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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Entering the Requisition Defaults, Speedcharts and
Mass Changes

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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Entering the Requisition Defaults, Speedcharts and
Mass Changes

Requisition Defaults

Navigation
NavBar: Financials; eProcurment; Create Requisitions
Dashboard: Purchasing; Tile: Requisitions

Whether processing a new or existing requisition, you need to open the Requisition Defaults page to set
defaults. A new requisitions and an existing requisition have different navigation to get to that page.
For New Requisitions

1. Select the ePro Create Requisitions page.

2. Select the Special Requests tab.

3. Select the Requisition Defaults link.
£ Requisition Create Requisition

Al || searc Q

Advanced Search Requisition Defaults

= Recently Ordered Special Requests
“Item Description
# Special Requests
T=! Express Entry *Price ‘Currency Code USD
Y Favorites *NIGP Class. Q “Unit of Measure
NIGF ltem a Due Date
[ Templates
“Quantity
Supplier ID Q Supplier Name
D Location

For Existing Requisitions
1. Select ePro Manage Requisitions page.

2. Select Edit in the ACTIONS drop-down menu for the specific requisition line.

£ Purchasing Actions X Requisition

. ePro Manage Requisitions Detalls
v
Copy
« ePro Create Requisitions Business Unit/Requisition ID  Requisition
q A’ctlo i Unit/R: 11D te Date Reque
1 View Print v N
# Non-ePro Add/Update Req
© Budget Check 2023 -3#000/0000001097 05/04/2023 00010
£ Requester's Workbench
@] Cancel ¥2800/0000001096 04/19/2023 03010
4.9 Requisition Inguiry
PreBudget Check
- ® -38900/0000001095 04/18/2023 00010
% Document Status Requisition [E
it

3. Select Requisition Defaults link.
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Entering Values on the Requisition Defaults Page

Once routed to the Requisition Defaults page, enter values to apply to new lines.

Note:

The BUYER IDis a required field on CAPPS requisition lines. The BUYER ID field usually populates
automatically, based on the requestor’s User Preferences. ABUYER ID default can also be set per
Origin and NIGP Class.

If all happen to be set (User Preferences, Origin, NIGP Class), the BUYER IDis:
e Set at the origin level — overrides the requestor's user preferences.

e Set at the NIGP Class level — overrides the default set on origin and user preferences.
e Entered on the Requisition Defaults page — overrides NIGP Class, Origin and User Preferences.

1. Enter values for: SUPPLIER ID, SUPPLIER LOCATION, and NIGP CLASS.
Optionally, you may enter Distribution Defaults for ACCOUNT and PERCENT.

Cance|

= Header Defaults

Requisition Defaults

I Business Unit 'U a Requisition Name Office Supplies June2023
| SpecialiPriority Purchase Type: | N/A
{ Requester 0001 OO- Q
\ ‘——
l Origin | CBA Q
| Accounting Date | 05/01/2023 [
| Curreney USD Q
} Priority | Medium
w Line Defaults
} Supplier ID | 1741976051 Q I NIGP Class |615 c1
Supplier Location | 202 Q Unit of Measure Q
Buyer Q
w Shipping Defaults
Ship To |SHIPPING Q Attention
Add One Time Address
Due Date [

g ~ Distribution Defaults

SpeedChart Q

Chartfields1 Chartflelds2 Chartfields3 Details Asset Information Show All
Lid Distribution Lini. & Percent © Location © GL Unit = *Account ©
1862 MAIN =% EE ] 7953

In 2 (138 MAIN a :- 7953

LS

2. Selct Done once all values are entered.

3. Select Yes to confirm the pop-up message and continue.

This will overwrite header details entered on the requisitions. Do you want to continue?

Header details are already set on the requisition, clicking 'Done’ will overwrite them with the header defaults entered in the Requisition Defaults.
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4. Select the link in the Item Description section to review/verify line details were updated.

< Requisition < My Requisitions Edit Requisition

Cor

Shopping Cart for Requisition 1D 0000001481

1 item(s) to buy now.
w Requisition Summary
Business Unit )0
Requisition Name | Office Supplies June2023

Requester 00010065385

Currency USD

Item Description © Status © Price < Currency = QY4

AAA Batteries Approved 6.60 usD 5

The line details page shows the defaults for Supplier ID, Supplier Location, NIGP Class.

< Shopping Cart < My Requisitions Edit Requisition

All « || search Q| Advanced Search
Requisition Defaults

Special Requests

*ltem Description

AAA Batteries
*Price |6.6 *Currency Code USD
I‘NIGP Class 615 Q I “Unit of Measure |PAK
NIGP Item Due Date
*Quantity 5
Supplier Name
S lierID 174197 1
upplar e Q WORKQUEST
Location 202
Supplier Item 1D
Suggest New Supplier
Manufacturer ID Manufacturer

Manufacturer’s Item ID

Additional Information

Iﬁ Ja

Send to 7 Shown at Shown at

Supplier L—/ Receipt - No Voucher - Na
Return | Apply

5. Select Return after reviewing/verifying.
6. Enter any other necessary requisition entries.

7. Select Save/Submit when complete.
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Agency-Defined Speedcharts

Navigation
NavBar: Financials; Set Up Financials/Supply Chain; Product Related; Procurement Options; Management;
SpeedChart

If used by your agency, Speedcharts pre-enter most accounting line(s) values. A Speedchart may consist of one
or more distribution lines and, once lines populate, the user can adjust values per line as needed. Depending on
the Speedchart defined, the user may need to enter missing fields (such as ACCOUNT or AY).

1. Use the Lookup page (if needed) to search by SPEEDCHART KEY or DESCRIPTION.

2. Select a Speedchart.

J ancel Lookup
Search for: SpeedChart
w Search Criteria Hide Operator
SetiD .on
SpeedChart Key = begins with ~
Description | begins with v
Search Clear
3 ~ Search Results
fields2 —
3 s = 57 rows.
btus ©  Dist
SpeedChart Key Description
pen
204000 BOADDMEMBED oo
3. Select Yes to confirm the overwrite warning pop-up message and continue.
[TRformation Assel Information Show All
Quantity & Open Qy < Percent <
Q This will overwrite existing distribution lines. Do you want to continue?
: Click Yes to continue and No to cancel.
Q \
Yes ] No
4. Modify values (if needed) on the resulting accounting row(s).
Distribution E3
Schedule 1
Item Description Pen, Gel Ink, Blue
Quantity 6 DOZEN
Merchandise Amount 86.10 USD
Distribute By | Gty ~
SpeedChart || Q
4 rows
Chartfields1 | Chartfields2 | Chartfields3  Defais | Budgel Information || AssetInformation || Show Al
Distribution Line Status Dist Type Location Quantity Open Qty Percent Merchandise Amount © GL Business Unit
1 Open MAIN Q 03 03 5 4310 9§B00 Q + -
2 Open MAIN Q 09 09 15 12020 0o Q £ -
3 Open MAIN Q 12 12 20 17.220 "Woo Q + -
4 Open MAIN Q 16 16 60 51650 9800 Q + -

5. Select Done.

6. Select Save/Submit when complete.
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Using the Mass Change Function

A Mass Change applies data entry of field values to all selected (existing) lines.

Navigation

NavBar: Financials; eProcurement; Manage Requisitions

From the Requisition Checkout page:

1. Select
2. Select

€ Sroppig

applicable requisition lines.
Mass Change.

Edit Requisition

Checkout for Requisition ID 0000001087

e e

s upglies Mayzozs

Ling © e Descriplion B Status Quantity unit ot
o 1 Open 5 PAK.

Total
3100
usD

86,10
uso

Order Total 11810 USD

L
TesmartBuy g U

3. Edit desired values (such as SUPPLIER fields, CHARTFIELDS, etc.).

1 e =]

w Line Information —

o
- wull Note: The information below does not refiect the data in the selected requisition lines. When the "OK” bution is clicked. the data entered on this page will replace the B
F Requisitiol  dsts in e fing fields on the selected lines that are available for sourcing
Supplier ID 1113111508 Buyer Q L

E— NG Class a

~ Shipping Information

Busi =
Ship To ue D =
- ; a Due D:
Ansntion
Accol
Comments

 Distribution Information

ines
d “hepty 3"5:;‘;;:2 A Distribusion Lines
ps D Asiw
W Please enter GL Business Unil before sehecting ofher chartfeld values.
In Description &
Chanfleldsi | Charfieids? | Charfieios3 | Detsis  Assetiformation  Snow Al
|2 Batieres
Distribution Line Percent = Location GL Unit “Account
Gel Ink, B

B y 1 a Q a, + -
ids.

5. Choose OK to confirm the retrofit pop-up message and continue.

Refroft field changes lo the selected existing requisition lines/schedules nol already sownced to POs.

6. Select Item Description link(s) (optional) to verify changes were made to field(s).

Line

e Add 1o Favorss || [ Add to Template(s) || @ Delete Seleced

= Requisition Lines

Mass Change || View TxSmarBiy Cart

© ltem Description Status © Guantity ©
1 AAA Batteries Open 5

trem Descript
2 Pen, Gel Ink, Blue Open 8

unit of
Measure =

PAK a
Doz a

2rows
Price ; : Line
T Total ¢ TaSmartBuy © o Line
33.00 —
L ol >
86.10 e
1435 50 ol >
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7. Press Return when complete.

drop-down menu to choose an action:

distribution line numbers.

distribution lines changes.

e All Distribution Lines: Apply changes to all existing distribution lines.

e For chartfields specifically: After rows appear, select the Apply Distribution Changes

e Replace Distribution Lines: Remove the existing distribution lines and replace with the

. [cancel Mass Change  Done | -
w LINe TNTOrmaton -
Note: The information below does not reflect the data in the selected requisition lines. When the "OK’ bution is clicked, the data entered on this page will replace the ] [
isiti data in the corresponding fields on the selected lines that are available for sourcing
0
Supplier ID | 1741976051 [+] Q
Buyer ore
Supplier Location | 202 Q HIGP Class a
[
w Shipping Information
Bug Ship To | SHIPPING Q Due Date e
R . .
- Add One Time Address Aftention
Ship Via
[ t
ac ormments Freight Terms
y.
w Distribution Information
1 “Apply D"’é’:";:;‘:g Malching Distribubion Lines 1
4 Al Distribution Lines
Add 10 Maiching Distribution Lines
Please enter Gl Business U o T
2 rows
ation I - Lin
| ol ol Detas || AssotInformation || Show Al
es Distribution Line & Percent = Location & GL Unit & *Account ©
1 1 862000 | MAIN 7953 -
. Bl a o Q
2 138000 | MAIN Q .n 7953 Q|+ -— o
Load Values From Defaults

Note: Field values (including Chartfields) that were entered on the Requisition Defaults page can be
changed retroactively with a Mass Change by selecting Load Values From Defaults.

e Matching Distribution Lines: Apply changes to each existing distribution line by matching the

8. Continue processing requisition lines.

9. Select Save/Submit.

Entering the Requisition Defaults, Speedcharts and Mass Changes

March 7, 2025

Page | 6




CAPPS Central Desk Aid

Revision History

Date Description of Change Changed By

March 7, 2025 Initial release. J. Goodman
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