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This quick reference guide will address several updates that have been made related to the Billing Location field that impacts ePro requisitions, sourcing events and purchase orders.

1. Added Billing Location field to the ePro requisition.
2. When an event is created by copying requisition line(s), the Billing Location entered on the requisition populates the event Billing Location field.
3. Event Billing Location value is populated in the Billing Location field on the Award Details page when events are awarded.
4. When the Expedite Requisition process is used to source requisition line(s), the Billing Location entered on the requisition populates the PO Billing Location field.

See below for more detailed information related to each of the updated areas.
1. New Billing Location field on the ePro Create Requisition Definition page
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	The new Billing Location field is on the Requisition Definition page. 
· The Billing Location field is only required when the Document Type = OMR or CEO. If the document type is left blank (for inventory transactions), the Billing Location is not required.
· If the document type equal CEO or OMR and the Billing Location field is not populated, the following error message displays:
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To address the error:
· Return to the Requisition Definition page and either enter a Billing Location or update the document type field depending on the transaction.

2. Billing Location Entered on Requisition Populates Event Billing Location Field
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· A Billing Location value is required on all events. The value defaults from the Sourcing Business Unit setup.

· When an event is created without referencing a requisition line(s), the default Billing Location value is not updated automatically but can be updated manually until the event has been posted.
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· When a requisition line(s) is used to create the event line, the Billing Location value from the requisition populates the Billing Location value on the event when the event is saved. Again, this value can be updated as needed until the event is posted.
· If line(s) from multiple requisitions where used to create the event lines and the Billing Location value on the referenced requisitions are not the same, the following error message displays when the event is saved:
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To address the error:
· Edit the event and ensure that all referenced requisitions have the same Billing Location value.
· If needed update the requisitions or create separate events.

3. Event Billing Location Populates Billing Location Field on Award Details Page
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· When an event is awarded, the event Billing Location populates the Billing Location field on the Award Details page.
· The value can be updated before the award is posted.
· The Billing Location value is only populated when the Award Type = Purchase Order.
·  If the Award Type does not equal Purchase Order, the Billing Location is left blank.



4. Requisition Billing Location Populates PO Billing Location when the Expedite Requisition Process is Used

The Expedite Requisition process is currently only used for construction related business processes.
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· Select the applicable requisition lines and submit the request for processing.
· Click the Go To Process Monitor link.
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· When the Run Status for the M_POCRE process is Success and the Distribution Status is Posted, navigate to the PO search page.
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· The PO is created and the Billing Location value from the requisition is populated on the PO. The value can be updated as needed before the PO is dispatched.

If line(s) from multiple requisitions where selected for the process and the Billing Location value on the referenced requisitions are not the same, the following error message displays when the request is submitted for processing:
[bookmark: _GoBack][image: ]
To address the error:
· Ensure that the Billing Location value is the same for all referenced requisitions based on the selected requisition lines and submit the request again.
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