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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. 

 

For Existing Requisitions 

1. Select ePro Manage Requisitions page. 

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

 

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

If all happen to be set (User Preferences, Origin, NIGP Class), the BUYER ID is: 

• Set at the origin level — overrides the requestor's user preferences. 

• Set at the NIGP Class level — overrides the default set on origin and user preferences. 

• 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. 

 

2. Selct Done once all values are entered. 

3. Select Yes to confirm the pop-up message and continue. 
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4. Select the link in the Item Description section to review/verify line details were updated.  

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

 

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.  

 

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

  

4. Modify values (if needed) on the resulting accounting row(s). 

 

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 applicable requisition lines. 

2. Select Mass Change. 

 

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

 

4. Select Done. 

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

 

6. Select Item Description link(s) (optional) to verify changes were made to field(s). 
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7. Press Return when complete. 

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. 

• For chartfields specifically: After rows appear, select the Apply Distribution Changes  
drop-down menu to choose an action: 

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

• Matching Distribution Lines: Apply changes to each existing distribution line by matching the  
distribution line numbers. 

• Replace Distribution Lines: Remove the existing distribution lines and replace with the  
distribution lines changes. 

  

8. Continue processing requisition lines. 

9. Select Save/Submit. 
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Revision History 

Date Description of Change Changed By 

March 7, 2025 Initial release. J. Goodman 
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