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From the Financials menu, click the

Purchasing link.

[> Purchasing|

Click the Requisitions link.

Click the Add/Update Requisitions

link.
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Test Document

#
Copying a Requisition

Test Procedure

# ViameStreet

(=13

ome | Worklist | WultiChannel Console | _Add to Favorites

Sign out

New Window | Help | B,

Requisitions

Find an Existing Value ! Add a New Value \I

Business Unit:|UMS06| X,
Requisition ID: |:|

Add

Find an Existing Value | Add a New Value

Step Action Input Expected | Pass | Fail
Results
4, On the Requisitions page, click the
Add button.
Add
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MultiChannel Console | Add to Favorites | Sign out

'# MaineStreet

(=13

Home | \Worklist

New Window | Help | Customize Page |

Maintain Requisitions

Requisition
Business Unit:  UNMSD6 Status: Fending
Requisition ID:  MNEXT Copy From Budget Status: NotChicd B
[ Hold From Further Processing
>
*Requester: Q Reguester Mame Requisition Defaults

Requester Info Add Comments

Requisition Date: (§/25/2008
Requisition Activities

Origin: QML On-line entry
*Currency Code: I:l Dallar

Accounting Date: |06/25/2008 |

Total Amount: 0.00 USD
i Vendor Information i ttem Information i Attributes Contract 5 Sourcing Controls
Line Item Description Quantity *UOM Category Price Amount Status
=1 o | =] [ooooo |[ | e [o | 0.00 Pending O mERE
“Goto: | -More. v

E save ‘ [=] Motify | 4 Refresh | [ErAdd | F Update/Display

Step Action I nput Expected | Pass | Fail
Results

5. On the Requisition page, click the
Copy From link.
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# ViaincStreet

(=3

Home | Worklist | IMultiChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page | (B,

Maintain Requisitions

Copy Requisition

Business Unit: D

RequisitonD: | | ]

Req Status: [ Origin: [ a

Requester: | ‘Q

Requester Name: | ‘Q

Requisition Date: l:IEiJ To: l:IEﬂ

Vendor SetiD: Vendor Lookup

Vendor ID: l:IQ Vendor Details Vendor Name: I:IQ
Item SetiD: Item ID: [
Item Description: | [ pirect Ship

S —
Search |

Customize | Find | View All | # First [ 1 0f1 [¥] Last

Sel ReqID Status Origin Requester
oK Cancel Refresh
Step Action Input Expected | Pass | Fail
Results
6. On the Copy Requisition page, enter
look up criteriafor the requisition you
wish to copy.
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‘# MaineStreet

=13

Home | Worklist | MultiChannel Console | Add to Favorites [ Sign out
Wi i
New Window | Help | Customize Page | ng,

Maintain Requisitions

Copy Requisition

Business Unit: I:l
Requisition ID: 6000012718 | O

Req Status: l:lQ Origin: l:lQ

Requester: | ‘Q

Requester Name: | ‘Q

Requisition Date: l:l@ To: l:lEiJ

Vendor Sefi:  [UNSY] Vendor Logkup

Vendor ID: l:lQ Vendor Details Vendor Name: l:lQ
Item SetiD: [umsvs] Item ID: I <
Item Description: | [ pirect Ship

Department: Q,
Search

Requisition Customize | Find | View All | ] First [4] 1 or1 [M] Last
Sel ReqID Status Origin  Requester
OK | Cancel | Refresh
Step Action Input Expected | Pass | Fail
Results
7. After entering the look up criteria, click

the Sear ch button.

8. Requisitions that match the criteriayou
entered should appear listed in the
Requisition section of the page. If
multiple requisitions are listed, place a
checkmark adjacent to the requisition
you wish to copy.

When ready, click the OK button to
create the requisition.
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'# MaineStreet

=3

Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out

Mew Window | Help | Customize Page |

Maintain Requisitions

Requisition
Business Unit:  UMS06 Status: Pending
Requisition ID:  NEXT Copy From Budget Status: NotChkd T
[]Hold From Further Processing
=
*Requester: 009959y Q, Requester Name Requisition Defaults

Requester Info Edit Comments
Requisition Activities

Requisition Date: 06/25/2008
Origin: ONL On-line entry

*Currency Code: l:l Dollar
Accounting Date: |06/25/2008 |

Total Amount: 750.00 USD

First [4] 1 o1 [M] Last

Customize | Find |

Status i Wendor Infermation 3 ltem Infermation e Attributes 3 Contract oy g
ine ltem Description Quantity *UOM Category Price Amount Status
1R | |@ [Resenations for =] 68 [10000 |[EA |@ [wsc  |@ [750.00000 750.00 Pending OMERE
*Go to: | ...More.. v

=] Save| [=] Motify ‘ 4 Refresh | Bk Add | ] Update/isplay

Step Action I nput Expected | Pass | Fail
Results

9. At this point, you have the option of
updating any field as necessary prior to
saving the Requisition.

For this example, we will click the
Select All checkbox to apply the
default field value changeto al
existing distribution lines on the
transaction, regardless of the
distribution line value that appears.

When ready, click the Save button.
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‘# MaineStreet

B

MultiChannel Console | _Add to Favorites | _Sign out
New Window | Help | Customize Page |

Maintain Requisitions

Requisition
Business Unit:  UMS08 Status: Fending
Requisition ID: 6000012719 Copy From Budget Status: NotChkd P&
] Hold From Further Processing
~
*Requester: 0048898 L Requester Narme Requisition Defaults
Requisition Date: 06/25/2003 Requester Info Edit Comments
) Requisition Activities
Origin: oML On-line entry

*Currency Code: I:l Dollar

Accounting Date: 06/25/2008 |

Total Amount: ¥50.00 UsSD

First [4] 1 or 1 [M] Last

Customize | Find |
i Aftributes r Contract Sourcing Centrols

Status N Vendor Infermation i ftem Infermation

Line tem Description Quantity *UOM Category Price Amount Status
1Ry @, [Resemations for =] & [10000 |[En |& [misc  |@, [750.00000 750.00 Pending CBERE
Gotor | -More.. v

B save | [=] Motify | s Refresh [EsAdd | Update/Display
]

Step Action Input Expected | Pass | Fail
Results

10. Notice that after you saved the
requisition a Requisition ID was
generated. Y ou have successfully
copied arequisition.

11. End of Procedure.

Additional Validation
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