Both of the boxes contain the same options.  One is in a list and the 

other by Icon and name.  Both do the exact same thing.   

11. The Catalog option allows users to browse established catalogs.  Items are 

identified that are regularly purchased for an agency.  Item tables are maintained to 

include pricing changes to ensure appropriate costs are reflected.  

 

Very few agencies use this option due to most of them not maintaining an item 

table or inventory. 

12. The Express Item Entry page allows users to quickly enter detailed information on 

item requests. Can only be used for Catalog and Inventory Items. 

13. Special Request is the option that most of the agencies will use each and every time 

a requisition is created.  It allows users to create requisitions that are not included in 

the catalog of items and has no associated item ID.   

14. The Favorites option provides the user with items that have previously been marked 

as one of their favorite items.  These items may be purchased more frequently so it 

is a faster way to create a requisition containing the item. 

15. The Templates option displays a list of only Personal Templates that were created 

by the user.  Company templates are not available. 
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Step Action 

16. The Recently Ordered option provides a list of items/services that were recently 

ordered. 

 

 
 

Step Action 

17. Click the Requisition Settings link. 

 

18. Entering information on this page is optional.  The entries will default to every 

line on the requisition. 

19. The Requisition Settings page defaults several fields based upon the user 

preference set up.   

 

The Business Unit, Requester, and Currency are defaulted.   
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Step Action 

20. Click the Look up Origin (Alt+5) button. 

 

21. The Origin field defaults however if the request is for someone else then the Origin 

may need to be changed. 

22. The Accounting Date defaults to the current date. 

23. The Requisition Name field is a free-form field where users can personally name 

their requisitions to track them easier.  This is a required field. 

24. Enter the desired information into the Requisition Name field. Enter 

"TRAININGREQ". 

 

25. Click the Priority button. 

 

26. The default for Priority is Medium.   

 

There are options to change to High or Low however the buyer will determine the 

urgency.  This option rarely used.  

27. Click the Medium list item. 

 

28. Click the Special/Priority Purchase Types link. 
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Step Action 

29. These options are available at the Requisition, PO and Procurement Contract 

Levels.   

 

Requesters must provide justification for any requisition prepared for these types, 

especially "Emergency", "After the Fact", and "Confirming Order".  The 

justification should state why regular purchasing procedures were not followed. 

30. Sole Source is a product/service that is only available for purchase through the 

specific identified supplier, usually the manufacturer. 

31. Proprietary is a product where the specifications or conditions of the proposed 

purchase allow only one product to be supplied and precludes any other product or 

supplier from meeting specifications.  It can be either sole source or competitive. 

 

 

32. Emergency is when the purchase being made pursuant to Texas Gov Code 

2155.137.  Emergency purchases occur as the result of unforeseeable circumstances 

and may require an immediate response to avert an actual or potential public threat.  

When the situation arises where normal practices or impractical an emergency 

purchase may be warranted to prevent an hazard to life, health, safety, welfare, 

property or to avoid undo additional cost to the state. 

33. After the Fact is when a purchase was made outside the normal purchasing method 

and the requisition is to provide an avenue to make payment.  Agencies will have 

individual guidelines to address these purchases. 

34. Confirming Order is formally documented after the transaction has occurred. 

35. When one of the Purchase Types is selected, the Comments box must also be 

completed to include the justification for utilizing the special purchase handling. 
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Step Action 

36. Click the OK button. 

 

37. Line Defaults:  Supplier, Supplier Location, and Unit of Measure can be left 

blank. If the requester knows the supplier information they can enter it however it is 

up to the Buyer which Supplier will actually be used. 

 

Note:  The Buyer field may default, if not, the appropriate Buyer must be selected. 

38. The Shipping Defaults section allows the user to change the Ship To, select a Due 

Date, and enter a contact name in the Attention field.  The Due Date should never 

be more than 30 days in the future.  

 

A user can also add a one-time address. 

39. The Accounting Defaults section is used to input the accounting distribution 

(chartfield string) for the items to be purchased.  

 

Remember:  The information entered in Requisition Settings applies to every line 

on the requisition.  If any line needs to be changed it can be done on the line of the 

requisition not here.   

40. The Percent field is used to indicate what percentage of the chartfield string will 

cover the costs of the requisition line.   If it should cover all of it, the percent would 

be 100.   

 

If additional chartfield strings are added on the requisition to split the cost, the 

percentages can be adjusted on the line of the requisition.    
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Step Action 

41. Users will enter the chartfield string that is applicable to their purchase.   

 

 
 

Step Action 

42. Click the Details link. 

 

43. The Details tab displays the Budget Date and additional inventory information in 

the IN Unit and Stat fields, if applicable. 

44. Click the Asset Information link. 

 

45. The Asset Information tab provides information about a purchase classified as an 

asset.  This information is required for any purchase that contains an account 

number that has been defined as an asset account. 

 

The AM Business Unit and Profile ID must be associated with the purchase 

request.  Requesters must follow their agency procedures for obtaining the asset 

information for purchase requests. 

 

Important: This information gets carried through to the Purchase Order, Receipt 

and AP voucher and is also processed in Asset Management. 

46. Click the Show all columns button. 
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Step Action 

47. The Show All Columns button opened up additional columns for the Asset 

Information section. 

48. Click the Horizontal scrollbar. 

49. Click the OK button. 

 

50. The next step is to begin your requisition by clicking on Special Requests.  The 

entries on Requisition Settings will apply to only the current requisition.   

 

The information does not save for a requisition created later. 

51. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Creating an ePro Requisition for Multiple Goods 
Section 2 - Lesson 1 Exercises - Scenario 2:  Creating an ePro Requisition for Multiple Goods 

Procedure 

 
In this lesson, you will learn how to create a requisition for office supplies.   

 

The following scenario will be used: 

 

You have searched online for office supply items through Tech/Office Depot and was able to 

capture the description and item numbers for the supplies below: 

 

1) Paper (white), 8 1/2x11, 20lb, 500 sheets per ream, 10 cases at 45.99 per case 

2) Folders, Color Hanging Pocket, Letter size, pk of 4, Item #394328, 5 pks at 19.99 per pack 

3) Pens, (Blk), Uniball Retractable Gel, .7mm, Mt Pt., Pk of 12, 20 pks at 19.99 per pack 

 

Requisition Settings will be used in order to default supplier and accounting information for 

each line on the requisition. 

 

Tech/Office Depot will be the supplier entered on the requisition (although the Buyer can change 

the supplier selected). 
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Step Action 

1. Click the Main Menu link. 

 

2. Note: The CAPPS main menu you see here is for training purposes only and may 

display more functionality (menus) than you will see in your environment. 

 

The view of your home page will vary according to your role. 
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Step Action 

3. Click the eProcurement menu. 

 

4. Click the Requisition menu. 
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Step Action 

5. Click the Requisition Settings link. 

 

6. The Requisition Settings page will default the Supplier, Buyer, Shipping and the 

Accounting Chartfield string on every line of the requisition. 
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Step Action 

7. Enter the desired information into the Requisition Name field. Enter "OFFICE 

SUPPLIES". 

 

8. Click the Supplier Lookup button. 

 

 

 
 

Step Action 

9. Enter the desired information into the Name field. Enter "office depot". 

 

10. Click the Find button. 

 

11. Click the 1061526627 link. 

 

12. Based on your agency's configuration, Buyers can be associated: 

 

- to particular NIGP Class/Items 

- with a specific Orgin 

- for specific workflow management 
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Step Action 

13. If the Buyer information did not default, it must be entered. 

 

Click the Look up Buyer (Alt+5) button. 

 

14. Click the TXTESTBUYR1 link. 

 

15. Enter the desired information into the Percent field. Enter "100". 

16. Note:  The Chartfields used in training are for demonstration only.   

 

You will always use the chartfield string that is appropriate for the purchase. 

17. Enter the desired information into the Account field. Enter "7330". 

18. Enter the desired information into the Fund field. Enter "0010". 

19. Enter the desired information into the Dept field. Enter "3000". 

20. Enter the desired information into the Program field. Enter "20". 

21. Enter the desired information into the Appn/PCA field. Enter "09004". 

22. Enter the desired information into the Appn Year field. Enter "201301". 

23. Enter the desired information into the Agy Chartfield 1 field. Enter "b1". 
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Step Action 

24. Click the OK button. 

 

 

 
 

Step Action 

25. Click the Special Requests link. 

 

26. The Supplier information defaulted from the entries made on the Requisition 

Setting page. 
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Step Action 

27. Enter the desired information into the Item Description field. Enter "8 1/2x11 white 

paper, 20lb, 500 sheets per ream". 

 

28. Enter the desired information into the Price field. Enter "45.99". 

 

29. Enter the desired information into the Quantity field. Enter "10". 

 

30. Click the Look up Unit of Measure (Alt+5) button. 

 

31. Click the CS link. 

 

32. Click the Category Lookup button. 
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Step Action 

33. Click the Description list item. 

 

34. Enter the desired information into the Search By field. Enter "paper". 

 

35. Click the Find button. 

 

36. Click the PAPER, FOR OFFICE AND PRINT SHOP USE link. 

 

37. The Due Date is not a required field.  If it is entered, it should not be more than 30 

days in the future. 
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Step Action 

38. To move down the page,  

Click the Vertical Scrollbar. 

39. Click the Add to Cart button. 

 

40. You will now add the second item to the requisition. 

41. Enter the desired information into the Item Description field. Enter "Folders, 

Color Hanging Pocket, Letter size, pk of 4, Item#394328". 

 

42. Enter the desired information into the Price field. Enter "19.99". 

 

43. Enter the desired information into the Quantity field. Enter "5". 

 

44. Click the Look up Unit of Measure (Alt+5) button. 

 

45. Click the Vertical Scrollbar. 

46. Click the PAK list item. 
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Step Action 

47. Click the Category Lookup link. 

 

 

 
 

Step Action 

48. Click the Search By list. 

 

49. Click the Description list item. 

 

50. Enter the desired information into the Search By field. Enter "office". 

 

51. Click the Find button. 

 

52. Click the OFFICE SUPPLIES: ERASERS, INKS, LEADS, PENS, PENCILS, 

ETC. link. 
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Step Action 

53. To move down the page, 

Click the Vertical Scroll bar. 

54. Click the Add to Cart button. 

 

55. You will now add the third item to the requisition. 

56. Enter the desired information into the Item Description field. Enter "Pens, Uniball 

Retractable Gel (Black), .7mm, Md Pt. Pk of 12". 

 

57. Enter the desired information into the Price field. Enter "19.99". 

 

58. Enter the desired information into the Quantity field. Enter "20". 

 

59. Click the Look up Unit of Measure (Alt+5) button. 

 

60. Click the Vertical Scroll bar. 

61. Click the PAK link. 

 



CAPPS Financials 
EUT Course  

 

 Page 26 

Step Action 

62. Click the Category Lookup button. 

 

 

 
 

Step Action 

63. Click the Search By list. 

 

64. Click the Description list item. 

 

65. Enter the desired information into the Search By field. Enter "office". 

 

66. Click the Find button. 

 

67. Click the OFFICE SUPPLIES: ERASERS, INKS, LEADS, PENS, PENCILS, 

ETC. link. 
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Step Action 

68. To move down the page,  

Click the Vertical Scroll bar. 

69. Click the Add to Cart button. 

 

70. Check the Shopping Cart to review the details of the 3 lines that were added. 

 

Click the 3 Lines link. 
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Step Action 

71. Click the Return button. 
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Step Action 

72. Click the Checkout button. 

 

73. The Requisition Name pulled over from it being entered on the Requisition 

Settings page. 

 

If the Requisition Settings page was not used, then the Requisition Name must be 

entered. 

74. Cart Summary is displayed with the Total Amount. 

75. All three Requisition Lines are listed with the Description, Supplier, Quantity, 

UOM, and Price. 

 

 
 

Step Action 

76. Click the Show Ship To and Accounting button. 

 

77. The Shipping Line 1 information is displayed below the first item and can be 

changed as applicable. It defaults according to the User Profile.   

 

Each line will display its own Shipping Information. 

78. Click the Expand Account Lines section button. 
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Step Action 

79. Click the Chartfields2 link. 

 

80. You will see on the Chartfields2 tab that the chartfield string is already on this line 

of the requisition because it was entered on the Requisition Settings page. 

 

If the Requisition Settings page was not used then you would enter the Chartfields 

here for Line 1 and follow the same steps for Lines 2 and 3.  

81. To close this shipping section out of view,  

 

Click the Collapse Section button. 

 

82. Click the Show Ship To and Accounting button. 

 

83. Click the Expand section button. 

 

84. Notice for Line 2 the same Chartfields2 fields  were filled in from the Requisition 

Settings page. 

85. Click the Vertical Scroll bar. 

86. Click the Show Ship To and Accounting button. 

 

87. Click the Expand section button. 

 

88. Click the Chartfields2 link. 

 

89. Notice for Line 3 the same Chartfields2 fields were filled in from the Requisition 

Settings page. 

90. Click the Vertical Scroll bar. 

91. Click the Horizontal Scroll bar. 

 

92. The Check Budget button is used only after the requisition has been Approved.   

 

This action pre-encumbers funds. 

93. The Budget Checking Status will remain Not Checked until the Pre-Check 

Budget or Check Budget buttons are selected. 
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Step Action 

94. Pre-Check Budget checks the budget for available funds.   

 

It does not pre-encumber. 

 

Click the Pre-Check Budget link. 

 

95. Click the OK button. 

 

96. Pre-Budget Checking saves the Requisition in an Open Status, and assigns a 

Requisition ID#. 

97. If no additional steps are taken, the requisition will sit in an Open Status.   

 

It must be Saved and Submitted in order to route to Approvers. 

 

 
 

Step Action 

98. Click the Edit This Requisition link. 

 

99. If you wanted to Save for Later instead of Submitting you would select Save for 

Later.  Later, you are able to open the requisition back up and finish processing it. 

 

In this example, you will Save and submit. 
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Step Action 

100. You will need to Save and Submit in order to route the requisition to the designated 

Approvers. 

 

Click the Save & submit button. 

 

101. The requisition has been routed to the Approver(s) via workflow.   

 

Once Approver 1 approves the requisition the status will change from Pending to 

Approved. It will then route to Approver 2 with a status of Pending until it is 

approved by Approver 2.  

 

The approver is notified via email when they have a Pending status. 

102. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Creating an ePro Requisition for a Good with SpeedChart 
Section 2 - Lesson 1 Exercises - Scenario 3: Creating an ePro Requisition for a Good with 
SpeedChart 

Procedure 
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In this lesson you will create a requisition for wastebaskets and will learn how to use the 

SpeedChart option for the Accounting lines. The SpeedChart distributes multiple chartfields for a 

requisition line.   

 

The following scenario will be used: 

 

Wastebaskets, (Blk), Rubbermaid Durable Polyethylene, 3 1/4 gal, Item #221457 

Price:  5.99 

Quantity: 50 

Unit of Measure:  Each 

 

Supplier:  Tech/Office Depot 

SpeedChart:  IT_FIN_SPL (only in training) 

 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Note: The CAPPS main menu you see here is for training purposes only and may 

display more functionality (menus) than you will see in your environment. 

 

The view of your home page will vary according to your role. 

3. Click the eProcurement link. 
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Step Action 

4. Click the Requisition link. 

 

 

 
 

Step Action 

5. Click the Special Requests link. 
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Step Action 

6. Enter the desired information into the Item Description field. Enter "Wastebaskets 

(blk), Rubbermaid Durable Polyethylene, 3 1/4 gal, Item #221457". 

 

7. Enter the desired information into the Price field. Enter "7.99". 

 

8. Enter the desired information into the Quantity field. Enter "50". 

 

9. Enter the desired information into the Unit of Measure field. Enter "ea". 

 

10. Enter the desired information into the NIGP Class field. Enter "015". 

 

11. The Due Date is not required but can be entered.  It should not be more than 30 days 

in the future. 

 

Click the Choose a date (Alt+5) button. 

 

12. Click the 31 link. 
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Step Action 

13. Click the Supplier Lookup button. 

 

 

 
 

Step Action 

14. Enter the desired information into the Name field. Enter "office depot". 

 

15. Click the Find button. 

 

16. Click the 1061526627 link. 
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Step Action 

17. Click the Vertical Scroll bar. 

18. Click the Add to Cart button. 

 

19. Click the Checkout button. 
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Step Action 

20. Enter the desired information into the Requisition Name field. Enter 

"WASTEBASKETS". 

 

21. Click the Show Ship To and Accounting button. 

 

22. Click the Vertical Scroll bar. 

23. Click the Accounting Lines Expand section button. 

 

24. SpeedChart tables are built into the system to allow ease of entry for chartfield 

data.   

 

SpeedCharts are created and maintained by the agencies and may be a single line or 

may have multiple distribution lines allocated to different departments or PCAs. 

25. Click the Look up SpeedChart (Alt+5) button. 

 

26. Click the IT_FIN_SPL link. 

 

27. On the Chartfields1 tab, you will notice that now there are two lines that are evenly 

distributing the quantity. 
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Step Action 

28. Click the Chartfields2 link. 

 

29. On the Chartfields2 tab, there are two departments that will be charged for this 

requisition. 

30. Scroll right to view additional fields, 

 

Click the Horizontal Scroll bar. 

 

31. To move down the page,  

Click the Vertical Scroll bar. 

32. The Check Budget button is used only after the requisition has been Approved.   

 

This action pre-encumbers funds. 

33. Pre-Check Budget checks the budget for available funds.   

 

It does not pre-encumber. 

 

Click the Pre-Check Budget link. 

 

34. Click the OK button. 

 

35. Pre-Budget Checking saves the Requisition in an Open Status, and assigns a 

Requisition ID#. 

36. If no additional steps are taken, the requisition will sit in an Open Status.   

 

It must be Saved and Submitted in order to route to Approvers. 
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Step Action 

37. Click the Edit This Requisition link. 

 

38. If you wanted to Save for Later instead of Submitting you would select Save for 

Later.  Later, you are able to open the requisition back up and finish processing it. 

 

In this example, you will Save and submit. 
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Step Action 

39. You will need to Save and submit in order to route the requisition to the designated 

Approvers. 

 

Click the Save & submit button. 

 

40. The Workflow of approvals routes the requisition to the Approvers that have been 

setup in the system. 

 

The requisition is now in Pending status awaiting approval from Approver 1.   

41. Once Approver 1 approves the requisition the status will change from Pending to 

Approved. It will then route to Approver 2 with a status of Pending until it is 

approved by Approver 2.  

 

The approver is notified via email when they have a Pending status. 

42. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Creating an ePro Requisition for a Service 
Section 2 - Lesson 1 Exercises - Scenario 4: Creating an ePro Requisition for a Service 

Procedure 

 
In this lesson you will learn how to create a requisition for a Service (Consultant providing 

Professional Development Training).   
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The following scenario will be used: 

 

Your department will be seeking outside services for Professional Development training. 

 

Price:  $100.00 

Quantity:  500 

Unit of Measure:  Hrs 

 

 

 
 

Step Action 

1. Click the Main Menu link. 

 

2. Note: The CAPPS main menu you see here is for training purposes only and may 

display more functionality (menus) than you will see in your environment. 

 

The view of your home page will vary according to your role. 
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Step Action 

3. Click the eProcurement menu. 

 

4. Click the Requisition menu. 
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Step Action 

5. Click the Special Requests link. 
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Step Action 

6. Enter the desired information into the Item Description field. Enter 

"PROFESSIONAL DEVELOPMENT CONSULTING SERVICES". 

 

7. The price for this service is the amount that the consultant will be paid per hour. 

 

Enter the desired information into the Price field. Enter "100.00". 

 

8. They will work a quantity of 500 hours. 

 

Enter the desired information into the Quantity field. Enter "500". 

 

9. The Unit of Measure will be Hours. 

 

Click the Look up Unit of Measure (Alt+5) button. 

 

10. Click the Vertical Scroll bar. 

11. Click the HR link. 

 

12. Click the Category Lookup button. 
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Step Action 

13. Click the Search By list. 

 

14. Click the Description list item. 

 

15. Enter the desired information into the Search By field. Enter "CONSULT". 

 

16. Click the Find button. 

 

17. Click the CONSULTING SERVICES link. 

 

18. The Due Date is not required but can be entered.  It should not be more than 30 days 

in the future. 
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Step Action 

19. To move down the page,  

Click the Vertical Scroll bar. 

20. Click the Add to Cart button. 

 

21. Click the 1 Line link. 
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Step Action 

22. Click the Return button. 
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Step Action 

23. Click the Checkout button. 

 

 

 
 

Step Action 

24. Enter the desired information into the Requisition Name field. Enter "PROF DEV 

CONSULTANT SERVICES". 

 

25. Cart Summary is displayed with the Total Amount. 

26. Click the Show Ship To and Accounting button. 

 

27. The Shipping Line 1 information is displayed and can be changed as applicable. It 

defaults according to the User Profile.   

28. Click the Expand section button. 

 

29. Click the Chartfields2 object. 

 

30. The appropriate Chartfield string must be entered for every line that exists on a 

requisition.  
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Step Action 

31. Click the Look up Account (Alt+5) button. 

 

32. Click the Vertical Scroll bar. 

33. Click the CONSULTANT SERVICES-OTHER link. 

 

34. Click the Look up Fund (Alt+5) button. 

 

35. Click the 0010 link. 

 

36. Click the Look up Dept (Alt+5) button. 

 

37. Click the 3000 link. 

 

38. Click the Look up Program (Alt+5) button. 

 

39. Click the 20 link. 

 

40. Click the Look up Appn/PCA (Alt+5) button. 

 

41. Click the 09004 link. 

 

42. Click the Horizontal Scroll bar. 

 

43. Click the Look up Appropriation Year (Alt+5) button. 

 

44. Click the Vertical Scroll bar. 

45. Click the 201301 link. 

 

46. Click the Horizontal Scroll bar. 

 

47. Click the Chartfields3 object. 
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Step Action 

48. Click the Horizontal Scroll bar. 

 

49. Click the Look up Agy Chartfield 1 (Alt+5) button. 

 

50. Click the B1 link. 

 

51. Scroll left to view the left side of the window. 

 

Click the Horizontal Scrollbars. 

 

52. To move down the page, 

Click the Vertical Scroll bar. 

53. When justification for the approval is needed, you can enter this information in the 

Approval Justification textbox.   

 

The approver and buyer will be able to view this information. 

54. Enter the desired information into the Enter approval justification for this 

requisition field. Enter "Professional development consultant services per 

leadership request for support staff.". 

 

55. The Check Budget button is used only after the requisition has been Approved.   

 

This action pre-encumbers funds. 

56. Pre-Check Budget checks the budget for available funds.   

 

It does not pre-encumber. 

 

Click the Pre-Check Budget link. 

 

57. Click the OK button. 

 

58. Pre-Budget Checking saves the Requisition in an Open Status, and assigns a 

Requisition ID#. 

59. If no additional steps are taken, the requisition will sit in an Open Status.   

 

It must be Saved and Submitted in order to route to Approvers. 
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Step Action 

60. Click the Edit This Requisition link. 

 

61. If you wanted to Save for Later instead of Submitting you would select Save for 

Later.  Later, you are able to open the requisition back up and finish processing it. 

 

In this example, you will Save and submit. 
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Step Action 

62. You will need to Save and submit in order to route the requisition to the designated 

Approvers. 

 

Click the Save & submit button. 

 

63. The requisition has been routed to the Approver(s) via workflow.   

 

The requisition is now in Pending status awaiting approval from Approver 1. 

   

64. Once Approver 1 approves the requisition the status will change from Pending to 

Approved. It will then route to Approver 2 with a status of Pending until it is 

approved by Approver 2.  

65. After Approver 2 approves the requisition, it will route to Approver 4.  

66. Approver 4 is an additional FIN approver that is required due to the $50,000 Total 

Dollar Amount of the requisition.   

67. Congratulations! You have successfully completed this lesson. 

End of Procedure. 

Creating an ePro Requisition for an Asset 
Section 2 - Lesson 1 Exercises - Scenario 5: Creating an ePro Requisition for an Asset 

Procedure 

 
In the lesson, you will learn how to create a requisition for an Asset Item. 
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The following scenario will be used: 

 

Line 1 

Description:  Dell Laptop Computer 

Price:  1250 

Quantity: 5 

Unit of Measure:  Each 

 

Line 2 

Description:  Dell Desktop Computer 

Price: 875.00 

Quantity: 3 

Unite of Measure: Each 

 

 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Note: The CAPPS main menu you see here is for training purposes only and may 

display more functionality (menus) than you will see in your environment. 

 

The view of your home page will vary according to your role. 
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Step Action 

3. Click the eProcurement menu. 

 

4. Click the Requisition menu. 

 

 

 
 

Step Action 

5. Click the Special Requests link. 
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Step Action 

6. Enter the desired information into the Item Description field. Enter "Dell Laptop 

Computer". 

 

7. Enter the desired information into the Price field. Enter "1250.00". 

 

8. Enter the desired information into the Quantity field. Enter "5". 

 

9. Click the Look up Unit of Measure (Alt+5) button. 

 

10. Click the Vertical Scroll bar. 

11. Click the EA link. 

 

12. Click the Category Lookup button. 
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Step Action 

13. Click the Search By list. 

 

14. Click the Search By list. 

 

15. Click the Description list item. 

 

16. Enter the desired information into the Search By field. Enter "computers". 

 

17. Click the Find button. 

 

18. Click the COMPUTER HARDWARE AND PERIPHERALS FOR 

MICROCOMPUTERS link. 
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Step Action 

19. The Due Date is not required but can be entered.  It should not be more than 30 days 

in the future. 

 

Click the Choose a date (Alt+5) button. 

 

20. Click the 21 link. 

 

21. Click the Vertical Scroll bar. 

22. Click the Add to Cart button. 

 

23. Enter the desired information into the Item Description field. Enter "Dell Desktop 

Computer". 

 

24. Enter the desired information into the Price field. Enter "875.00". 

 

25. Enter the desired information into the Quantity field. Enter "3". 

 

26. Click the Look up Unit of Measure (Alt+5) button. 
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Step Action 

27. Click the Vertical Scroll bar. 

28. Click the EA link. 

 

29. Click the Category Lookup button. 

 

 

 
 

Step Action 

30. Click the Search By list. 

 

31. Click the Description list item. 

 

32. Enter the desired information into the Search By field. Enter "computer". 

 

33. Click the Find button. 
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Step Action 

34. Click the COMPUTER HARDWARE AND PERIPHERALS FOR 

MICROCOMPUTERS link. 

 

 

 
 

Step Action 

35. The Due Date is not a required field.  If it is entered, it should not be more than 30 

days in the future. 

 

Click the Choose a date (Alt+5) button. 

 

36. Click the 21 link. 

 

37. To move down the page, 

Click the Vertical Scroll bar. 

38. Click the Add to Cart button. 

 

39. Click the 2 Lines link. 
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Step Action 

40. Click the Return button. 
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Step Action 

41. Click the Checkout button. 

 

 

 
 

Step Action 

42. Enter the desired information into the Requisition Name field. Enter 

"COMPUTERS". 

 

43. Cart Summary is displayed with the Total Amount. 

44. Click the Show Ship To and Accounting button. 

 

45. The Shipping Line 1 information is displayed and can be changed as applicable. It 

defaults according to the User Profile.   

46. Click the Expand section button. 

 

47. Click the Vertical Scroll bar. 

48. Click the Chartfields2 link. 
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Step Action 

49. The appropriate Chartfield string must be entered for every line that exists on a 

requisition.  

50. Click the Look up Account (Alt+5) button. 

 

51. Click the Vertical Scroll bar. 

52. Click the PERSONAL PROPERTY-COMPUTER EQUIPMENT-EXPEN link. 

 

53. Click the Look up Fund (Alt+5) button. 

 

54. Click the 0010 link. 

 

55. Click the Look up Dept (Alt+5) button. 

 

56. Click the 3000 link. 

 

57. Click the Horizontal Scroll bar. 

 

58. Click the Look up Program (Alt+5) button. 

 

59. Click the 20 link. 

 

60. Click the Look up Appn/PCA (Alt+5) button. 

 

61. Click the 09004 link. 

 

62. Click the Look up Appropriation Year (Alt+5) button. 

 

63. Click the Vertical Scroll bar. 

64. Click the 201301 link. 

 

65. Click the Horizontal Scroll bar. 
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Step Action 

66. Click the Chartfields3 link. 

 

67. Click the Horizontal Scroll bar. 

 

68. Click the Look up Agy Chartfield 1 (Alt+5) button. 

 

69. Click the B1 link. 

 

70. Click the Horizontal Scroll bar. 

 

71. Whenever an asset is being ordered, the appropriate Asset Info must be entered on 

the Asset Information tab. 

 

Click the Asset Information link. 

 

72. Click the Horizontal Scroll bar. 

 

73. Click the Look up AM Business Unit (Alt+5) button. 

 

74. Click the 03200 link. 

 

75. Click the Look up Profile ID (Alt+5) button. 

 

76. Click the Microcomputers Portable link. 

 

77. Click the Show Ship To and Accounting button. 

 

78. Click the Expand section button. 

 

79. Click the Chartfields2 link. 
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Step Action 

80. The appropriate Chartfield string must be entered for Line 2.   

 

Depending upon the item on Line 2, the chartfields may or may not be the same as 

Line 1.  In this case, they will be the same. 

81. Click the Look up Account (Alt+5) button. 

 

82. Click the Vertical Scroll bar. 

83. Click the 7378 link. 

 

84. Click the Look up Fund (Alt+5) button. 

 

85. Click the 0010 link. 

 

86. Click the Look up Dept (Alt+5) button. 

 

87. Click the 3000 link. 

 

88. Click the Horizontal Scroll bar. 

 

89. Click the Look up Program (Alt+5) button. 

 

90. Click the 20 link. 

 

91. Click the Look up Appn/PCA (Alt+5) button. 

 

92. Click the 09004 link. 

 

93. Click the Look up Appropriation Year (Alt+5) button. 

 

94. Click the Vertical Scroll bar. 

95. Click the 201301 link. 
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Step Action 

96. Click the Chartfields3 link. 

 

97. Click the Look up Agy Chartfield 1 (Alt+5) button. 

 

98. Click the B1 link. 

 

99. Click the Asset Information link. 

 

100. Click the Vertical Scroll bar. 

 

101. Click the Look up AM Business Unit (Alt+5) button. 

 

102. Click the 03200 link. 

 

103. Click the Look up Profile ID (Alt+5) button. 

 

104. Click the Desktop Microcomputer link. 

 

105. Click the Vertical Scroll bar. 

106. The Check Budget button is used only after the requisition has been Approved.   

 

This action pre-encumbers funds. 

107. Pre-Check Budget checks the budget for available funds.   

 

It does not pre-encumber. 

 

Click the Pre-Check Budget link. 

 

108. Click the OK button. 

 

109. Pre-Budget Checking saves the Requisition in an Open Status, and assigns a 

Requisition ID#. 
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Step Action 

110. If no additional steps are taken, the requisition will sit in an Open Status.   

 

It must be Saved and Submitted in order to route to Approvers. 

 

 
 

Step Action 

111. Click the Edit This Requisition link. 
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Step Action 

112. To move down the page, 

Click the Vertical Scroll bar. 

113. If you wanted to Save for Later instead of Submitting you would select Save for 

Later.  Later, you are able to open the requisition back up and finish processing it. 

 

In this example, you will Save and submit. 

114. You will need to Save and submit in order to route the requisition to the designated 

Approvers. 

 

Click the Save & submit button. 

 

115. The Workflow of approvals routes the requisition to the Approvers that have been 

setup in the system. 

 

The requisition is now in Pending status awaiting approval from Approver 1.   

116. Once Approver 1 approves the requisition, the status will change from Pending to 

Approved. It will then route to Approver 2 with a status of Pending until it is 

approved by Approver 2.  

 

The approver is notified via email when they have a Pending status. 

117. After Approver 2 approves the requisition, it will route to Approver 3.  

118. Approver 3 is in the approval workflow due to this requisition containing Asset 

Items.  The appropriate Asset Mgmt approval is also required.  
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Step Action 

119. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Creating an ePro Requisition for a Utility (Amount Only) 
Section 2 - Lesson 1 Exercises - Scenario 6: Creating an ePro Requisition for a Utility (Amount 
Only) 

Procedure 

 
In this lesson, you will create an Amount Only requisition for a Utility. 

 

The following scenario will be used: 

 

You are paying the Electricity Utility bill for the year and want to create an (Amount Only) 

requisition where you have allocated funds for the total amount but will receive against the 

monthly invoices by dollar amount and not quantity.  

 

This allows you to create a receipt to pay for the amount of the invoices received per month.  At 

the end of the year, all of the receipts should total the full amount of the requisition (or come 

close to the full amount). 

 

Description:  Electricity Utility Bill 

Price: 25,000 

Quantity: 1 

Unit of Measure:  LOT 

Line Details:  Select Amount Only 
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Step Action 

1. Click the Main Menu link. 

 

2. Note: The CAPPS main menu you see here is for training purposes only and may 

display more functionality (menus) than you will see in your environment. 

 

The view of your home page will vary according to your role. 

 

 
 

Step Action 

3. Click the eProcurement menu. 

 

4. Click the Requisition menu. 
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Step Action 

5. Click the Special Requests link. 
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Step Action 

6. Enter the desired information into the Item Description field. Enter 

"ELECTRICITY UTILITY BILL". 

 

7. Enter the desired information into the Price field. Enter "25,000". 

 

8. For an Amount Only requisition, the total price for a specific period will be entered 

and quantity will be "1".   

9. Enter the desired information into the Quantity field. Enter "1". 

 

10. Enter the desired information into the Unit of Measure field. Enter "LOT". 

 

11. Enter the desired information into the Unit of Measure field. Enter "LOT". 

 

12. Click the LOT object. 

 

13. Enter the desired information into the NIGP Class field. Enter "968". 

 

14. To move down the page, 

 

Click the Vertical Scroll bar. 

15. Click the Add to Cart button. 

 

16. Click the Checkout button. 
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Step Action 

17. Enter the desired information into the Requisition Name field. Enter "UTILITY 

BILL". 

 

18. Cart Summary is displayed with the Total Amount. 

19. Scroll right to view additional information. 

 

Click the Horizontal Scroll bar. 

 

20. In order for this requisition to be processed as (Amount Only), the Amount Only 

check box must be checked on the Line Details page. 

21. Click the Line Details button. 

 

22. Once the PO process has completed, it will be necessary to receive by amount 

instead of quantity.  The Amount Only check box must be checked in order for this 

to happen. 
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Step Action 

23. Click the Amount Only option. 
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Step Action 

24. Click the Vertical Scroll bar. 

 

 
 

Step Action 

25. Click the OK button. 

 

26. To scroll left to view additional information, 

 

Click the Horizontal Scroll bar. 

27. Click the Show Ship To and Accounting button. 

 

28. The Shipping Line 1 information is displayed and can be changed as applicable. It 

defaults according to the User Profile.   

29. Click the Expand section button. 

 

30. Click the Vertical Scroll bar. 

31. Click the Chartfields2 link. 

 

32. The appropriate Chartfield string must be entered for every line that exists on a 

requisition.  
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Step Action 

33. Click the Look up Account (Alt+5) button. 

 

 

 
 

Step Action 

34. Click the Vertical Scroll bar. 

35. Click the 7501 link. 
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Step Action 

36. Click the Look up Fund (Alt+5) button. 

 

37. Click the 0010 link. 

 

38. Click the Look up Dept (Alt+5) button. 

 

39. Click the 3000 link. 

 

40. Click the Look up Program (Alt+5) button. 

 

41. Click the 20 link. 

 

42. Click the Look up Appn/PCA (Alt+5) button. 

 

43. Click the 09004 link. 

 

44. Click the Horizontal Scroll bar. 
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Step Action 

45. Click the Look up Appropriation Year (Alt+5) button. 

 

46. Click the 201301 link. 

 

47. Click the Chartfields3 object. 

 

48. Click the Look up Agy Chartfield 1 (Alt+5) button. 

 

49. Click the B1 link. 

 

50. Click the Horizontal Scroll bar. 

 

51. Click the Vertical Scroll bar. 

52. The Check Budget button is used only after the requisition has been Approved.   

 

This action pre-encumbers funds. 

53. Pre-Check Budget checks the budget for available funds.   

 

It does not pre-encumber. 

Click the Pre-Check Budget link. 

 

54. Click the OK button. 

 

55. Pre-Budget Checking saves the Requisition in an Open Status, and assigns a 

Requisition ID#. 

56. If no additional steps are taken, the requisition will sit in an Open Status.   

 

It must be Saved and Submitted in order to route to Approvers. 
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Step Action 

57. Click the Edit This Requisition link. 
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Step Action 

58. Click the Vertical Scroll bar. 

59. If you wanted to Save for Later instead of Submitting you would select Save for 

Later.  Later, you are able to open the requisition back up and finish processing it. 

 

In this example, you will Save and submit. 

60. You will need to Save and submit in order to route the requisition to the designated 

Approvers. 

 

Click the Save & submit button. 

 

61. The requisition has been routed to the Approver(s) via workflow.  Notice how it has 

an additional Finance Approval required due to the Dollar amount of the requisition. 

62. The Workflow of approvals routes the requisition to the Approvers that have been 

setup in the system. 

 

The requisition is now in Pending status awaiting approval from Approver 1.   

63. Once Approver 1 approves the requisition, the status will change from Pending to 

Approved. It will then route to Approver 2 with a status of Pending until it is 

approved by Approver 2.  

 

The approver is notified via email when they have a Pending status. 

64. After Approver 2 approves the requisition, it will route to Approver 4.  

65. Approver 4 is an additional FIN approver that is required due to the $25,000 Total 

Dollar Amount of the requisition.   

66. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Creating an ePro Requisition for a Blanket Order 
Section 2 - Lesson 1 Exercises - Scenario 7: Creating an ePro Requisition for a Blanket Order 

Procedure 

 
In the lesson,  you will learn how to create a Blanket Order requisition. 

 

The following scenario will be used:   

 

You are in need of an estimated 100 electrical sockets from the supplier (Graybar). The sockets 

will be needed from present date to the end of the calendar year at the stated price of $50 each.  

 

Requisition Header Comments for the Buyer: The total quantity will not be more than 100.  Parts 

will be needed on demand through the end of the calendar year.  No shelf space in warehouse to 

house the items.  
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Step Action 

1. Click the Main Menu button. 

 

2. Click the eProcurement menu. 

 

3. Click the Requisition menu. 

 

4. Using Requisition Settings is not required, but it can save time if this information is 

appropriate to default on the lines of the requisition. 
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Step Action 

5. Click the Requisition Settings link. 
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Step Action 

6. Enter the desired information into the Requisition Name field. Enter "BLANKET 

ELECTRICAL SOCKETS". 

 

7. Click the Supplier Lookup button. 

 

 

 
 

Step Action 

8. Enter the desired information into the Name field. Enter "GRAYBAR". 

 

9. Click the Find button. 

 

10. Click the 1130794380 link. 
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Step Action 

11. Enter the desired information into the Percent field. Enter "100". 

12. The appropriate Chartfield string must be entered. 

13. Enter the desired information into the Account field. Enter "7330". 

14. Enter the desired information into the Fund field. Enter "0010". 

15. Enter the desired information into the Dept field. Enter "3000". 

16. Enter the desired information into the Program field. Enter "20". 

17. Enter the desired information into the Appn/PCA field. Enter "09004". 

18. Enter the desired information into the Appn Year field. Enter "201301". 

19. Enter the desired information into the Agy Chartfield 1 field. Enter "B1". 

20. Click the Vertical Scroll bar. 

21. Click the OK button. 
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Step Action 

22. Click the Special Requests link. 

 

23. Notice that the Supplier that was entered in Requisition Settings defaulted to the 

Supplier field as expected. 
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Step Action 

24. Make sure that Blanket is included in the Item description field. This helps the 

Buyer easily identify the type of requisition. 

 

Enter the desired information into the Item Description field. Enter 

"ELECTRICAL SOCKETS - BLANKET". 

 

25. Enter the desired information into the Price field. Enter "50". 

 

26. Enter the desired information into the Quantity field. Enter "100". 

 

27. Enter the desired information into the Unit of Measure field. Enter "EA". 

 

28. Enter the desired information into the NIGP Class field. Enter "005". 

 

29. To move down the page, 

 

Click the Vertical Scroll bar. 

30. The Additional Information section allows a requester to enter specific comments 

to share with the Buyer or may enter specific comments that need to be shared with 

a Supplier, Receiving or with Accounts Payable.   

 

These comments will follow through to the subsequent documents being created. 

31. Enter the desired information into the Additional Information field. Enter "Note to 

Buyer:  Requesting that these items be available for order from present date to 

end of calendar year at state price.  Total quantity needed during blanket order 

period will be not more than 100 units.  Parts will be needed on demand 

through end of calendar year.  No shelf space in warehouse to accommodate all 

100 items". 

 

32. Click the Vertical Scroll bar. 

33. Click the Add to Cart button. 

 

34. Click the Checkout button. 
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Step Action 

35. The Requisition Name has defaulted from the Requisition Settings page. 

36. Cart Summary is displayed with the Total Amount. 

37. The Shipping and Accounting information will default to the line on the requisition 

so they don't need to be changed.   

 

We will continue to Pre-Budget Check. 

 

 
 

Step Action 

38. To move down the page,  

 

Click the Vertical Scroll bar. 

39. Pre-Check Budget checks the budget for available funds.   

 

It does not pre-encumber. 

Click the Pre-Check Budget link. 
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Step Action 

40. Click the OK button. 
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Step Action 

41. To move down the page, 

 

Click the Vertical Scroll bar. 

42. The Pre-Check of Budget is Provisionally Valid.   

43. You will need to Save and submit in order to route the requisition to the designated 

Approvers. 

 

Click the Save & submit button. 

 

44. The Workflow of approvals routes the requisition to the Approvers that have been 

setup in the system. 

 

The requisition is now in Pending status awaiting approval from Approver 1.   

45. Once Approver 1 approves the requisition, the status will change from Pending to 

Approved. It will then route to Approver 2 with a status of Pending until it is 

approved by Approver 2.  

 

The approver is notified via email when they have a Pending status. 

46. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Creating an ePro Requisition for ProCard 
Section 2 - Lesson 1 Exercises - Scenario 8: Creating an ePro Requisition for ProCard 

Procedure 

 
In this lesson, you will learn how to create a requisition for ProCard charges.   

 

The following scenario will be used: 

 

1) You need to create a requisition for ProCard for charges submitted by employee, P. Salt. 
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Step Action 

1. Click the Main Menu button. 

 

2. Click the eProcurement menu. 

 

3. Click the Requisition menu. 
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Step Action 

4. Click the Special Requests link. 

 

5. It is important to ensure that ProCard or PCard is in the description of the 

requisition.  

 

This is how PCards are easily identified. 
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Step Action 

6. Enter the desired information into the Item Description field. Enter "AUGUST 

PROCARD P. SALT". 

 

7. Enter the desired information into the Price field. Enter "210.00". 

 

8. Enter the desired information into the Quantity field. Enter "1". 

 

9. Enter the desired information into the Unit of Measure field. Enter "EA". 

 

10. Click the EA object. 

 

11. Enter the desired information into the NIGP Class field. Enter "015". 

 

12. Click the Choose a date (Alt+5) button. 

 

13. Click the 3 link. 
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Step Action 

14. Enter the desired information into the Supplier Name field. Enter "HOME". 

 

15. Click the Supplier Lookup button. 

 

 

 
 

Step Action 

16. Enter the desired information into the Name field. Enter "HOME". 

 

17. Click the Find button. 

 

18. Click the 1010859205 link. 
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Step Action 

19. Click the Vertical Scroll bar. 

20. Click the Add to Cart button. 

 

21. Enter the desired information into the Item Description field. Enter "AUGUST 

PROCARD P. SALT". 

 

22. Enter the desired information into the Price field. Enter "150.00". 

 

23. Enter the desired information into the Quantity field. Enter "1". 

 

24. Click the EA object. 

 

25. Enter the desired information into the NIGP Class field. Enter "015". 

 

26. Click the Choose a date (Alt+5) button. 

 

27. Click the 3 link. 
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Step Action 

28. Click the Supplier Lookup button. 

 

 

 
 

Step Action 

29. Enter the desired information into the Name field. Enter "TECH". 

 

30. Click the Find button. 

 

31. Click the 1010771554 link. 
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Step Action 

32. Click the Vertical Scroll bar. 

33. Click the Add to Cart button. 

 

34. CAPPS identifies duplicative requisition line descriptions to alert the user to 

consolidate like items as needed.   

 

In this instance, the duplicated line is desired. 

 

Click the OK button. 

 

35. Click the Checkout button. 
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Step Action 

36. Enter the desired information into the Requisition Name field. Enter "AUGUST 

PROCARD P. SALT". 

 

37. Click the Show Ship To and Accounting button. 

 

38. Click the Expand section button. 

 

39. Click the Vertical Scroll bar. 

40. Click the Chartfields2 link. 

 

41. The appropriate Chartfield string must be entered for every line that exists on a 

requisition.  

42. Enter the desired information into the Account field. Enter "7330". 

43. Enter the desired information into the Fund field. Enter "0010". 

44. Enter the desired information into the Dept field. Enter "3000". 

45. Enter the desired information into the Program field. Enter "20". 

46. Enter the desired information into the Appn/PCA field. Enter "09004". 
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Step Action 

47. Click the Horizontal Scroll bar. 

 

48. Enter the desired information into the Appropriation Year field. Enter "1301". 

49. Click the Chartfields3 link. 

 

50. Enter the desired information into the Agy Chartfield 1 field. Enter "B1". 

51. Click the Horizontal Scroll bar. 

 

52. Click the Show Ship To and Accounting button. 

 

53. Click the Vertical Scroll bar. 

54. Click the Expand section button. 

 

55. Click the Chartfields2 link. 

 

56. The appropriate Chartfield string must be entered for every line that exists on a 

requisition.  

57. Enter the desired information into the Account field. Enter "7330". 

58. Enter the desired information into the Fund field. Enter "0010". 

59. Enter the desired information into the Dept field. Enter "3000". 

60. Enter the desired information into the Program field. Enter "20". 

61. Enter the desired information into the Appn/PCA field. Enter "09004". 

62. Click the Horizontal Scroll bar. 

63. Enter the desired information into the Appropriation Year field. Enter "201301". 

64. Click the Chartfields3 link. 

 

65. Enter the desired information into the Agy Chartfield 1 field. Enter "B1". 

66. Click the Horizontal Scroll bar. 

 

67. Click the Vertical Scroll bar. 

68. Click the Horizontal Scroll bar. 
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Step Action 

69. The Check Budget button is used only after the requisition has been Approved.   

 

This action pre-encumbers funds. 

70. Pre-Check Budget checks the budget for available funds.   

 

It does not pre-encumber. 

 

Click the Pre-Check Budget link. 

 

71. Click the Vertical Scroll bar. 

72. After Pre-Budget Checking, the Budget Checking Status indicates Provisionally 

Valid.   

 

This will remain the status until the Budget is Checked after the Approvals.  

73. You will need to Save and submit in order to route the requisition to the designated 

Approvers. 

 

Click the Save & submit button. 

 

74. The requisition has been routed to the Approver(s) via workflow.   

 

The requisition is now in Pending status awaiting approval from Approver 1. 

  

75. Once Approver 1 approves the requisition the status will change from Pending to 

Approved. 

 

It will then route to Approver 2 with a status of Pending until it is approved by 

Approver 2.  

76. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Managing Requisitions 
Section 2 - Lesson 2 - Managing Requisitions 

Copying an ePro Requisition 
Section 2 - Lesson 2 Exercises - Scenario 1: Copying an ePro Requisition 

Procedure 

 
In this lesson, you will learn how to copy an existing requisition.   

 

The following scenario will be used: 
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1) You will copy Requisition "0000000071" make quantity changes and process.   

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the eProcurement menu. 

 

3. Click the Manage Requisitions menu. 
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Step Action 

4. Click in the Requisition ID field. 

 

5. Enter the desired information into the Requisition ID field. Enter "0000000071". 

 

6. Click the 0000000071 option. 

 

7. Click the Search button. 

 

8. Click the Select Action list. 

 

9. Click the Copy list item. 

 

10. Click the Go button. 

 

11. You will need to name the copied Requisition. 
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Step Action 

12. Enter the desired information into the Requisition Name field. Enter "PAPER 

11X17 3". 

 

13. If a different quantity is needed, change the amount on the line of the requisition. 

 

Click in the Quantity field. 

 

14. Enter the desired information into the Quantity field. Enter "2". 

 

15. Click the Show Ship To and Accounting button. 

 

16. The Due Date needs to be changed to a current or future date.  If this step is 

skipped, you will receive an error message. 

 

Click the Choose a date (Alt+5) button. 

 

17. Click the August list item. 

 

18. Click the 10 link. 
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Step Action 

19. Click the Expand section button. 

 

20. Click the Vertical Scroll bar. 

21. Remember:  This requisition was copied from another, so it is important that the 

ChartField string is checked to ensure that the proper budget is being used. 

22. Click the Chartfields2 tab. 

 

23. Click the Vertical Scroll bar. 

24. Click the Pre-Check Budget link. 

 

25. Click the OK button. 

 

26. Click the Vertical Scroll bar. 

27. Click the Save & submit button. 

 

28. The Workflow of approvals routes the requisition to the Approvers that have been 

setup in the system. 

 

The requisition is now in "Pending" status awaiting approval from Approver 1.   

29. Once Approver 1 approves the requisition, the status will change from "Pending" to 

"Approved". It will then route to Approver 2 with a status of "Pending" until it is 

approved by Approver 2.  

 

The approver is notified via email when they have a "Pending" status. 

30. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Creating and Using a Requisition Favorite 
Section 2 - Lesson 2 Exercises - Scenario 2: Creating and Using a Requisition Favorite  

Procedure 

 
In this lesson, you will learn how to Add an item to Favorites and use Favorites to start a new 

requisition. 

 

The following scenario will be used: 

 

1) Create a requisition for "Cubicle Name Plates";  Price:  5.99;  Quantity: 25; Unit of Measure:  

Each 



CAPPS Financials 
EUT Course  

 

 Page 104 

 

2) Add this item to Favorites and complete requisition. 

 

3) Using Favorites, select this item to start a new requisition. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the eProcurement menu. 

 

3. Click the Requisition menu. 

 

4. As you can see Favorites is on the Create Requisition page.  Most users use 

Favorites for those frequently ordered items.  It serves as a shortcut when creating a 

requisition. 
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Step Action 

5. Click the Special Requests link. 
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Step Action 

6. Enter the desired information into the Item Description field. Enter "CUBICLE 

NAME PLATES". 

 

7. Enter the desired information into the Price field. Enter "5.99". 

 

8. Enter the desired information into the Quantity field. Enter "25". 

 

9. Enter the desired information into the Unit of Measure field. Enter "EA". 

 

10. Click the EA object. 

 

11. Enter the desired information into the NIGP Class field. Enter "620". 

 

12. Enter the desired information into the Due Date field. Enter "08142015". 

 

13. Click the Vertical Scroll bar. 

14. Click the Add to Cart button. 

 

15. Click the Checkout button. 
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Step Action 

16. Enter the desired information into the Requisition Name field. Enter "CUBICLE 

NAME PLATES". 

 

17. Click the 1 option. 

 

18. Click the Add to Favorites link. 
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Step Action 

19. Click the OK button. 
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Step Action 

20. Click the Show Ship To and Accounting button. 

 

21. Click the Expand section button. 

 

22. Click the Vertical Scroll bar. 

23. Click the Chartfields2 link. 

 

24. Enter the desired information into the Account field. Enter "7300". 

25. Enter the desired information into the Fund field. Enter "0010". 

26. Click the 0010 option. 

 

27. Enter the desired information into the Dept field. Enter "3000". 

28. Click the 3000 option. 

 

29. Enter the desired information into the Program field. Enter "20". 

30. Click the 20 option. 

 

31. Click the Horizontal Scroll bar. 

32. Enter the desired information into the Appn/PCA field. Enter "09004". 

33. Click the 09004 option. 

 

34. Enter the desired information into the Appropriation Year field. Enter "01". 

35. Click the 201301 option. 

 

36. Click the Chartfields3 option. 

 

37. Enter the desired information into the Agy Chartfield 1 field. Enter "B1". 

38. Click the B1 option. 

 

39. Click the Horizontal Scroll bar. 

40. Click the Pre-Check Budget link. 
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Step Action 

41. Click the OK button. 

 

42. Click the Vertical Scroll bar. 

43. Click the Save & submit button. 

 

44. You will begin a new requisition and use Favorites. 

 

 
 

Step Action 

45. Click the Create New Requisition link. 
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Step Action 

46. Click the CUBICLE NAME PLATES link. 
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Step Action 

47. Click the select check box. 

 

48. Enter the desired information into the Quantity field. Enter "20". 

 

49. Click the Add button. 

 

50. Click the Vertical Scroll bar. 

51. Click the Checkout button. 

 

52. The item from your Favorites was added to the requisition.  You can continue with 

edits as applicable and process the requisition. 

53. If additional items are needed, you can click the plus sign in order to add additional 

lines to the requisition. 

54. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Changing Requisitions and Tracking Change History 
Section 2 - Lesson 2 Exercises - Scenario 3: Creating and Using a Requisition Favorite  

Procedure 

 
In this lesson, you will learn how to change a line on a requisition and review the Tracking 

Change History.   

 

The following scenario will be used: 

 

1)  The buyer has requested that you change the requisition due to the increase in price for an 

item.  You will increase the quantity to 30 and add comments for the change. 

 

2)  You will review the Tracking History for this requisition. 



CAPPS Financials 
EUT Course  
 

 Page 113 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the eProcurement menu. 

 

3. Click the Manage Requisitions menu. 

 

4. You want to search for requisition #0000000087 without any other parameters in the 

search criteria. 

 

Click the Clear button. 

 

5. Enter the desired information into the Requisition ID field. Enter "0000000087". 

 

6. Click the Search button. 

 



CAPPS Financials 
EUT Course  

 

 Page 114 

Step Action 

7. Expanding the triangle icon will open up the Lifespan for easy review of the lines on 

the requisition. 

 

Click the Expand Section button. 

 

8. To move down the page, 

Click the Vertical Scroll bar. 

9. Notice on the Lifespan that the Requisition and Approvals icons are highlighted. 

This tells you where the requisition status is in the process. 

10. The details of the requisition are listed on the Lifespan as well. 

11. The change is requested for the price of the Wastebaskets from 20.00 to 30.00.   

 

In order to make this change, the requisition must be edited. 

12. The total amount of the requisition will change once the price of the item is 

increased. 

13. Click the Action List list. 
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Step Action 

14. Click the Edit list item. 

 

 

 
 

Step Action 

15. Click the Go button. 

 

16. Click the button. 

 

17. Click the Wastebaskets (blk), Rubbermaid link. 

 

18. Enter the desired information into the Price field. Enter "30.00". 

 

19. To move down the page, 

Click the Vertical Scroll bar. 

20. Click the Apply button. 

 

21. Click the Horizontal Scroll bar. 
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Step Action 

22. You will add a comment for the reason for the price change on Line 1. 

 

Click the Add Comments and Attachments button. 

 

23. Enter the desired information into the 1 field. Enter "The buyer requested that the 

price for this item be changed due to the supplier increasing the price.". 

 

24. Click the OK button. 

 

25. Click the Horizontal Scroll bar. 

26. Click the Vertical Scroll bar. 

27. Click the Pre-Check Budget link. 

 

28. To move down the page, 

Click the Vertical Scroll bar. 

29. Notice that the Budget Checking Status is Provisionally Valid 

30. In order to Save and Route the requisition to Approvers,  

 

Click the Save & submit button. 

 

31. The new requisition amount is $1500.00.   

32. Since the requisition was increased in price then the approval process is required.   

 

The requisition is in "Pending" status awaiting approval from Approver 1. 

33. If this request was to reduce the price of the item after the requisition had already 

been approved, then the approval process would not need to take place.     
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Step Action 

34. Click the Vertical Scroll bar. 
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Step Action 

35. Now you will review the Track Change History for this requisition. 

 

Click the Manage Requisitions link. 

 

36. Click the Review Change Tracking link. 

 

37. You will need to use the Expand icon in order to review the Track Changes just for 

Requisition ID  "0000000087". 

. 

Click the Expand Section button. 

 

38. Click the Vertical Scroll bar. 

39. The Requisition Change Tracking History page provides you with an audit trail of 

key transactional information, changes to the fields, the user who modified the 

requisition, and the date and time of each requisition change request.   

40. The Batch number indicates the number of times the requisition has been changed 

and saved. 

 

Zero (0) indicates the original creation of the entire requisition. 

41. The Seq number represents the number of times the header, line or shipment 

schedule line has been changed. 

42. The Change Type field displays the category of the change. The options are: 

 • Change - The field value was changed. 

 • Deleted - The field value was deleted. 

 • Inserted - One or more blank fields were populated. 

 • Original - Displays the field value when the requisition was first created. 

43. The Description field displays a description of the field that was changed. 

 

The Value field displays the original field value and the new field value. 

44. The Modified By field displays the User ID of the person who changed the 

requisition. 

 

The Last Changed field displays the date and time of the last change. 

45. This requisition has had multiple changes to the quantity and price.   

 

The latest change that you made for the increase in price for the item, shows Seq 9, 

Requisition Price Value is 30.00.   

46. Congratulations! You have successfully completed this lesson. 

End of Procedure. 
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Closing and Reopening Requisitions 

Section 2 - Lesson 2 Exercises - Scenario 4: Closing and Reopening a Closed Requisition  
  
  
  

Procedure 

 
The Requester's Workbench allows requesters to perform various functions on requisitions 

through batch processing. 

 

In this lesson, you will learn how to close and reopen a requisition. 

 

The following scenario will be used: 

 

1) Close Requisition -  0000000036 

2) Reopen Requisition - 0000000036 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Scroll Down button. 
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Step Action 

3. Click the Purchasing link. 

 

4. Click the Requisitions menu. 

 

5. Click the Requester's Workbench link. 

 

6. Notice the Business Unit defaults based on your User Preferences. 

7. Click Add a New Value. 

 

8. Enter Workbench1 into the WorkBench ID field. 

 

9. Click the Add button. 

 

10.  

Enter 0000000036 into the Requisition field.  

 

This is the requisition you want to close. 

 

11. To move down the page, 

Click the Vertical Scroll bar. 

12. Click the Search button. 

 

13. Click the check box next to requisition 0000000036. 

 

14. Enter Close Requisition into the Description field. 

 

15. Notice the Status is "Approved". After closing this will change to "Complete". 

 

Click the Close button to indicate this requisition needs to be closed. 

 

16. If the requisition is in the Not Qualified section, you must review the Log to 

determine what needs to happen to move it to the Qualified section. 
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Step Action 

17. Click the Yes button. 

 

18. CAPPS is verifying that you want to close the requisition.  

 

Click the Yes button. 

 

19. Notice the Status changed from Approved to "Complete". 

 

Now let's make sure the requisition is closed by navigating to the Requisition 

Information page. 

 

20. Click the Review Requisition Information link. 

 

 

 
 

Step Action 

21. Click the Requisitions link. 
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Step Action 

22. Click the Look up Requisition ID (Alt+5) button. 

 

23. Click the Vertical Scroll bar. 

24. Click the 0000000036 link. 

 

25. Click the OK button. 

 

26. Notice that the Requisition Status is complete indicating it is now closed.  

 

However, you made a mistake and closed the wrong requisition.  

 

You will now reopen the requisition. 

27. Click the Requisitions link. 

 

28. Click the Reconcile Requisitions menu. 

 

29. Click the Reopen Requisitions link. 
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Step Action 

30. If you have already run a process to reopen a requisition, you may search for it on 

the Find an Existing Value tab. 

 

In this lesson, click the Add a New Value tab to add a new process to reopen the 

requisition. 

 

31. A Run Control ID is an identifier that, when paired with your User ID, uniquely 

identifies the process you are running. 

 

The Run Control ID defines parameters that are used when a process is run.  

 

This ensures that when a process runs in the background, the system does not 

prompt you for additional values. 

32. Give the Run Control ID a meaningful name so you can find it easily in the future.  

 

Enter Req_reopen into the Run Control ID field. 

33. Click the Add button. 

 

34. To locate the requisition's business unit, click the Look up Business Unit 

(Alt+5) icon. 

 

35. Click the 31300 link. 

 

36. Click the Look up Requisition ID (Alt+5) icon to find the requisition you want to 

reopen. 

 

37. Click the 0000000036 link. 

 

38. Click the Run button to initiate the process to reopen the requisition. 

 

39. Use the Process Scheduler Request page to enter or update parameters, such as 

Run Date and process output format. 

 

The server will automatically be assigned by the system. 

40. Click the OK button. 
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Step Action 

41. Notice Process Instance number 21163 is assigned. This number helps you track 

the status of the process. 

42. Click the Process Monitor link to view the status of your process request. 

 

43. Notice Instance 21163 is displayed at the top of the Process List. 

 

The Run Status is "Queued" and Distribution Status is "N/A". 

44. Click the Refresh button until the Run Status is "Success" and the Distribution 

Status is "Posted". 

 

45. The process is complete. The Run Status is "Success" and the Distribution 

Status is "Posted". 

46. Congratulations! You have successfully completed this lesson. 

End of Procedure. 

Canceling and Un-Canceling Requisitions 
Section 2 - Lesson 2 Exercises - Scenario 5: Canceling and Un-Canceling a Requisition 

Procedure 

 
In this lesson, you will learn how to Cancel a Requisition and Un-Cancel a requisition. 

 

The following scenario will be used:    

 

1) Cancel Requisition - 98 for Electrical Sockets 

 

2) Later you find that you actually do need to place the order so you will Un-cancel the 

requisition and process it. 
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Step Action 

1. Click the Main Menu button. 

 

2. Click the eProcurement menu. 

 

3. Click the Manage Requisitions menu. 

 

4. The Req ID "0000000098" happens to be the first listed under Requisitions so a 

Search is not necessary. 

 

Otherwise you would have either searched the list or used the search criteria at the 

top of page. 

5. Notice the Request State, Budget  and Total of the Requisition.  Once it is 

cancelled the dollar amount will Total "0.00". 
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Step Action 

6. Click the Action List list. 

 

7. Click the Cancel list item. 

 

8. Click the Go button. 
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Step Action 

9. Click the Cancel Requisition button. 

 

10. Notice that the Request State indicates 'Canceled' and the Budget  is "Valid".  It 

was previously "Provisionally Valid" (meaning a Pre-Budget Check was done.) 

 

Total amount now indicates '0.00'. 

11. If an actual Budget Check had been done prior to the cancellation (Valid), it would 

be necessary to Budget Check again after canceling to return the funds back to the 

budget.  (This step releases the pre-encumbrance.) 

12. Now you will Un-Cancel the same requisition.  In reality, you may realize after a 

week that you actually need this requisition.   

 

Uncanceling will put the requisition in an Open status with Budget Not Chkd.  

13. When uncanceling, you will need to edit the requisition, Pre-Budget check, and Save 

and Submit.   

 

Pre-Budget checking is necessary because time has passed since the requisition was 

canceled and it is quite possible that funds may not be available. 
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Step Action 

14. Click the Action List list. 

 

15. Click the Undo-Cancel list item. 

 

16. Click the Go button. 
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Step Action 

17. Click the Reopen Requisition button. 
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Step Action 

18. Click the Action List list. 

 

19. Click the Edit list item. 

 

20. Click the Go button. 

 

 

 
 

Step Action 

21. Click the Vertical Scroll bar. 

22. Click the Pre-Check Budget link. 

 

23. Click the Vertical Scroll bar. 

24. The Budget Checking Status is "Provisionally Valid". 

25. The requisition needs to be saved & submitted to process and route to the approvers 

again. 

 

Click the Save & submit button. 
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Step Action 

26. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Canceling a Line on a Requisition 
Section 2 - Lesson 2 Exercises - Scenario 6: Canceling a Line on a Requisition  

Procedure 

 
In this lesson, you will learn how to Cancel a Line on a Requisition. 

 

The following scenario will be used: 

 

1) Check Manage Requisitions for the request status of Requisition ID "0000000075" for 

Computer Equipment.  

 

2) Approver 1 denied the requisition but requested changes in order for it to be resubmitted for 

approval. 

 

The following changes were requested: 

 

Line 1 - Dell Laptops be increased in quantity from "5" to "7" and  

Line 2 - Dell Desktops be cancelled (removed) from the order. 
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Step Action 

1. Click the Main Menu button. 

 

2. Click the eProcurement menu. 

 

3. Click the Manage Requisitions menu. 

 

 

 
 

Step Action 

4. Click the Clear button. 

 

5. Enter the desired information into the Requisition ID field. Enter "0000000075". 

 

6. Click the Search button. 

 

7. The requisition Request State is Denied. 
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Step Action 

8. To review additional details, you will view the requisition Lifespan. 

 

Click the Expand Section button. 

 

9. The Denial/Approval and comments can be reviewed under Approvals. 

 

Click the Approvals button. 

 

10. Requesters will receive a notification when an Approver has taken action on a 

requisition.  Requesters can always check through this method as well. 

11. Approver 2 and 3 have a Terminated status because Approver 1 denied the 

requisition.   

 

There is no reason for the requisition to continue to route to them. 

 

 
 

Step Action 

12. The Comments entered by the Approver should be reviewed and action taken, if 

applicable. 

 

Click the Expand button. 

 



CAPPS Financials 
EUT Course  

 

 Page 134 

Step Action 

13. Review the Comments for the Denial.   

 

Changes are required so you will need to Edit the Requisition. 

14. Click the Edit Requisition button. 

 

 

 
 

Step Action 

15. Click in the Quantity field. 

 

16. Enter the desired information into the Quantity field. Enter "7". 

 

17. Click the 2 option. 

 

18. Click the Delete Selected link. 

 

19. Click the Yes button. 

 

20. Click the Vertical Scroll bar. 
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Step Action 

21. Click the Pre-Check Budget link. 

 

22. Click the OK button. 

 

23. Click the Save & submit button. 

 

24. Note the change in the requisition Total Amount from $8875 to $8750, due to the 

changes that were made. 

25. The Requisition Approval process begins all over again.  The requisition is back in 

Pending status with Approver 1. 

26. Congratulations! You have successfully completed this lesson. 

End of Procedure. 

Printing a Requisition 
Section 2 - Lesson 2 Exercises - Scenario 7: Printing a Requisition 

Procedure 

 
In this lesson, you will learn how to print a requisition. 

 

The following scenario will be used: 

 

1)  You will print Requistion #0000000103. 
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Step Action 

1. Click the Main Menu button. 

 

2. Click the eProcurement menu. 

 

3. Click the Manage Requisitions menu. 
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Step Action 

4. Click the Action list. 

 

5. Click the View Print list item. 

 

6. Click the Go button. 

 

7. The print job is queued and will take a few minutes for the Requisition to appear. 
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Step Action 

8. You can print the Requisition by using the Print Icon. 

 

Click the Print icon. 

 

9. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Approving Requisitions 
Section 2 - Lesson 3 - Approving Requisitions 

Using Workflow Approval to Approve and Deny 
Section 2 - Lesson 3 Exercises - Scenario 1: Using Workflow Approval to Approve and Deny 

Procedure 

 
In this lesson, you will learn how to use the Worklist and select requisitions to Approve and 

Deny. 

 

The following scenario will be used:   

 

1) You will approve Requisition #0000000074. 

 

2) You will add comments and deny Requisition #0000000075. 
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Step Action 

1. Typically, a requisition will go through multiple levels of approvals.  

 

The approval requirements will vary depending on factors such as requisition 

amount and types of items being purchased.   

 

 
 

Step Action 

2. Click the Worklist link. 

 

3. The Worklist displays a list of requisitions awaiting approval including who made 

the request for approval, when the request was made, a description of the requisition, 

total amount of the requisition and priority. 

4. You will review your list and select Req ID 0000000074 for $50,000. 
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Step Action 

5. To scroll to the right, 

Click the Horizontal Scroll bar. 

6. Click the Vertical Scroll bar. 

7. Clicking on the hyperlink opens up the Requisition Approval screen. 

 

Click the Requisition, 36083, 03200, 2015-07-06, N, 0, BUSINESS_UNIT:03200 

link. 

 

8. The Requisition Approval page displays requisition details and line information. 

 

In order to review ChartField and additional information the approver must view the 

Line Details. 
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Step Action 

9. Click the Check box option. 

 

10. Viewing Line Details opens up a new screen and you will have to use the TaskBar 

(at the bottom of the screen) to get back to this page. 
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Step Action 

11. Click the View Line Details button. 

 

12. The View Line Details link displays  the Requisition Line Details page where you 

can view details about the requisition line items that you selected 

13. To go back to the Requisition Approval page using the Windows Taskbar,  

 

Click the Worklist - Internet Explorer provided by Texas Comptroller list item. 

 

 
 

Step Action 

14. Click the Vertical Scroll bar. 

15. There are three levels of approval for this requisition.  The third (Finance) is listed 

because of the high dollar amount for this requisition. 

16. Once Approver 1 approves the requisition, the status will change from "Pending/On 

Hold" to "Approved". It will then route to Approver 2 with a status of "Pending" 

until it is approved by Approver 2.  Then it will route to Approver 4 with a status of 

"Pending" until it is approved. 

 

The approver is notified via email when they have a "Pending" status. 

17. Click the Approve button. 

 



CAPPS Financials 
EUT Course  
 

 Page 143 

Step Action 

18. The Req Approval section shows that you have Approved this requisition.  It is 

now "Pending" approval for Approver 2.   

19. Once Approver 2 approves the requisition, it will route to Approver 4. 

20. The requester will receive an email when all approvals have been submitted. They 

can also check Manage Requisitions for statuses. 

21. To go back and Approve/Deny another requisition, 

 

Click the Return to Worklist link. 

 

22. You will review the list and select Req ID #75 for $8750. 

 

 
 

Step Action 

23. To scroll to the right, 

Click the Horizontal Scroll bar. 

24. Requisition #0000000075 is for Computers in the Total Amount of 8,750.000.  

25. Click the Requisition, 36087, 03200, 2015-07-06, N, 0, BUSINESS_UNIT:03200 

link. 
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Step Action 

26. Click the Vertical Scroll bar. 

27. There are two lines on the requisition: 

 

The Requester must change the requisition so you may add comments (for the 

requested changes) and Deny. 

28. Enter the desired information into the Enter Approver Comments field. Enter 

"This requisition is being denied until it is changed.  Line 2 for the Desktops 

needs to be deleted and Line 1 for the Dell Laptops need to be increased from 5 

to 7.  ". 

 

29. Click the Deny button. 

 

30. Once Denied, the requisition will not move forward to any other approvers. 

31. To review the comments entered, 

Click the Expand button. 

 

32. The Denial and comments of the requisition will route back to the requester for 

further action. 

33. Congratulations! You have successfully completed this lesson. 

End of Procedure. 
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Using Workflow Approval to Pushback 
Section 2 - Lesson 3 Exercises - Scenario 2: Using Workflow Approval to Pushback 

Procedure 

 
In this lesson, you will learn how to Pushback a Requisition to the previous Approver. 

 

The following scenario will be used: 

 

1)Requisition #0000000075 was previously submitted to Approver 1 and was denied.  Approver 1 

requested that the requester change the requisition.  The requester changed and resubmitted the 

requisition. 

 

2) The requisition was Approved by Approver 1 and has now routed to you (Approver 2).  

 

3) You notice that the requisition does not contain Dell Desktops.  You want an explanation 

before you will approve.  

 

4) You will add Comments and Pushback the requisition to Approver 1. 

 
 

Step Action 

1. Click the Worklist link. 
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Step Action 

2. To scroll to the right, 

Click the Horizontal Scroll bar. 

3. Click the Requisition, 36128, 03200, 2015-07-06, N, 0, BUSINESS_UNIT:03200 

link. 
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Step Action 

4. Click the Vertical Scroll bar. 

5. You would like additional information from the previous approver before you 

decide to approve the requisition therefore you will Enter Comments and Pushback 

the Requisition. 

6. Enter the desired information into the Enter Approver Comments field. Enter 

"Please explain why the desktops were not ordered.  Upon justification, I will 

approve.". 

 

7. Click the Pushback button. 

 

8. This action sends the requisition back to the first Approver (Pending).  The approver 

will receive an email notification.   

9. Approver 1 will go back to their Worklist, select the Req link and then enter their 

response in the Approver Comments field and Approve the requisition.   

 

The requisition and Approver Comments will route back to Approver 2. 

10. Congratulations! You have successfully completed this lesson. 

End of Procedure. 

Inserting an Approver/Reviewer 
Section 2 - Lesson 3 Exercises - Scenario 3: Inserting an Approver/Reviewer 
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Procedure 

 
In this lesson, you will learn how to add a Reviewer to the Approval Workflow.   

 

Using the following scenario: 

 

1) You will be approving a requisition but would like a second pair of eyes to make sure that all is 

well.  

 

2) You will add a Reviewer to the Workflow. 

 

 
 

Step Action 

1. Click the Worklist link. 

 

 



CAPPS Financials 
EUT Course  
 

 Page 149 

 
 

Step Action 

2. To scroll to the right of page, 

Click the Horizontal Scroll bar. 

3. Click the Requisition, 36083, 03200, 2015-07-06, N, 0, BUSINESS_UNIT:03200 

link. 
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Step Action 

4. Click the Vertical Scroll bar. 

5. You would like to add a Reviewer in the Workflow.  The Reviewer will be able to 

review the requisition however the requisition will continue to route to the next 

Approver in the workflow even though a Review was added. 

6. Click the Insert Approver button. 

 

7. An Approver can only approve a requisition if they have system access in order to 

do so.  Adding them here does not grant that access. 

 

A Reviewer won't be approving but must have system access in order to review 

requisitions. 
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Step Action 

8. Click the Reviewer option. 

 

9. Click the Look up button. 

 

10. Click the Vertical Scroll bar. 

11. Click the TESTPCOM1 link. 

 

12. Click the Insert button. 

 

13. The Reviewer now appears in the Workflow and will receive an email indicating 

that there is a requisition that needs their attention.   

 

This request must be saved by Applying the Approval Changes. 
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Step Action 

14. Click the Apply Approval Changes button. 

 

15. Click the Approve button. 

 

16. The requisition now shows Approved for Approver 1 and 2.  It has been routed to 

the Reviewer and also to Approver 4 (Finance).   

17. Congratulations! You have successfully completed this lesson. 

End of Procedure. 

Creating Proxies for Approvers 
Section 2 - Lesson 3 Exercises - Scenario 4: Creating Proxies for Approvers 

Procedure 

 
In this lesson, you will learn how to assign a Proxy (Alternate User) for a specified period of 

time. 

 

The following scenario will be used: 

 

1)  You will be out of the office for 30 days in September and need to assign a Proxy (Alternate) 

to approve requisitions in your absence.   
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Step Action 

1. Click the Main Menu button. 

 

2. Click the Scroll Down button. 

 

3. Click the My System Profile menu. 

 

4. Note:  The assigned proxy must have the workflow approval security roles and user 

preferences established that allow them to perform these tasks.   

 

Assigning the Proxy alone will not provide them with this functionality. 

5. You will assign an Alternate User (Proxy) that will temporarily receive your 

Requisition Approval routing since you will be out for 30 days in September. 
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Step Action 

6. Click the Look up Alternate User ID (Alt+5) button. 

 

7. Click the Vertical Scroll bar. 

8. Click the TESTPCOM1 link. 

 

9. You will need to assign an Alternate User temporarily since you will be out for 30 

days in September. 

10. Enter the desired information into the From Date field. Enter "09012015". 

 

11. Enter the desired information into the To Date field. Enter "09302015". 

 

12. Release the mouse button. 

13. The Workflow Attributes should default as checked.  If they are not, please check 

them. 

 

A primary email account, email type, and email address must be selected and 

entered for the Proxy. 
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Step Action 

14. Click the Primary Email Account option. 

 

15. Click the Email Type list. 

 

16. Click the Business list item. 

 

17. Enter the desired information into the Email Address field. Enter 

"training.cpa..........". 

 

18. Click the Save button. 

 

19. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Budget Checking 
Section 2 - Lesson 3 Exercises - Scenario 1: Budget Checking  

Procedure 

 
In this lesson, you will learn how to Check the Budget for requisitions. 

 

Using the following scenario: 

 

1) You will Budget Check two requisitions that have a status of Approved.   

 

This step is needed for the Buyer to source the Requisition into a Purchase Order. 
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Step Action 

1. Click the Main Menu button. 

 

2. Click the eProcurement menu. 

 

3. Click the Manage Requisitions menu. 
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Step Action 

4. You may use any search criteria that you choose.   

 

For this exercise, you will 

Click the Clear button. 

 

5. Click the Request State list. 

 

6. To view only those requisitions that have been approved,  

 

Click the Approved list item. 

 

7. Click the Search button. 

 

8. You will Budget Check for Req ID #87 and 74. 

9. Remember:  Budget Checking checks for available funds and pre-encumbers the 

funds from the budget. 

 

Pre-Budget Checking (already done) before Saving and Submitting, checked the 

budget for available funds at that time but did not encumber the funds. 

10. To move down the page,  

 

Click the Vertical Scroll bar. 
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Step Action 

11. Click the Action list. 

 

12. Click the Check Budget list item. 

 

13. Click the Go button. 

 

14. Notice that the Budget Status now indicates Valid.  The requisition can be sourced 

into a PO by the Buyer. 

15. To move down the page,  

 

Click the Vertical Scroll bar. 

16. Click the Action list. 

 

17. Click the Check Budget list item. 

 

18. Click the Go button. 

 

19. Note the Budget Status for this requisition. 

20. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Section 3 - Receiving 
Section 3 - Receiving 

Receiving a Good/Service 
Section 3 - Lesson 1 Exercises - Scenario 1: Receiving a Good/Service 

Procedure 

 
In this lesson, you will learn how to receive multiple goods from a requisition.   

 

The following scenario will be used for PO #0000001417: 

  

1) Select the No PO Qty (option) -- this allows for manual counting without the system 

automatically entering the quantity 

 

2) Enter the quantity received for all 3 items 
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Step Action 

1. Click the Main Menu link. 
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Step Action 

2. Click the Scroll Down button. 

 

3. Click the Purchasing menu. 

 

4. Click the Receipts menu. 

 

5. Click the Add/Update Receipts menu. 

 

6. NEXT in the Receipt Number field indicates that the receipt you are adding will be 

assigned the next available receipt number when you save it. 

 

 
 

Step Action 

7. Click the Add button. 
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Step Action 

8. Enter the Purchase Order number in the ID field (include the leading zeros). 

 

Enter the desired information into the ID field. Enter "0000001417". 

 

9. Click the 0000001417 option. 

 

10. Select the Retrieve Open PO Schedules check box to retrieve only purchase order 

schedules that haven't been fully received. 

 

If you do not select this check box, purchase orders that have been fully received 

appear in the search, as well as purchase order schedules that have not been fully 

received. 

 

11. Select the No Order Qty option to signify that the receiver must enter the actual 

quantity received. This selection requires a live count of the items prior to receipt in 

the system.  

 

If this option is selected, the copy function does not transfer order quantities to the 

receipt. You will need to manually enter all receipt quantities. 

12. Select the Ordered Qty option to automatically make the received quantity the 

purchase order quantity. This selection changes the purchase order quantity 

regardless of any prior receipt quantity. 
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Step Action 

13. Select the PO Remaining Qty option to have the receipt display the difference 

between the quantity ordered and the quantity already received. Selecting this option 

defaults the Receipt Qty with the quantity not yet received. 

14. Click the No Order Qty option. 

 

15. Click the Search button. 

 

16. If you have only received one item on the order, you will select the check box for 

the appropriate line in order to record receiving information. 

17. You have received all items on this Purchase Order (PO) and need all of the 

checkboxes selected. 

 

A shortcut is to use the Select All button. 

18. Click the Select All PO Schedules button. 

 

19. Click the OK button. 

 

20. When a receipt is first added, it has a Receipt Status of Open. As you continue to 

make edits and save those changes, the status will be updated.   

21. Click the Details icon to access the Receipt Lines details.  This is where you can 

view details about the receipt.  

 

This page formats the information that you see here and on the subsequent tabs in a 

single long page format. 

22. The Receipt Qty fields are open so that you can enter the quantities that were 

received for each Line item. 

23. Accept Qty will update once the Receipt Qty is saved. 
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Step Action 

24. Click in the Receipt Qty field. 

 

25. Enter the desired information into the Receipt Qty field. Enter "5". 

 

26. Enter the desired information into the Receipt Qty field. Enter "5". 

 

27. Enter the desired information into the Receipt Qty field. Enter "20". 

 

28. Click the Save button. 

 

29. Users may or may not receive this Receipt message upon saving.  It depends on the 

User Preference settings. 

 

Click the OK button. 

 

30. The Receipt Status has changed to "Fully Received" and a Receipt ID has been 

assigned. 
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Step Action 

31. You are able to review Receiving on the LifeSpan in Manage Requisitions.  

 

You will navigate there to review the receiving information just entered. 

 

 
 

Step Action 

32. Click the Main Menu button. 

 

33. Click the eProcurement menu. 

 

34. Click the Manage Requisitions menu. 

 

35. Click the Vertical Scroll bar. 

36. The PO Lines that were entered for a Receipt appear under the Receiving icon on 

the lifespan.  

37. Congratulations! You have successfully completed this lesson. 

End of Procedure. 

Receiving an Asset 
Section 3 - Lesson 1 Exercises - Scenario 2: Receiving an Asset 
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Procedure 

 
In this lesson, you will learn how to receive on an Asset Item and enter inspection and delivery 

information. 

 

The following scenario will be used for PO #000000001415. 

 

1) All of the items on the PO have been received so you will enter the receiving and asset 

information in the system 

 

2) Inspection of the items are required so you will review the inspection instructions, then enter 

the inspection details 

 

3) Delivery information will also be entered 

 

4) You will run the Receipt Delivery Detail Report 

 
 

Step Action 

1. Click the Main Menu link. 
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Step Action 

2. Click the Scroll Down button. 

 

3. Click the Purchasing menu. 

 

4. Click the Receipts menu. 

 

5. Click the Add/Update Receipts menu. 

 

6. NEXT in the Receipt Number field indicates that the receipt you are adding will be 

assigned the next available receipt number when you save it. 
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Step Action 

7. Click the Add button. 
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Step Action 

8. Enter the Purchase Order number in the ID field (include the leading zeros). 

 

Enter the desired information into the ID field. Enter "0000001415". 

 

9. Click the 0000001415 option. 

 

10. Select the Retrieve Open PO Schedules check box to retrieve only purchase order 

schedules that haven't been fully received. 

 

If you do not select this check box, purchase orders that have been fully received 

appear in the search, as well as purchase order schedules that have not been fully 

received. 

 

11. Select the No Order Qty option to signify that the receiver must enter the actual 

quantity received. This selection requires a live count of the items prior to receipt in 

the system.  

 

If this option is selected, the copy function does not transfer order quantities to the 

receipt. You will need to manually enter all receipt quantities. 

12. Select the Ordered Qty option to automatically make the received quantity the 

purchase order quantity. This selection changes the purchase order quantity 

regardless of any prior receipt quantity. 

13. Select the PO Remaining Qty option to have the receipt display the difference 

between the quantity ordered and the quantity already received. Selecting this option 

defaults the Receipt Qty with the quantity not yet received. 

14. Click the No Order Qty option. 

 

15. Click the Search button. 

 

16. Click the Sel option. 

 

17. Click the OK button. 

 

18. When a receipt is first added, it has a Receipt Status of "Open". As you continue to 

make edits and save those changes, the status will be updated.   

19. The Receipt Qty fields are open so that you can enter the quantity received. 

20. Accept Qty will update once the Receipt Qty is saved. 
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Step Action 

21. Enter the desired information into the Receipt Qty field. Enter "7". 

 

22. Click the Horizontal Scroll bar. 

23. Note that AM Status is "Pending".  This indicates that this item has been recognized 

as an Asset therefore asset information must be entered. 

24. Click the Pending link. 

 

25. The Asset Management Information for Line 1 popup window displays.   

 

You will use this page to view and enter information about this asset. This 

information is passed to CAPPS Asset Management. 

26. This page is available for entry only if the selected receipt is targeted for CAPPS 

Asset Management. One or more of the distributions you enter below must have a 

CAPPS Asset Management business Unit and AM Profile designated.  

 

Note: The AM Business Unit and Profile ID that appears below in the Asset 

Details section is pre-populated based on the associated purchase order.  
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Step Action 

27. Click the Horizontal Scroll bar. 

28. There are "7" desktop computers that will need Tag, Serial, and Asset ID numbers 

entered.  In order to view additional rows, you will select View All. 

29. Click the View All link. 

 

30. Enter the desired information into the Tag Number field. Enter "12345678". 

 

31. Enter the desired information into the Serial ID field. Enter "23456789". 

 

32. Enter the desired information into the Asset ID field. Enter "98765421". 

 

33. Enter the desired information into the Tag Number field. Enter "34567890". 

 

34. Enter the desired information into the Serial ID field. Enter "45678910". 

 

35. Enter the desired information into the Asset ID field. Enter "87654321". 
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Step Action 

36. Enter the desired information into the Tag Number field. Enter "56789101". 

 

37. Enter the desired information into the Serial ID field. Enter "67891012". 

 

38. Enter the desired information into the Asset ID field. Enter "76543210". 

 

39. Enter the desired information into the Tag Number field. Enter "78910123". 

 

40. Enter the desired information into the Serial ID field. Enter "89102345". 

 

41. Enter the desired information into the Asset ID field. Enter "65432101". 

 

42. Enter the desired information into the Tag Number field. Enter "97654120". 

 

43. Enter the desired information into the Serial ID field. Enter "72345688". 

 

44. Enter the desired information into the Asset ID field. Enter "58764132". 

 

45. Enter the desired information into the Tag Number field. Enter "81236450". 

 

46. Enter the desired information into the Serial ID field. Enter "68794513". 

 

47. Enter the desired information into the Asset ID field. Enter "47823698". 

 

48. Enter the desired information into the Tag Number field. Enter "35678941". 

 

49. Enter the desired information into the Serial ID field. Enter "29846310". 

 

50. Enter the desired information into the Asset ID field. Enter "15978620". 

 

51. Click the OK button. 
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Step Action 

52. Click the Save button. 

 

53. Notice the Receipt Status changed from "Open" to "Fully Received" indicating all 

items ordered have been received. 

 

In the meantime, the background processes are continuing to run.  Once they are 

complete, you will see the updated status indicating Moved to Destination. 

54. Users may or may not receive this Receipt message upon saving.  It depends on the 

User Preference settings. 

 

Click the OK button. 

 

55. The Receipt Status has changed to "Fully Received" and a Receipt ID has been 

assigned. 

56. The Receipt Status changed from "Fully Received" to "Moved to Destination".   

 

(You may need to select the Refresh button to update screen). 

57. Congratulations! You have successfully completed this lesson. 

 

End of Procedure. 
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Receiving on an Amount Only PO - Utility 
Section 3 - Lesson 1 Exercises - Scenario 3: Receiving an Amount Only Requisition 

Procedure 

 
In this lesson, you will learn how to receive on an Amount Only Purchase Order. 

 

The following scenario will be used for PO #0000001413: 

 

1) You have received the monthly Electricity invoice for $2,500 and need to receive on the dollar 

amount of the invoice. 

 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Scroll Down button. 

 

3. Click the Purchasing menu. 

 

4. Click the Receipts menu. 
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Step Action 

5. Click the Add/Update Receipts menu. 

 

6. NEXT in the Receipt Number field indicates that the receipt you are adding will be 

assigned the next available receipt number when you save it. 

 

 
 

Step Action 

7. Click the Add button. 
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Step Action 

8. Enter the Purchase Order number in the ID field (include the leading zeros). 

 

Enter the desired information into the ID field. Enter "0000001413". 

 

9. Click the 0000001413 option. 

 

10. Select the Retrieve Open PO Schedules check box to retrieve only purchase order 

schedules that haven't been fully received. 

 

If you do not select this check box, purchase orders that have been fully received 

appear in the search, as well as purchase order schedules that have not been fully 

received. 

 

11. Select the No Order Qty option to signify that the receiver must enter the actual 

quantity received. This selection requires a live count of the items prior to receipt in 

the system.  

 

If this option is selected, the copy function does not transfer order quantities to the 

receipt. You will need to manually enter all receipt quantities. 

12. Select the Ordered Qty option to automatically make the received quantity the 

purchase order quantity. This selection changes the purchase order quantity 

regardless of any prior receipt quantity. 
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Step Action 

13. Select the PO Remaining Qty option to have the receipt display the difference 

between the quantity ordered and the quantity already received. Selecting this option 

defaults the Receipt Qty with the quantity not yet received. 

14. Click the No Order Qty option. 

 

15. Click the Search button. 

 

16. Click the Sel option. 

 

17. Click the OK button. 

 

18. When a receipt is first added, it has a Receipt Status of Open. As you continue to 

make edits and save those changes, the status will be updated.   

19. Remember that this is an Amount Only requisition.  You will enter by amount not 

quantity.  (Quantity isn't open for editing). 

 

If quantity is open as an option, stop!  Contact the Buyer to correct the requisition 

receiving setup. 

20. You will enter the dollar amount of the Invoice (or supporting documentation), 

$2,500 into the Receipt Price field.   

 

Remember that the total amount of the PO for the year is $25,000. 
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Step Action 

21. Enter the desired information into the Receipt Price field. Enter "2500.00". 

 

22. Click the Save button. 

 

23. You may or may not get this message upon saving a Receipt. It depends on the User 

Preference settings. 

 

Click the OK button. 

 

24. The Receipt Status is "Fully Received" and a Receipt ID has been assigned.   

25. You are able to review Receiving on the LifeSpan in Manage Requisitions.  

 

You will navigate there to review the receiving information just entered. 

26. Click the Main Menu button. 

 

27. Click the eProcurement menu. 

 

28. Click the Manage Requisitions menu. 
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Step Action 

29. Click the Clear button. 

 

30. Enter the desired information into the Requisition ID field. Enter "0000000072". 

 

31. Click the Search button. 

 

32. Click the Expand Section button. 

 

33. Click the Receiving button. 

 

34. Selecting the Receiving button takes you to the Manage Receipts page listing that 

specific PO information. 

35. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Receiving on a Blanket Order (Partial Receiving) 
Section 3 - Lesson 1 Exercises - Scenario 4: Receiving on a Blanket Order 
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Procedure 

 
In this lesson, you will learn how to perform partial receiving for a Blanket Order Purchase 

Order. 

 

The following scenario will be used for PO #0000001414: 

 

1) You have received 15 of 100 Electrical Sockets and need to enter the receipt. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Scroll Down button. 

 

3. Click the Purchasing menu. 

 

4. Click the Receipts menu. 

 

5. Click the Add/Update Receipts menu. 

 

6. NEXT in the Receipt Number field indicates that the receipt you are adding will be 

assigned the next available receipt number when you save it. 
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Step Action 

7. Click the Add button. 
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Step Action 

8. Enter the Purchase Order number in the ID field (include the leading zeros). 

 

Enter the desired information into the ID field. Enter "0000001414". 

 

9. Click the 0000001414 option. 

 

10. Select the Retrieve Open PO Schedules check box to retrieve only purchase order 

schedules that haven't been fully received. 

 

If you do not select this check box, purchase orders that have been fully received 

appear in the search, as well as purchase order schedules that have not been fully 

received. 

 

11. Select the No Order Qty option to signify that the receiver must enter the actual 

quantity received. This selection requires a live count of the items prior to receipt in 

the system.  

 

If this option is selected, the copy function does not transfer order quantities to the 

receipt. You will need to manually enter all receipt quantities. 

12. Select the Ordered Qty option to automatically make the received quantity the 

purchase order quantity. This selection changes the purchase order quantity 

regardless of any prior receipt quantity. 

13. Select the PO Remaining Qty option to have the receipt display the difference 

between the quantity ordered and the quantity already received. Selecting this option 

defaults the Receipt Qty with the quantity not yet received. 

14. Click the Search button. 

 

15. Click the Sel option. 

 

16. Click the OK button. 

 

17. When a receipt is first added, it has a Receipt Status of Open. As you continue to 

make edits and save those changes, the status will be updated.   

18. The Receipt Qty field is open so that you can enter the quantity received. 

19. Accept Qty will update once the Receipt Qty is saved. 
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Step Action 

20. Click the Receipt Qty field. 
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Step Action 

21. Enter the desired information into the Receipt Qty field. Enter "15". 

 

22. Click the Save button. 

 

23. You may or may not get this message upon saving a Receipt. It depends on the User 

Preference settings. 

 

Click the OK button. 

 

24. You have saved the receipt of 15 of the 100 ordered Sockets.  Note the Receipt ID 

and the Receipt Status. 

25. Click the Details button. 

 

 

 
 

Step Action 

26. To move down the page, 

 

Click the Vertical Scroll bar. 
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Step Action 

27. Click the Expand section button. 

 

28. The Source Information section provides details about the entire PO.   

 

1) Note the original PO Quantity = 100 

2) Total Qty Received  = 15 

3) The Total Open PO Qty left to receive = 85 

4) PO Merchandise Amount = $5,000 - (Entire amount of PO) 

5) The Total Received Amount (just entered) = $750 

6) Total Open PO Amount = $4,250 (Amount of Items still left to receive) 

29. To move down the page, 

 

Click the Vertical Scroll bar. 

30. Click the Return button. 

 

31. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Receiving and Rejecting Items 
Section 3 - Lesson 1 Exercises - Scenario 5: Receiving and Rejecting Items 

Procedure 

 
In this lesson, you will learn how to Accept and Reject items that were received in an order. 

 

The following scenario will be used: 

 

1) You will use PO#1418 for the Receipt 

2) You ordered and received 25 Name Plates however 5 of them are damaged. 

3) You will enter a receipt of 25 and reject 5.  You are requesting for the items to be Replaced 

and the reason for the Rejection is due to Damage. 
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Step Action 

1. Click the Main Menu button. 

 

2. Click the Scroll Down button. 

 

3. Click the Purchasing menu. 

 

4. Click the Receipts menu. 

 

5. Click the Add/Update Receipts menu. 

 

6. NEXT in the Receipt Number field indicates that the receipt you are adding will be 

assigned the next available receipt number when you save it. 
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Step Action 

7. Click the Add button. 
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Step Action 

8. Enter the Purchase Order number in the ID field (include the leading zeros). 

 

Enter the desired information into the ID field. Enter "0000001418". 

 

9. Click the 0000001418 object. 

 

10. Select the Retrieve Open PO Schedules check box to retrieve only purchase order 

schedules that haven't been fully received. 

 

If you do not select this check box, purchase orders that have been fully received 

appear in the search, as well as purchase order schedules that have not been fully 

received. 

 

11. Select the No Order Qty option to signify that the receiver must enter the actual 

quantity received. This selection requires a live count of the items prior to receipt in 

the system.  

 

If this option is selected, the copy function does not transfer order quantities to the 

receipt. You will need to manually enter all receipt quantities. 

12. Select the Ordered Qty option to automatically make the received quantity the 

purchase order quantity. This selection changes the purchase order quantity 

regardless of any prior receipt quantity. 

13. Select the PO Remaining Qty option to have the receipt display the difference 

between the quantity ordered and the quantity already received. Selecting this option 

defaults the Receipt Qty with the quantity not yet received. 

14. Click the Search button. 

 

15. Click the Sel option. 

 

16. Click the OK button. 

 

17. When a receipt is first added, it has a Receipt Status of Open. As you continue to 

make edits and save those changes, the status will be updated.   
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Step Action 

18. Click in the Receipt Qty field. 

 

19. Enter the quantity of plates received. 

 

Enter the desired information into the Receipt Qty field. Enter "25". 

 

20. In order to reject the 5 plates that were damaged, you will need to enter rejection 

information in the appropriate fields on the More Details tab. 

 

Click the More Details object. 

 

21. Enter the desired information into the Reject Qty field. Enter "5". 

 

22. You will notice that the Merchandise Amt is reduced by the amount rejected. 

23. Click the Look up Reject Action (Alt+5) button. 

 

24. Click the Return For Replacement link. 
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Step Action 

25. Review the Reject Reason and select the one that is most appropriate. 

 

Click the Look up Reject Reason (Alt+5) button. 

 

26. Click the DAM link. 

 

27. Click the Save button. 

 

28. Users may or may not receive this Receipt message upon saving.  It depends on the 

User Preference settings. 

 

Click the OK button. 

 

29. Click the OK button. 

 

30. The Receipt Status has changed to "Fully Received" and a Receipt ID has been 

assigned. 

 

Even though the status is Fully Received, when the damaged items are replaced, 

you will need to receive on them by updating the same Receipt ID#. 

31. Congratulations! You have successfully completed this lesson. 

End of Procedure. 

Entering Delivery Information 
Section 3 - Lesson 2 Exercise - Scenario 1: Entering Delivery Information 

Procedure 

 
The buyer will determine if the delivery information should be captured.  Delivery information 

includes the delivery date, name of the person to whom the delivery is made and delivery 

location.   

 

In this lesson, you will learn how to enter Delivery Information for a Receipt 

 

The following scenario will be used: 

 

1) Using Receipt #0000001249, enter delivery information for the items received. 
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Step Action 

1. Click the Main Menu link. 

 

2. Click the Scroll Down button. 

 

3. Click the Purchasing menu. 

 

4. Click the Receipts menu. 

 

5. Click the Maintain Delivery Information menu. 
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Step Action 

6. Enter the desired information into the Receipt Number field. Enter "0000001249". 

 

7. Click the Search button. 

 

8. Location Comments and Ship to Comments can be reviewed/entered. 
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Step Action 

9. Click the Delivered option. 

 

10. Once the Delivered check box is checked, the system populates the current date and 

time.  If this information is not accurate, you may edit the fields. 

11. Enter the desired information into the Delivered To field. Enter "A. COOPER". 

 

12. Click the Save button. 

 

13. Next, you may print out the Receipt Delivery Details report that captures the 

information that was just entered. 
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Step Action 

14. Click the Receipts link. 
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Step Action 

15. Click the Reports menu. 

 

16. Click the Receipt Delivery menu. 

 

17. Run Control IDs are used to run system processes.   

 

A Run Control ID is an identifier that, along with your User ID, uniquely identifies 

the process you are running.  The Run Control ID provides information used when 

the process is run.   

18. A Run Control ID cannot contain spaces.  Use letters or numbers up to 30 

characters long.  

 

Special characters are not allowed except for the underscore. 

 

 
 

Step Action 

19. Enter the desired information into the Run Control ID field. Enter 

"RECEIPT_DELIVERY". 

 

20. Click the Add a New Value tab. 

 



CAPPS Financials 
EUT Course  
 

 Page 195 

Step Action 

21. Click the Add button. 

 

 

 
 

Step Action 

22. Business Unit will normally default according to the setup of user preferences, but it 

can be selected from the drop down menu. 

 

Click the Look up Business Unit (Alt+5) button. 

 

23. Click the 03200 link. 

 

24. Enter the desired information into the Receipt No field. Enter "0000001249". 

 

25. Click the 0000001249 option. 

 

26. Click the Run button. 

 

27. Use the Process Scheduler Request page to enter or update parameters, such 

as report output type and format. 
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Step Action 

28. The Description field helps to uniquely identify a process. 

29. The Process Name field displays the name of the process as it appears in the 

technical definition. 

30. Use the *Format field to define the output format for the report. The values are 

dependent on the process type that is selected.  

 

In this example, the default value is PDF.  Do not change the defaults. 

 

 
 

Step Action 

31. Click the OK button. 

 

32. The report is now running. Notice a Process Instance number displays. This 

number identifies the process you have just run; you can check its status using 

Process Monitor. 
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Step Action 

33. Click the Process Monitor link. 

 

34. The Process Instance number displays. It helps identify this report or process from 

others in the list. 

35. The Process Name is the report/process that you just ran. 

36. The current Run Status of this process displays as "Queued". 

 

The process will be finished when the Run Status is "Success", 

and the Distribution Status is "Posted".   
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Step Action 

37. Click the Refresh button. 

 

38. The process has finished.  The status is "Success" and "Posted".  Now you will 

navigate to Reporting Tools > Report Manager in order to view the report.  

39. Click the Main Menu button. 

 

40. Click the Scroll Down button. 

 

41. Click the Reporting Tools menu. 

 

42. Click the Report Manager menu. 

 

 



CAPPS Financials 
EUT Course  
 

 Page 199 

 
 

Step Action 

43. Click the Administration tab. 
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Step Action 

44. Click the Details link. 

 

 

 
 

Step Action 

45. Click the POX5030.pdf link. 

 

46. This report provides the Receipt Status, Requisition, and PO numbers for the 

Delivery that was entered. 

47. Congratulations! You have successfully completed this lesson. 

End of Procedure. 

Entering Inspection Details 
Section 3 - Lesson 3 Exercise - Scenario 1: Entering Inspection Details 

Procedure 

 
The requester and/or purchaser can designate which items are required to be inspected so that the 

receiver can record inspection details once a good is received. An inspection can be requested on 

any item. The item does not have to be an asset. 

 

In this lesson, you will learn how to enter Inspection Information for a Receipt. 
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The following scenario will be used: 

 

1) Navigate to Manage Requisitions and use the LifeSpan timeline to review Receiving 

information. 

2) Search for Requisition #0000000075 (Computers) using the LifeSpan timeline select the 

Receiving Icon.  

3) Determine if an inspection is required. 

4) Review inspection instructions. 

5) Enter the Inspection details.  

  

 
 

Step Action 

1. Click the Main Menu link. 

 

2. Click the eProcurement link. 

 

3. Click the Manage Requisitions link. 
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Step Action 

4. You may use any search criteria that you choose.   

 

For this exercise, you will 

click the Clear button. 
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Step Action 

5. Enter the desired information into the Requisition ID field. Enter "0000000075". 

 

6. Click the Search button. 

 

7. Expanding the triangle icon will open up the Lifespan for the requisition. 

 

Click the Expand Section button. 

 

8. For this exercise, you will use the Receiving icon on the Lifespan timeline. 

 

Click the Receiving link. 

 

9. To open up the details of the Receipt, you will review the Details. 

 

Click the Details link. 

 

10. This page should look familiar. It is the Maintain Receipts page where the receipt 

was entered for the Dell Laptops. 
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Step Action 

11. Click the More Details link. 

 

12. There is a checkmark in the Inspect field that tells you that an item needs to be 

inspected. 

13. Click the Details button. 

 

14. Inspection and additional Receiving information can also be found on this page.   

 

To view the Inspection information go to the Receipt Quantity section. 
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Step Action 

15. Click the Expand section button. 

 

16. Inspect Qty indicates that "7.000" of the ordered items must be inspected. 

17. To move down the page, 

 

Click the Vertical Scroll bar. 

18. Click the Return button. 

 

19. To record the inspection details, you will navigate to Purchasing > Receipts > 

Inspect Receipts 
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Step Action 

20. Click the Purchasing button. 

 

21. Click the Receipts menu. 

 

22. Click the Inspect Receipts menu. 

 

23. The PO ID can be entered or the Receipt ID.   

 

The Receipt ID will be used in this exercise. 
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Step Action 

24. Enter the desired information into the Receipt ID field. Enter "0000001249". 

 

25. Click the Search button. 

 

26. Select the line of the PO that you will be performing the inspection. 

 

Click the Sel option. 

 

27. Click the OK button. 
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Step Action 

28. It is important to review the Inspect Instructions to ensure the inspection is 

performed properly. 

 

Click the Inspect Instructions link. 

 

29. Review and follow the instructions for inspecting the items. 
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Step Action 

30. Click the OK button. 

 

 

 
 



CAPPS Financials 
EUT Course  

 

 Page 210 

Step Action 

31. Enter the desired information into the Insp Qty field. Enter "7". 

 

32. Click the Choose a date (Alt+5) button. 

 

33. Click the 10 link. 

 

34. Click the Save button. 

 

35. The Inspection Status Changed from 'Incomplete" to "Complete". 

36. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Section 4 - Purchasing Reports 
Section 4 - Purchasing Reports 

PO Print Report 
Section 4 - Lesson 1 Exercises - Scenario 1: PO Print Report 

Procedure 

 
The Purchase Order (PO) Print Report provides details about the selected Purchase Order.  If the 

user running this report is not the Buyer, the signature line will indicate Unauthorized. 

 

In this lesson, you will learn how to run a PO Print Report.   

   

The following scenario will be used: 

 

1) Select the Multiple PO option  

2) Enter the following purchase order numbers:   

   - 0000001413 

   - 0000001414 

   - 0000001415 
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Step Action 

1. Click the Main Menu button. 

 

2. Click the CAPPS Reports menu. 

 

3. Click the Statewide Reports menu. 

 

4. Click the Purchasing menu. 

 

5. Click the PO Print Report menu. 
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Step Action 

6. If you have already run this report, you may search for it on the Find an Existing 

Value tab. 

 

Click the Add a New Value tab. 

 

7. Run Control IDs are used to run system processes.   

 

A Run Control ID is an identifier that, along with your User ID, uniquely identifies 

the process you are running.  The Run Control ID provides information used when 

the process is run.   

8. A Run Control ID cannot contain spaces.  Use letters or numbers up to 30 characters 

long.  

 

Special characters are not allowed except for the underscore. 

9. Enter the desired information into the Run Control ID field. Enter "PO_PRNT". 

 

10. Click the Add button. 
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Step Action 

11. You will select a Business Unit (BU) or ensure that the default BU is correct. 

 

Click the Look up Business Unit (Alt+5) button. 

 

12. Click the 03200 link. 

 

13. You may use any of the parameters that you desire.   

 

For this example, you will use Select Multiple POs. 

14. Click the Select Multiple PO's link. 
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Step Action 

15. Enter the desired information into the PO Number field. Enter "0000001413". 

 

16. Click the 0000001413 option. 

 

17. Enter the desired information into the PO Number field. Enter "0000001414". 

 

18. Click the 0000001414 option. 

 

19. Enter the desired information into the PO Number field. Enter "0000001415". 

 

20. Click the 0000001415 option. 

 

21. Click the OK button. 
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Step Action 

22. Click the Run button. 

 

23. Use the Process Scheduler Request page to enter or update parameters, such 

as report output type and format. 

24. The Description field helps to uniquely identify a process. 

25. The Process Name field displays the name of the process as it appears in the 

technical definition. 

26. Use the *Format field to define the output format for the report. The values are 

dependent on the process type that is selected.  

 

In this example, the default value is PDF.  Do not change the defaults. 
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Step Action 

27. Click the OK button. 

 

28. The report is now running.  Notice a Process Instance number displays. This 

number identifies the process you have just run; you can check the status using 

Process Monitor. 
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Step Action 

29. Click the Process Monitor link. 

 

30. The Process Instance number displays. It helps identify this report or process from 

others in the list. 

31. The Process Name is the report/process that you just ran. 

32. The current Run Status of this process displays as "Queued" and Distribution 

Status of "N/A". 

 

The process will be finished when the Run Status is "Success", and the 

Distribution Status is "Posted".   

33. The Refresh button updates the Run Status and Distribution Statuses.   

 

The Run and Distribution statuses that indicate that the process is finished is Success 

and Posted. 
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Step Action 

34. Click the Refresh button. 

 

35. The process has finished.  The status is Success and Posted.   

 

Now you will navigate to Reporting Tools > Report Manager in order to view the 

report. 

36. Note:  If your report or any batch process fails (Run Status is Error instead of 

Success), please use a new Run Control ID on your next attempt.   

 

Do not re-use a failed Run Control. 

37. Click the Main Menu button. 

 

38. Click the Scroll Down button. 

 

39. Click the Reporting Tools menu. 

 

40. Click the Report Manager menu. 
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Step Action 

41. Click the Administration tab. 

 

42. If you have run multiple reports within a short period of time you will see them 

listed.   

 

The latest run report should appear at the top of the list.   
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Step Action 

43. Click the Details link. 
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Step Action 

44. Click the PO_DISPATCH.pdf link. 

 

45. This toolbar provides the ability to save, print, magnify and navigate through the 

report.    

 

 
 

Step Action 

46. To display the full report, click the Minus icon. 

 

47. Click the Minus icon. 

 

48. If the print request is performed by the assigned Buyer, the Buyer’s signature will 

print.  

 

For any other user, “UNAUTHORIZED” will display on the signature line. 

49. To continue to the Next Page,  

 

Click the Next Page Arrow icon. 
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Step Action 

50. To continue to the Next Page,  

 

Click the Next Page Arrow icon. 

 

51. You can use the Adobe commands shown to either save the document or print the 

report, as needed. 

52. To close the report,  

 

Click the Close Tab (Ctrl+W) button. 

 

53. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Receiving Report 
Section 4 - Lesson 1 Exercises - Scenario 2: Receiving Report 

Procedure 

 
The Receiving Report displays all receiving details such as the Receipt ID number, UserID of the 

user entering the receipt, PO ID number, Receipt Date, division information, delivery 

information, Supplier, as well as the specific quantity, description and unit cost of the item. 

 

In this lesson, you will learn how to run a Receiving Report. 

 

The following scenario will be used: 

 

1) Enter Receipt #1247.   
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Step Action 

1. Click the Main Menu button. 

 

2. Click the CAPPS Reports menu. 

 

3. Click the Statewide Reports menu. 

 

4. Click the Purchasing menu. 

 

5. Click the Receiving Report menu. 
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Step Action 

6. If you have already run this report, you may search for it on the Find an Existing 

Value tab. 

 

For this exercise, you will 

Click the Add a New Value tab. 

 

7. Run Control IDs are used to run system processes.   

 

A Run Control ID is an identifier that, along with your User ID, uniquely identifies 

the process you are running.  The Run Control ID provides information used when 

the process is run.   

8. A Run Control ID cannot contain spaces.  Use letters or numbers up to 30 

characters long.  

 

Special characters are not allowed except for the underscore. 

9. Enter the desired information into the Run Control ID field. Enter "RCVNG". 

 

10. Click the Add button. 
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Step Action 

11. You will select a Business Unit (BU) or ensure that the default BU is correct. 

 

Click the Look up Business Unit (Alt+5) button. 

 

12. Click the 03200 link. 

 

13. Enter the desired information into the Receiver ID Num field. Enter "0000001247". 

 

14. Click the Run button. 

 

15. Use the Process Scheduler Request page to enter or update parameters, such 

as report output type and format. 

16. The Description field helps to uniquely identify a process. 

17. The Process Name field displays the name of the process as it appears in the 

technical definition. 

18. Use the *Format field to define the output format for the report. The values are 

dependent on the process type that is selected.  

 

In this example, the default value is PDF.  Do not change the defaults. 
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Step Action 

19. Click the OK button. 

 

20. The report is now running. Notice a Process Instance number displays. This 

number identifies the process you have just run; you can check its status using 

Process Monitor. 
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Step Action 

21. Click the Process Monitor link. 

 

22. Theprocess Instance number displays. It helps identify this report or process from 

others in the list. 

23. The Process Name is the report/process that you just ran. 

24. The current Run Status of this process displays as "Processing". 

 

The process will be finished when the Run Status is "Success", and the 

Distribution Status is "Posted".   

25. The Refresh button updates the Run Status and Distribution Status.   
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Step Action 

26. Click the Refresh button. 

 

27. The process has finished.  The status is "Success" and "Posted".   

 

Now you will navigate to Reporting Tools > Report Manager in order to view the 

report. 

28. NOTE:  If your report or any batch process fails (Run Status is Error instead of 

Success), please use a new Run Control ID on your next attempt.   

 

Do not re-use a failed Run Control. 

29. Click the Main Menu button. 

 

30. Click the Scroll Down button. 

 

31. Click the Reporting Tools menu. 

 

32. Click the Report Manager menu. 
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Step Action 

33. Click the Administration tab. 

 

34. If you have run multiple reports within a short period of time the Report List 

section will show them listed.   

 

The latest run report should appear at the top of the list.   
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Step Action 

35. Click the Details link. 
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Step Action 

36. Click the TXCPO003.pdf link. 

 

 

 
 

Step Action 

37. To continue to the Next Page,  

 

Click the Next Page Arrow icon. 

 

38. You can use the Adobe commands shown to either save the document or print the 

report, as needed. 

39. To close the report,  

 

Click the Close Tab (Ctrl+W) button. 

 

40. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Requisition Print Report 
Section 4 - Lesson 1 Exercises - Scenario 3: Requisition Print Report 

Procedure 
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The Requisition Print Report displays the requisition details containing all item information, 

comments, status and accounting information.  You can print a single requisition or multiple 

requisitions. 

 

In this lesson, you will learn how to run the Requisition Print Report for the following three 

requisitions: 

 

1) 0000000052 

2) 0000000057 and  

3) 0000000060. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the CAPPS Reports menu. 

 

3. Click the Statewide Reports menu. 

 

4. Click the Purchasing menu. 
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Step Action 

5. Click the Requisition Print Report menu. 

 

 

 
 

Step Action 

6. If you have already run this report, you may search for it on the Find an Existing 

Value tab. 

 

For this exercise, you will 

Click the Add a New Value tab. 

 

7. Run Control IDs are used to run system processes.   

 

A Run Control ID is an identifier that, along with your User ID, uniquely identifies 

the process you are running.  The Run Control ID provides information used when 

the process is run.   

8. A Run Control ID cannot contain spaces.  Use letters or numbers up to 30 

characters long.  

 

Special characters are not allowed except for the underscore. 
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Step Action 

9. Enter the desired information into the Run Control ID field. Enter 

"REQ_PRINT_REPORT". 

 

10. Click the Add button. 

 

11. You will select a Business Unit (BU) or ensure that the default BU is correct. 

 

 
 

Step Action 

12. Enter the desired information into the Requisition 1 field. Enter "0000000052". 

 

13. Click the 0000000052 option. 

 

14. Enter the desired information into the Requisition 2 field. Enter "0000000057". 

 

15. Click the 0000000057 option. 

 

16. Enter the desired information into the Requisition 3 field. Enter "0000000060". 
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Step Action 

17. Click the 0000000060 option. 

 

18. Click the Run button. 

 

19. Use the Process Scheduler Request page to enter or update parameters, such 

as report output type and format. 

20. The Description field helps to uniquely identify a process. 

21. The Process Name field displays the name of the process as it appears in the 

technical definition. 

22. Use the *Format field to define the output format for the report. The values are 

dependent on the process type that is selected.  

 

In this example, the default value is PDF.  Do not change the defaults. 

 

 
 

Step Action 

23. Click the OK button. 

 

24. The report is now running. Notice a Process Instance number displays. This 

number identifies the process you have just run; you can check its status using 

Process Monitor. 
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Step Action 

25. Click the Process Monitor link. 

 

26. The Process Instance number displays. It helps identify this report or process from 

others in the list. 

27. The Process Name is the report/process that you just ran. 

28. The current Run Status of this process displays as "Queued". 

 

The process will be finished when the Run Status is "Success", and the 

Distribution Status is "Posted".   

29. The Refresh button updates the Run Status and Distribution Statuses.   
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Step Action 

30. Click the Refresh button. 

 

31. The process has finished.  The status is "Success" and "Posted".   

 

Now you will navigate to Reporting Tools > Report Manager in order to view the 

report. 

32. NOTE: If your report or any batch process fails (Run Status is Error instead of 

Success), please use a new Run Control ID on your next attempt.   

 

Do not re-use a failed Run Control. 

33. Click the Main Menu button. 

 

34. Click the Scroll Down button. 

 

35. Click the Reporting Tools menu. 

 

36. Click the Report Manager menu. 
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Step Action 

37. Click the Administration tab. 

 

38. If you have run multiple reports within a short period of time you will see them 

listed.   

 

The latest run report should appear at the top of the list.   
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Step Action 

39. Click the Details link. 
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Step Action 

40. Click the TXCPO002X.pdf link. 

 

 

 
 

Step Action 

41. To continue to the Next Page,  

 

Click the Next Page Arrow object. 

 

42. To continue on to the next page, 

 

Click the Next Page Arrow object. 

 

43. You can use the Adobe commands shown to either save the document or print the 

report, as needed. 

44. To close the report,  

 

Click the Close Tab (Ctrl+W) button. 

 



CAPPS Financials 
EUT Course  
 

 Page 241 

Step Action 

45. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Requisition Status Report 
Section 4 - Lesson 1 Exercises - Scenario 4: Requisition Status 

Procedure 

 
The Requisition Status Report provides the status and details of the requisition, associated POs, 

the UserID of when the user made changes. 

 

In this lesson, you will learn how to run the Requisition Status Report for Req #000000059. 

 
 

Step Action 

1. Click the Main Menu link. 

 

 



CAPPS Financials 
EUT Course  

 

 Page 242 

 
 

Step Action 

2. Click the CAPPS Reports menu. 

 

3. Click the Statewide Reports menu. 

 

4. Click the Purchasing menu. 

 

5. Click the Requisition Status Report menu. 
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Step Action 

6. If you have already run this report, you may search for it on the Find an Existing 

Value tab. 

 

For this exercise, you will 

Click the Add a New Value tab. 

 

7. Run Control IDs are used to run system processes.   

 

A Run Control ID is an identifier that, along with your User ID, uniquely identifies 

the process you are running.  The Run Control ID provides information used when 

the process is run.   

8. A Run Control ID cannot contain spaces.  Use letters or numbers up to 30 

characters long.  

 

Special characters are not allowed except for the underscore. 

9. Enter the desired information into the Run Control ID field. Enter 

"REQ_STATUS". 

 

10. Click the Add button. 
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Step Action 

11. You will select a Business Unit (BU) or ensure that the default BU is correct. 

 

Click the Look up Business Unit (Alt+5) button. 

 

12. Click the 03200 link. 

 

13. You may use any of the parameters that you desire.   

 

For this example, you will use the Requisition ID. 

14. Enter the desired information into the Requisition ID field. Enter "0000000059". 

15. Click the 0000000059 option. 

 

16. Click the Run button. 

 

17. Use the Process Scheduler Request page to enter or update parameters, such 

as report output type and format. 

18. The Description field helps to uniquely identify a process. 

19. The Process Name field displays the name of the process as it appears in the 

technical definition. 
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Step Action 

20. Use the Format field to define the output format for the report. The values are 

dependent on the process type that is selected.  

 

In this example, the default value is PDF.  Do not change the defaults. 

 

 
 

Step Action 

21. Click the OK button. 

 

22. The report is now running. Notice a Process Instance number displays. This 

number identifies the process you have just run; you can check its status using 

Process Monitor. 
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Step Action 

23. Click the Process Monitor link. 

 

24. The Process Instance number displays. It helps identify this report or process from 

others in the list. 

25. The Process Name is the report/process that you just ran. 

26. The current Run Status of this process displays as "Initiated". 

 

The process will be finished when the Run Status is "Success', and the 

Distribution Status is 'Posted".   

27. The Refresh button updates the Run Status and Distribution Statuses.  
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Step Action 

28. Click the Refresh button. 

 

29. The process has finished.  The status is "Success' and "Posted".   

 

Now you will navigate to Reporting Tools > Report Manager in order to view the 

report. 

30. NOTE:  If your report or any batch process fails (Run Status is Error instead of 

Success), please use a new Run Control ID on your next attempt.   

 

Do not re-use a failed Run Control. 

31. Click the Main Menu button. 

 

32. Click the Scroll Down button. 

 

33. Click the Reporting Tools menu. 

 

34. Click the Report Manager menu. 
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Step Action 

35. Click the Administration tab. 

 

36. If you have run multiple reports within a short period of time you will see them 

listed.   

 

The latest run report should appear at the top of the list.   
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Step Action 

37. Click the Details link. 
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Step Action 

38. Click the TXCPO004.pdf link. 

 

39. You can use the Adobe commands shown to either save the document or print the 

report, as needed. 

 

 
 

Step Action 

40. To close the report,  

 

Click the Close Tab (Ctrl+W) button. 

 

41. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 

Requisitions to be Sourced Report 
Section 4 - Lesson 1 Exercises - Scenario 5: Requisitions to be Sourced Report 

Procedure 

 
The Requisitions to be Sourced Report identifies requisitions available for purchasers to source.   

 

In this lesson, you will learn how to run the Requisitions to be Sourced report.  
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The following scenario will be used: 

 

1) Enter Approval date ranges: 7/14/2015 to 8/5/2015. 

 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the CAPPS Reports menu. 

 

3. Click the Statewide Reports menu. 

 

4. Click the Purchasing menu. 

 

5. Click the Requisitions to be Sourced menu. 
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Step Action 

6. If you have already run this report, you may search for it on the Find an Existing 

Value tab. 

 

For this exercise, you will 

Click the Add a New Value tab. 

 

7. Run Control IDs are used to run system processes.   

 

A Run Control ID is an identifier that, along with your User ID, uniquely identifies 

the process you are running.  The Run Control ID provides information used when 

the process is run.   

8. A Run Control ID cannot contain spaces.  Use letters or numbers up to 30 

characters long.  

 

Special characters are not allowed except for the underscore. 

9. Enter the desired information into the Run Control ID field. Enter 

"REQS_TO_BE_SOURCED". 

 

10. Click the Add button. 
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Step Action 

11. You will select a Business Unit (BU) or ensure that the default BU is correct. 

 

Click the Look up Business Unit (Alt+5) button. 

 

12. Click the 03200 link. 

 

13. Enter the desired information into the From Approval Dt field. Enter "07142015". 

 

14. Enter the desired information into the To Approval Dt field. Enter "08052015". 

 

15. Click the Run button. 

 

16. Use the Process Scheduler Request page to enter or update parameters, such 

as report output type and format. 

17. The Description field helps to uniquely identify a process. 

18. The Process Name field displays the name of the process as it appears in the 

technical definition. 
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Step Action 

19. Use the Format field to define the output format for the report. The values are 

dependent on the process type that is selected.  

 

In this example, the default value is PDF.  Do not change the defaults. 

 

 
 

Step Action 

20. Click the OK button. 

 

21. The report is now running. Notice a Process Instance number displays. This 

number identifies the process you have just run; you can check its status using 

Process Monitor. 
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Step Action 

22. Click the Process Monitor link. 

 

23. The Process Instance number displays. It helps identify this report or process from 

others in the list. 

24. The Process Name is the report/process that you just ran. 

25. The current Run Status of this process displays as "Queued". 

 

The process will be finished when the Run Status is "Success", and the 

Distribution Status is "Posted".   

26. The Refresh button updates the Run Status and Distribution Statuses.   
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Step Action 

27. Click the Refresh button. 

 

28. The process has finished.  The status is "Success" and "Posted".   

 

Now you will navigate to Reporting Tools > Report Manager in order to view the 

report. 

29. NOTE: If your report or any batch process fails (Run Status is Error instead of 

Success), please use a new Run Control ID on your next attempt.   

 

Do not re-use a failed Run Control. 

30. Click the Main Menu button. 

 

31. Click the Scroll Down button. 

 

32. Click the Reporting Tools menu. 

 

33. Click the Report Manager menu. 
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Step Action 

34. Click the Administration tab. 

 

35. If you have run multiple reports within a short period of time you will see them 

listed.   

 

The latest run report should appear at the top of the list.   
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Step Action 

36. Click the Details link. 
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Step Action 

37. Click the TXCPO017.pdf link. 

 

38. You can use the Adobe commands shown to either save the document or print the 

report, as needed. 

 

 
 

Step Action 

39. Click the Close Tab (Ctrl+W) button. 

 

40. Congratulations!  You have successfully completed this lesson. 

End of Procedure. 
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