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Create and Use an Inventory Requisition Template

A requisition is an internal document that agencies use to request a purchase. Use the eProcurement
module in SWIFT to create and process requisitions. Do not dispatch the requisition to suppliers.
Agencies can use SWIFT’s eProcurement module to withdraw the items they keep in stock in a
warehouse. Currently only a few agencies create inventory requisitions to order their materials from
their warehouses.

Agency staff can set up multiple personal templates for inventory requisitions. Templates are a list of
items that can be pulled into a requisition as a group, rather than searching for each item and
individually entering it. These templates make it easier to place repetitive orders for the same items.

This guide explains these processes:
1. Create a template for an Inventory requisition

2. Use atemplate for an Inventory requisition

This guide does not discuss the details about creating and processing inventory requisitions.

Steps to create an Inventory requisition

e Step 1: Enter information on the Requisition Settings page
e Step 2: Enter information on the Create Requisition page
e Step 3: Review and submit the requisition

Steps to use a template to create an Inventory requisition

e Step 1: Enter information on the Requisition Settings page
e Step 2: Add inventory items on the Create Requisition page
e Step 3: Save, submit and budget check the requisition
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Steps to create an Inventory requisition template

Step 1: Enter information on the Requisition Settings page

1. Navigate to the Requisition Settings page in the eProcurement module.

Navigation Options Navigation Path

Navigation Collection | Procurement, EProcurement, Requisitions, Create Requisitions,
Requisition Settings page.

2. Enter the Ship To location on the Shipping Defaults information in the Line Defaults section.

Requisition Settings

: B2I01 | Q& e &Ec Origi Q
Business Unit RYTIANE & Coonam Yain Requisition Name
Devedop 9
‘Requester | TIBALDT a Balcwan Kamberty S Priority Madium [V
Suggested Vendors
- usD .
Currency Doc Type Q

Agency Reference

Billing Location Q

Default Options L2

I you select this apbion, the defaults specified bedow will be applied 10 requisibon bnes when there are no prededined values for these
fields

Override If you select this option, the defaults specified below will ovemde any predefined values for these fiskds only non-blank values are assignad

® Default

Line Defaults. (7

a
Supplier Category q
Supplier Location Q Unit of Measure Q

Buyer Q

Shipping Defaults
< B22BEMIDJI (=] Add O Time Address
Ship To
Due Date e Attention

Go to the bottom of the page and press OK.

Step 2: Add inventory items on the Create Requisition page

SWIFT displays the Create Requisition page.

1. For aninventory item template, enter the /tem ID needed in the Search box and select Search.

WO Blaldwis, Kambaty S O e Q - i
FRoquest Optiors. + Search | M w I-.»-SJ.»Q I | Search | Butvanced Searct
Filtar by Search "HIZ1
Catshog - 1 nesult returmed
lteen Category i
Prirdsr and lacs . =
THET A Lo “Sort By acription
Manufacturer Name
gty i Catalog Search Results (7 Q
unolier Name
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SWIFT returns catalog lines with that /tem ID.

Create Requisition

L] ~ Chechout
Baquest Optons . Al ™| SO ! Search A
Fittar by ’
Castadog - 1 pesull retumed
e Cotegory
. Sert B Descngon e
Manufacturer Name
Catalog Search Results (7 Q

Suppir e

Preferred Suppier

, DEED

As a best practice when creating a template, enter “1” in the Quantity field.

e IMPORTANT: Make sure to choose a line that does not have a contract associated to it.
o There should be no data on the Supplier or Supplier ID fields.
o Otherwise, SWIFT will not allow you to use the template on a new requisition.

e Then, select the Add button.

BE Flyer, 5.5 x 11 in, Answers to Employment Related Most Recent Order Date 05/30/2017
PO ~ No data in Supplier or Supplier ID means no contract

Hem ID 0225 Supplier
Supplier ltem 1D Supplier ID

Mfg Hem ID 50223 Manufacturer DEED

Price o.0o UsD Manufacturer ID DEED
vom EACH UPN Type
UPN ID

Quantity 5 ) W nddto Favorites %2 Add to Template(s)

o Repeat the search to add as many items as required. SWIFT updates the Shopping Cart at the
top of the page with your inventory items.

2. When you are ready to complete the template, press the Checkout button at the top of the
page.
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Step 3: Review and create the template

1. SWIFT opens up the Checkout — Review and Submit page.

e Review the Cart Summary section. You can add more inventory items if needed by using the
Add More Items button.

2. On the Cart Summary section, add items to a template.

e Check the box next to the items to add to a template. Then, press the Add to Template link.

Cart Sumamary: Total Amcunt 000 USD

Enprand s 10 ravisw shipping Snd act ounting details I L W31 N ey I

Requisition Lines (&
I B, m Poper Coper 2551100, W s 1 e 20 y W 0
By m Enveope, e 5x 117510 - 1 EagH om0 2 i L]

3. SWIFT displays the Add items to Templates page.

e Give the template a name and add a description. Press OK.

Add items to Templates

Add Selected ltems to Template(s)

‘fou have no Personal Template(s).

Add a new template

Template Name || Paper and Envelopes

Description || Welcome packet

I

4. SWIFT returns you to the Checkout — Review and Submit page.

e Save the requisition or exit the page to save the template.

e If you want to use this requisition, add requisition header information and ChartField
information by selecting the Requisition Settings link and populating the required fields. Select
the Save & submit button and budget check the requisition.

SWIFT will save the new template whether or not the inventory requisition is saved.

Checkout - Review and Submit

Fotrs o (T e TTan 2% Bt g ] o apge

Requiiion Summary

O pmpioymant & Economs o Resguuinitkon Marre

Tz
B
Q1 puden maeny & L

a

You have successfully created an Inventory Requisition template for inventory items.

4|Page-Quick Reference Guide



SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS
Use a template to create an Inventory Requisition

Step 1: Enter information on the Requisition Settings page

1. Navigate to the Requisition Settings page in the EProcurement module.

Navigation Options Navigation Path

Navigation Collection | Procurement, EProcurement, Requisitions, Create Requisition,
Requisition Settings page.

2. Onthe Requisitions Settings page, specify the Requisition Name, Requester, Origin, Billing
Location and other information that applies to the entire requisition. The Doc Type must be
”lNV",

Requisition Settings

Business Unit  B2201 Q. Employment & Ezonomic 0 Q Jn!r'l:-lnyrrent'-"surar--:e Supplies for Weltome Packets
Develop
*Requeste Q ) Priority | Medium [w|

Suggesied Vendomns
[ Dac Type mv q]

*Currency WSO

Agency Reference

Default Options (7
® Default If you sedect this opticn, the dafsults specified below will be applied to requisition lines when there are no predefined values for thess
fields
If you select this option, the defauls specified below will override any predefined values Tor these fields only non-blank values are assigned

3. Confirm or enter information as needed.

e Select the Override button on the Default Options section to default information entered in the
Requisition Settings onto the requisition fields.

e Confirm or enter the Ship To location on the Shipping Defaults information of the Line Defaults
section.

Shipping Defaulis

Ship To |B228TPLFNB Q, Add One Time Address
Due Date :I Attention

e Make sure to add Chartfield information in the Accounting Defaults section. Adding it here will
default the Chartfields onto every requisition line.

5|Page-Quick Reference Guide




SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

Accounting Defaults
=
Q,
Chartfields1 Details Asset Information | Iy
_ - . = Appropriation ID
Dist Percent Location GL Unit Fund Fin DeptiD (CE3) Account
1 100.0000| | |B22FNBUI Q| Mmoot Q) |3000 Q| |B22320Cc8Q4 | | |B223999 Q| |sa13001 Q
<
| OK | Cancel

4. When you have entered the required information, go to the bottom of the page and press OK.

Step 2: Add inventory items from a template on the Create Requisition page

On the Create Requisitions page, go to the Templates area. You can see all of the templates you
created.

1. Select the template link you wish to use.

Create Requisition @

Welcome

& Home My Preferences & Requisition Settings I O Lines
Request Options ™ Search All ﬂ | Search | Advanced Search
Enter search criteria or select _ )
from the menu on the right to & Catalog E Special Requests L‘ Favaorites
begin creating your requisition. Browse Catalogs Create a non-catalog request Browse Favorite ltems and Services
DEED ltem Catalog Paper, Copier, 8.5 x 11in
Folder, Pocket, Unlaminated
m Templates @ Recently Ordered
Browse Company and Personal View recently ordered items and
Templates seryice:
ﬁgf Eookle‘ ccﬁet. 8.5x11in, REA Gu.
Booklet, 5.5 x 11 in, Annual

Paper, Copier, 8.5 x 111in, .
Flyer, 8.5 x 11 in, Job Sear...
Brochure, 5.5x 11 in, How t...

More....

2. Press the Expand Section icon next to the template you wish to use. SWIFT opens up the
template and displays the items in the template.

NOTE: If you hover over the Inventory (Available) link, you can see how many items there are in the
warehouse.
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. Guant]
Templates (7)
D Welcome packet | 1 | i Add
Personal Template ltems Q

Mo hmaEge EH

ape e 8.5 x 11 in, White, 20% 30% Recycled, Case/0 reams
 Inveniony (Available)

Item ID 50256 Supplier Name

Supplier Item 1D Supplier ID
Mfg ltem ID 50300 Manufacturer DEED
Price 0.00 usD Manufacturer ID DEED
UoM BOX
Quantity 1

Mo image ) B
73 in, Dated L27G, Ul

« Inventory (Available)

Item ID 50220 Supplier Name
Supplier ltem 1D Supplier ID
Mfg Item ID 00138 Manufacturer DEED
Price 0.00 usD Manufacturer ID DEED
UOM EACH
Quantity 1

3. Enter the number of items desired and select the Add button. If you enter “5”, you will receive

five of each item on the template.

SWIFT updates the top of the Create Requisition page to show the number of lines (e.g., items) in your

shopping cart.

B Home A My Preferences 8 Requisition Settings

Search | TEMPlates ﬂl

Templates (@

welcome packet

Quantity

Checkout

Advanced Search

4. If you need to order additional inventory items that are not in the template, search for the Item

ID using the Search drop down menu.

e Change the value in the dropdown menu to “All”, enter the Item ID and press the Search

button.

e Add the additional item(s) to the requisition. SWIFT will not update the template, but it will add

the additional items to this requisition.

Step 3: Save, submit and budget check the requisition

1. When you are ready to complete this requisition, press the Checkout button at the top of the

page.
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SWIFT displays the Checkout — Review and Submit page for your review.

e In Cart Summary section, you can see that the items you selected on the template appear as the
individual lines on the inventory requisition.

e You can delete an individual line by selecting the check box on the line and pressing the Delete
icon. This will not change the template but will change this individual requisition.

e You can add additional items to this requisition by pressing the Add More Items button. There
you can search for and add additional items.

e You can also add these items to your favorites.

Cart Summary: Total Amount 0.00 USD
Expand lines to review shipping and accounting details ar Add More liems
Requisition Lines @
ine Deseription Item ID Supplier Quantity uoMm Price Total Details  Comments
u 1 = Paper, Copier, 85x 11in, Wh 50256 1 BOX 0.00 523 D Add
2 & Envelope, Kraft, 9x 11.750n 50220 1 EAGH 0.00 B Add
[ Select All / Deselect Al Select lines to: [# Add to Favorites 8 Add to Template(s) [ Delete Selected 'Ex Mass Change

2. When you are ready, press the Save & submit button at the bottom of the page. Then, select
the Check Budget button to finish the requisition.

T PreCheck Budget

I ] Save for Later e Add More ftems

You have successfully created and used a template for an inventory requisition.
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