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Budget Inquiry

Question:  Budget Inquiry is not real-time.  The budget balances are as of the last month end close. 

Response: False - Budget information is real-time.  Whenever a budget inquiry is performed the balances are as of that second.


[bookmark: _Toc453587764]Supplier

Question:  If a supplier is entered on a requisition the buyer must use the supplier that was entered? 

Response:  False - The buyer decides which supplier will be used.


[bookmark: _Toc453587765]SpeedChart

Question:  What is the SpeedChart option? 

Response: 
1. SpeedChart tables are built into the system to allow ease of entry for ChartField data. 
2. SpeedCharts are created and maintained by the agencies and may be a single line or may have multiple distribution lines allocated to different departments

[bookmark: _Toc453587766]Budget Check Errors

Question:  What should you do if you receive a Pre-Budget Check error? 

Response:  
1. Check the ChartFields used for accuracy.
2. Use a different chartstring that is appropriate for the order. 
3. If budget error indicates that budget doesn't exist, contact the Budget Department.

Never ignore a Pre-Budget Check or Budget check order.  The requisition will not be processed.

[bookmark: _Toc453587767]Shipping

Question:  As a requester, I am able to change the Shipping Information on an order.  

Response:  True - Shipping information can be changed for each line of the Requisition. If the shipping information will be the same for each line but different than what is defaulted for the user, this information can be entered on the Requisition Settings page before entering the requisition.


[bookmark: _Toc453587768]Requisition Settings

Question:  When should the Requisition Setting page be used? 

Response:  The answer is: It should be used only when there is a need to default the same information (Supplier, Chartfields, etc.) on each line of the requisition.

It is used to save time on data entry before creating the requisition.

[bookmark: _Toc453587769]Amount Only

Question:  An Amount Only Requisition is created to receive by quantity.  

Response:  False - An Amount Only Requisition is created to receive by dollar amount.

[bookmark: _Toc453587770]

[bookmark: _GoBack]Save for Later

Question:  You have started a requisition but need additional information and can’t complete it right then.  What should you do? 

Response:  Save for Later - Save for Later leaves the Requisition in an Open status and it can be retrieved through Manage Requisitions.

[bookmark: _Toc453587771]Amount Only

Question:  How can requisition be set up as Amount Only?

Response:  

1. Select the Amount Only checkbox on the Line Details page.
2. Quantity entered must be 1. 
3. Unit of Measure should be LOT.

Entering Amount Only in the description does not make it an Amount Only Requisition.
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Question:  A purchase order creates an encumbrance. 

Response:  True – A purchase order releases the pre-encumbrance and creates and encumbrance.

[bookmark: _Toc453587773]Pre-Encumbrance

Question: What action creates a pre-encumbrance?

Response:  Budget Check


[bookmark: _Toc453587774]Pre-Budget Checking

Question:  A pre-budget checking is done to check the budget for available funds at that moment but doesn't pre-encumber funds.

Response:  True - Only Budget Checking pre-encumbers funds.

[bookmark: _Toc453587775]Change Requisition

Question:  If the buyer contacts the Requester and tells them that an item has an increase in price on a requisition, what does the requester need to do?

Response: The requester will edit the requisition to change the price of the item, pre-budget check, then save and submit.  After approvals, budget check to ensure that the appropriate amount is pre-encumbered.  


[bookmark: _Toc453587776]Copy Requisition

Question:  When a requisition has been copied from another, should the ChartFields be checked and changed?

Response:  True - Whenever a requisition is copied, the ChartFields should always be checked and changed when applicable.  This will ensure that the appropriate budget is being used.

[bookmark: _Toc453587777]Manage Requisitions

Question:  What can be done in Manage Requisitions? 

Response:  
1. Budget Checking, Edit, Cancel, Un-Cancel, Print
2. Check the Life Cycle of a Requisition, i.e., Req > Approvals > PO Status > Receiving > Invoice > Payment
3. Monitor requisitions

Requisitions can only be created from the Create Requisitions Page.  Purchase Orders are created by Buyers and can only be done in Purchasing not eProcurement.
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Question:  A requisition can be changed after it has been approved. 

Response:  True

[bookmark: _Toc453587779]Denial Notice

Question:  When an approver denies a requisition, how is the requester informed? 

Response: 
1. The requester should check Manage Requisitions daily to review the statuses of requisitions. 
2. The requester will receive an email message regarding the denial with comments from the approver.

The approver does not need to call or email the requester.  This is done through the system.

[bookmark: _Toc453587780]Requisition Approval

Question: As an approver, how will I know that a requisition is waiting for my approval?

Response: 
1. The approver will receive an email notification.
2. The approver can check their Worklist. 
3. The approver can go to the Manage Requisitions screen.
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Question:  When a reviewer is added to the Workflow, the routing of the requisition stops with them and will not move forward until the Reviewer acknowledges that they have reviewed the requisition.

Response:   False - Unless the requisition is put on hold by the approver, the requisition will continue to route to the next approver.  The Reviewer does not hold up the process otherwise.

[bookmark: _Toc453587782]Asset Management

Question:  How will I know that the Asset received was recognized in the Asset Management system? 

Response:  
1. The Receiving status will change to Moved to Destination.
2. The AM status will change to Moved.
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Question:  When should an item be inspected? 

Response:  
1. When the buyer or requester have indicated Inspection required in the system and have entered Inspection instructions. 
2. Inspections are not required unless it is requested via the system. 
3. Once opening up items an overall spot check should be done without it being triggered in the system as an official inspection.


[bookmark: _Toc453587784]Receiving Damaged Items

Question:  I should accept and receive on items that were damaged? 

Response:  False - No, accept the quantity that isn't damaged and enter rejection information for the damaged items.  This way all is accounted for.
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