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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Editing and Updating Requisitions

Note: This Desk Aid was written to the specifications
of CAPPS Central agency modules and may not reflect
the unique process variations implemented by
individual or non-Central agencies.
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CAPPS Central Desk Aid

Editing and Updating Requisitions

Navigation
Dashboard: Purchasing; Tile: Requisitions

From the ePro Manage Requisitions page:

1.

2.

Select the filter icon to locate a requisition by using various fields (such as: DATE, STATUS, etc.).

£ Purchasing Requisition

. MErows =
.| ePro Manage Requisitions

"L ePro Creale Requisiti
&Pro Creale Requisitions Accnun RcequestSIﬂe Budnetn Total Amount &

Requisition Name & D= Date = Requester < Frs

Enter search criteria.

Note: Some fields are pre-populated — but can be changed or removed. ‘

£ Purchasing Requisition
-/ ePro Manage
Cancal Filters |
E’n ePro Creale Requisitions
Business Unit | 68800 Q Requisition Name Q s
| # Non-ePro Add/Update Req
Requisition ID Q PO Number Q hk'd 3
7] Requester's Workbench 1
From Date |02/01/2023 = Through Date Valid ¢
|55 Requisition Ingquiry L
| Requester Q Entered by Q hk'd
S Document Status Requisition
Request State | Approved ~ Budget Status | Valid ~ i
Accounting Entries Valid
Item ID Item D iptl
@) Requisition Change History em Q em Description Q k.,
Ship Te Location Q Supplier Item ID Q |
hk'd
Origin Q 1
clear |

Select Filter to initiate the search.
Select the ACTTIONS drop-down icon.

Select Edit from the ACTIONS drop-down menu.

_ ePro Manage Requisitions b o
T
- e Copy
» ePro Create Requisitions Actio : i Unit/Requisition isition Date Reausster ¢ Reque:
< View Print | ;S : a v o
# Non-ePro Add/Update Req
[©) Budget Check ELS_WSC_Feb2023 00/0000000727 02/14/2023 00010094511 Pendi
EJ] Requester's Workbench
@] Cancel 00/0000000721 02/14/2023 00010114359  Pendii
a9 Requisition Inquiry
PreBudget Check
£ Doc t Status R " @ M.May2023 00/0000000668 02/02/2023 00010094129 Pendi
ument Status Requisition
:
(@ Accounting Entries ) % WMBatteries020123 00/0000000664 02/01/2023 00010093535 Pendi
- n View Approval

Note: The Checkout page is used to make most changes.

Important: If the PO already has a requisition line, you must communicate with the purchaser
before making changes.
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6. Select the specific item (hyperlink) under ITEM DESCRIPTION to change the PRICE, QUANTITY,
DESCRIPTION, or other items.

Edit Requisition

Shopping Cart for Requisition ID 0000001097
2 item(s) to buy now.

+ Requisition Summary
Business Unit 38000
Requisition Name | office supplies May2023

Requester 00010069855

Currency USD

2 rows
Item Description & Status © Price & Currency & ch Y :::::J“ o
AAA Balteries Open 6.80 usD 5 PAK Q @i Delete

Open 14,35 uso [ Doz Q @ Delete

Total 119.10 USD

7. Select Apply after all changes are entered.

Edit Requisition

All w || saarch Q| Advanced Search
Requisition Defaults

Special Requests
“ltem Descriplion
Pin, Gal Ink, Blue

“Price | 1435

*Currency Code |USD Q
“MIGP Class | 820 a “Unit of Measure | DOZ Q
NIGP Hem |80 Q Due Date [
“Quantity &
Supplier Name
Supplier 1D | 11131115588 q

ACME SUPPLY COLTD
Location | *00

Supplier Item ID

Suggest Naw Supplier

Maniifactuner ID Manulacturer

Manufacturer's tem |D

Additional Information
4 dozen TREC, 2 dozen TALCB

e
#
Sendlo o Ty Shown at Shown at
5 Yes | 5 Mo No
Supplier - L— Receipt - Voucher -
Return

The Checkout page displays again.
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Adding a New Line

Navigation
Dashboard: Purchasing; Tile: Requisitions

From the Edit Requisitions page:

1. Select Continue Shopping to add a line.

& Reguisiticn < My Requisitions Edit Requisition

‘Shopping Cart for Requisition 1D 0000001097

2. Select Special Requests in the left menu.

€ Requistion < My Requisitions Edit Requisition

™ Recently Ordered Special Requests
“Item Description
o Favorites Whiteboard eraser
] Tempiates *Prica | 256 “Currency Code |USD
“NIGP Class 615 Q Unit of Measure |CS
& Special Requests
NIGP tem a Dus Date )
[T Expross Entry
Supplier 1D a
Location Q

Manufact
Q
Manufacturer's ltem ID
Additional Information
[

w

Enter data for the new line.
Note: Required fields are indicated with asterisks (*).

&

Select Add.

U

Select Shopping Cart to continue to the Checkout
“~ | O O £ My Requistins Q s
Edit Requisition

I <|[sea Q| AdvencedSearch  Requisition Defeuls = .
¥ Recently Ordered | Special Requests

page.

6. Select the Schedule icon for the specific item.

Edit Requisition

 Justification Comments

~Requisition Lines Overview

SelectAll Aetions. ©

Line 1 Special Request

Txsmanguy

Status. Amount Only Quantity Unit of Measure B & Total No
1 ice urrency -

Pendng No 1 EA a 10000 use 100.00 USD: Line Reference ¢ SchoduoDotalls | | >
Supplier EMS ONLINE TRAINING PLUS
Line2 Specal Request

TxSmartSuy

Item ID gm(mus Amount Only Quantity Unit of Measure Price Currency Total No (L ScheduleDelails N
Suppier enang No 1 A Q 100 usp 100 usD Line Refersnce -

2 Line Comments || i Deleta

 Universal Fields
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7. Enter CHARTFIELD information

in the Distribution section.

Aftributes
£ Special Request

~ Schedule 1
Schedule 1
spTe T Q]
Artention To
Due Date E

Address

[A Ship To Comments

~Distributions

Please enter GL Business Unit before selecting chartfield values

Quantity |1

Price 1.00 USD

Total 100USD

One Time Address

“Distribute By | Quantity v SpeedChart Q

| Chartfields1 Chartfields2 Chartfields3 I Details Budget Information Asset Information Show All
Account 11 Operating Unit 71 Fund Code 1. Department 7. Program Code 7. Appropriation/PCA 1. Appropriation Year 7.
| Q Q| al| Q Q| Q

Select Done.

You are routed back to the Checkout page.

< Rexquisition

Checkout for Requisition |D 0000001097

= Requisition Summary

Edit Requisition

Business Unil 32000 TEXAS REAL ESTATE GOMMISSION

Requisition Name

office suppiies May2023

“Origin | 800 Q
“Requester 00010065385
Accounting Date 080212021 )
- Requisition Date | 05/04/2023
Priority | Medium ~ Currency USD
Header Comments/Atachments SpecialiPriority Purchase Type: | NiA
 Requisition Lines.
# Add to Favorites || [ Add to Templata(s) | [l Delete Selectad || 15 Mass Changs || View TxSmariBuy Cart
o o o o Unit of Price
Line © Item Description © Status © Quantity © o p
1 AAABatteries Open 5 PAK a B8O
2 Pen, Gel Ink, Blue Open 3 Doz Q1435
3 Whiteboard eraser Open 3 cs Q| 255

Total ©

33.00
uso

86.10
uso

7.65
uso

::ummuasnmpr;| Save m

Order Total 126.75USD

30w
o Line
TXSMARBWY € geference -
N EIERE
No H e
v e] >

submitting the requisition):

A. Select Header Comments/Attachments to add or update.
Select Done to complete the changes.

Requisition Header Comments and Attachments

Comments +| =
S REAL ES
Lies w1 2 Use Standard Comments
Email containing order request, approval, and instructions
Comment Text |3ttached
1
.
Zl Send to Supplier B No
Show at Receipt (] No
Show at Voucher (_ Yes g—\:
Add Attachment |
:I'“MIE Attachments 1 row
View © Attachment © SN Total © TxSn
1 View RE__Updated_Inventory_ltems_Needed pdf ) Ne - 33.00
- uso .
L 2610 g |

Save or Submit the requisition — however, additional options are available (prior to saving or
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CAPPS Central Desk Aid

B. Select Special/Priority (if applicable); Select Type; Add a Comment.
Select Done to complete the changes.

Edit Requisition

Cancel Special/Priority Purchase Types
pition | Purchase Types
: After the
Proprieta No No Other - See
P fact Comments L3
Business
Interagency/Interlocal No
isition
Comments
O
Jounting

C. Select the Line Details icon (>) to associate the requisition with a specific supplier or contract.
Select a Contract to populate the supplier data —or— select a supplier from the lookup.

Select Done to complete the changes.

Hem Details
Fem 1D
NIGP Class 615
NIGP fem a
Price 255USD
Quantity 3
Unitof Measure Case
tem Catagory OFFICE SUPPLIES, GENERAL

Griginal Substituted tem
Long Description

Use Contract if Avaitable (__ Yem
Conract D
Comract Version Q
= Suppiier Information
Suppiler 10 Q

Supplier Location qQ

Line Details

Line 3 - Whiteboard eraser

Physical Mature | Goods

Cantract Line

Category Line

Suppher's Catalog Humbet

Hem Suppliar Prorty

D. Select Universal Field(s) as applicable, per your agency policy.

E. Select the Comment icon to enter a comment/attachment pertaining to a given line.

Edit Requisition

e Add to Favorites || [ Addto Template(s) | [ Delete Selected

Item Description ©

1 Line ©
1 1 AAA Bafteries

] 2 Pen, Gel Ink, Blue

a 3 Whiteboard eraser

= Universal Fields

T1 Mass Change || View TxSmanBuy Cart

Status © Quantity © o T PAC® Total ¢ TxsmarBuy © o Une
33.00 =

Open 5 PAK a | 6.60 ush No >
7175 i

Open 5 ooz Q1435 e >
7.85 )

Open 3 cs alass [E Ne N

1 row
Universal Field Free form text = Carry-forward

1 Q ~ + -
Justification Comments

4 Check Budget #% Pre-Check Budget Budget Checking Status Not Checked

10. Select Save to update the requisition to Open status.
select Submit to send it for approvals, putting it in Pending status.
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Budget Check a Requisition

Navigation
Dashboard: Purchasing; Tile: Requisitions

To Budget Check a requisition and establish a pre-encumbrance:
1. Locate the desired requisition on the ePro Manage Requisitions page.

2. Select Budget Check from the Actions dropdown.

. Actions % Requisition

Details

Copy

Total Amount &

B}Jsmess Unit/Requisition ID quuusmon Date Requester ©

Request State Budget
< Status ©

View Print

03200/0000000217 03/19/2024 TXTESTFNC16 Approved Not Chk'd 479.80 USD >

PreBudget Check

Edit

This can only be done when the requisition is approved (BUDGET STATUS = Approved).
e When successful, the BUDGET STATUS changes from Not Chkd (not checked) to Valid.

e When not successful, an Error hyperlink is provide.

3. Work with GL/budget staff to resolve any error (if applicable) and attempt the budget check again.

Note: Most agencies choose to opt-in into a four-times-per-day batch process that automatically
attempts to budget check eligible requisitions.

To check if ChartField entries and combos are good and available on current funds:

1. Select Pre-Check Budget from the ACTIONS drop-down menu.
This does not pre-encumber funds — but (if successful) it can provide a Provisionally Valid budget status.
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Revision History

Date Description of Change Changed By

Jan. 10, 2025 Initial release J. Scales
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