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Edit 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.
Once created, agency staff can edit their inventory requisition templates.

There are two ways to edit a template:
1. Delete aline or change the quantity on a template:
e Use the My Profile page to delete a line or change the quantity on the line.
2. Addaline on a template:

e Create a new requisition using the template that needs additional lines added. Add the
additional items and update the template.

This guide describes the two ways to edit a template. It does not discuss the details about creating and
processing inventory requisitions. For more information about requisitions, refer to the SWIFT
Reference Guides

Steps to delete a line or change the quantity on a template:

e Step 1: Access your personal templates
e Step 2: Edit a personal template

Steps to add a line on a template:

e Step 1: Enter information into a new requisition
e Step 2: Update the template
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Steps to delete a line or change the quantity on a template

Step 1: Access your personal templates

1. Navigate to the Manage Templates page in the eProcurement module.

Navigation Options Navigation Path

Navigation Collection | Procurement, eProcurement, Manage Templates, My Profile, Manage
Templates page.

2. SWIFT opens up the My Profile page. Select the Manage Personal Templates link on the top of
the page.

My Profile

iManage Personal Templates

Swift Testing@state mn.us
ou are currently logged in using  English

Language for reports and email | English ¥]

Currency Q

SWIFT displays the Manage Templates page where you can view and manage your personal templates.

Step 2: Edit a personal template

1. There are several actions you can take on the Manage Templates page.

Manage Templates X

Help
Manage Personal Templates

Templates

Grid Action icon

1-10f 1[] \iew Al
Q

“Templte Name

1 | Paper and Envelopes Welcome packet

Return to My Profile DEIEte ROW icon

]

e You can zoom the template (e.g., make it bigger) or download it to Excel using the Grid Action
icon.
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You can change the Template Name or Description.

2. If you select the View Details link in a template, SWIFT opens up the View Details page for that
template. You can change some details within the template.

You can change the quantity (e.g., Qty).
You can delete an item in it using the Delete icon (e.g., “-“).
If you make changes, press the OK button to retain the changes on the template.

View Details X
Hel
Requester
Template Name Paper and Envelopes
Description \Welcome packet
Template ltems
=
1-2 of 2[v] View Al
Q

Item Description Supplier Status uomMm Price Curr

Paper, Copier, 8.5 x 11 in, White, 20#,

30% Recycled, Gase/10 reams Active BX UsD 1.0000

~ | Envelope, Kraft, 8 x 11.75 in, Dated -
2 e ul Active EA usD 1.0000

I

e  SWIFT returns you to the Manage Templates page.
3. Onthe Manage Templates page, you can delete templates using the Delete “-“ icon.

If you do delete a template, press the Apply button when you are done, then the OK button to exit the
page.

4. SWIFT returns you to the My Profile page. When you are done making changes, press the Save
button.

NOTE: You cannot add a new template using the Add “+” icon on the Manage Personal Template page.
Instead, create a new inventory requisition and save it as a template.

You have successfully learned how to delete a template or change the quantity on a template.
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Steps to add a line on a template

To add a line on an existing template for an inventory requisition, you will need to create a new
requisition to access the template update functionality. On the Checkout - Review and Submit page,
enter the new item(s). Then, save the new lines on the existing template.

Step 1: Open 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. On the Requisitions Settings page, select the OK button at the bottom of the page to move to
the Create Requisition page.

Step 2: Enter information on the Create Requisition page

1. SWIFT displays the Create Requisition page. Look at the Templates section and press the link of
the template you wish to update.

Create Requisition @

Welcome e * - » ) |
= Home ¢ My Preferences & Requisition Settings ~ 3lines | | | 9!'[‘_3_9!9}!_15 _______
Request Options ™ Search All v | Search Advanced Search
Enter zearch criteria or select
from the menu on the right to & Catalog Dﬂj Special Requests |-.

begin creating your requisition. Browse Catalogs Create a non-catalog request
DEED ltem Catalog

Envelope, 6 % 9 in, Window, ...

,'T?"‘ Templates @ Recently Ordered
Browse Company and Perscnal View recently ordered items and
Templates seryice:
I-P\-%E,cn'e packet rgr-:eslope Kraft, 9 x Si...
fiyers Envelope, 6x 9 W
Welcome Packet for UI Paper, Copi S5x
Card, 2.5 x 3 in, Ul Busines...

Flyer, 8.5 x 11 in, Job Sear...
More...

2. Use the template to add items.

e Press the Expand icon to see items in the template.
e Populate the quantity field and press Add.

NOTE: The Shopping Cart icon will show the number of items currently in the template that have been
added to the requisition.

e Press the Checkout button at the top of the page.
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B Home M y Preferences = Requisition Settings l B 2 Lines Checkout
Search | |eMPlates [v] Search | Advanced Search
. Quantity
Templates (%)
Expand icon
D ‘Welzome packet E Adiged i cavt
Personal Template ltems Q 10f2[v|
No Imags

Paper, Copier, 3.5 x 11 in, White, 20%, 30% Recycled, Case/10 reams
+ Inventory (Available)

ltem ID 50256 Supplier Name
Supplier tem ID Supplier ID
Mfg Item ID 80300 Manufacturer DEED
Price 0.00 uso Manufacturer ID DEED
UuomM BOX
Quantity 1

No Image
9 Envelope, Kraft, 5x 11.75 in, Dated L27G, Ul
« Inventory (Available)

Step 3: Add the new item and save the requisition
SWIFT displays the Checkout — Review and Submit page.

1. On the Cart Summary section, press the Add More Items button.

Cart Summary: Total Amount 0.00 USD

Expand lines to review shipping and accounting details

Requisition Lines ()

l Line Description Item ID Supplier Quantity UoM Price Total Details Comments Delete
O 4 e Paper, Gopier, 5.5x 11 in, Wh s0258 1 BOX 0.00 = O add i
O m Envelops, Kraft, 9x 11.75n s0220 1 EACH 0.00 == QO Add ]

IMPORTANT! If the item is out of stock or no longer in an “Active” status, you cannot add it to the
template.

SWIFT brings you to the Create Requisition page.
2. Using the various search options, find the item to add.

e You can use the Catalog, Recently Ordered, or Favorites search options.
e If you know the Item ID you want to add, set the Search dropdown to “All”. Enter the Item ID
in the Search field. Press the Search button.

IMPORTANT: Make sure to choose a line that does not have a contract associated to it. SWIFT will not
be able to use lines associated with a contract on the template.
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Beowse Company and Parsonal

Create Requisition &
Welcome Baldwin,Kimbsvly §
& A wyprearecces M Reisiion Setigs Iy e Checkout

Request Opions ™~ Soarch M hed [:ug?g I Search | P ——
Ender search crileria or select from o
the manu an the right to begin g Catalog fir o Special Requesis R Faworiies
CORENG YO! FIquISEON Browse Catalogs Create a non-catalog request Browse Faverite Bems and Services

KORAITEMSDM219
_‘{_ﬂ Templates _é Recentty Ordered

View recanily ordered #ems and
DO o

3. Make sure the item you wish to add to the template is available.

e Press the Inventory link. SWIFT will open a window that tells you how many items are available
in inventory.

e Enter the Quantity to add to the template and press the Add button.

EE Flyer, 3.5 x 11 in, Job Search Activities, Ul Most Recent Order Date 10/25/2018
w Inventory (Available) |
Item ID 50524 Supplier
Supplier item ID Supplier ID
Mfg ltem ID boos Manufacturer DEED
price 00D uso Manufacturer D DEED
UOM EACH
IQT"'“WI | 1 | | = Add | i AddtoFavorites  [F Add to Template(s)

At the top of the page, view the Shopping Cart icon. SWIFT indicates that it added the lines.

&

Home # My Preferences ] Requisition Settings = 3 Lines

| Checkout |

4. SWIFT brings you to the Checkout- Review and Submit page. Update it as needed.

o Check the boxes next to the new item(s) that SWIFT added. Select the Add to Template(s) link.
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Requisition Lines (@
Line Description ltem ID Supplier uoMm Price Total Details  Comments Delete
%] 1| e Paper, Copier, 8.5x 11in, Wh 50256 1 BOX 000 = & Add 1]
%] o|EE Envelope, Kraft, 8x 11.75in 50220 1 EACH 000 = & Add 1]
El 3|8 Flyer, 85x 11in, Job Search 50524 1 EACH 0.00 B 2 add i}
[ Select All / Deselect All Select lines to: [# Add to Favorites i Delete Selected 15, Mass Change

o SWIFT displays the Add Items to Template page. Check the box of the template you want to
update with the new item(s). Then, press the OK button.

| Additems to Templates |

Add Selected Items to Template(s)

Templates
H Q -2of 2 | Wiew Al
Template Name Description
3 tem lemplate template st
v Printer template stuff for printers

Add a new template

Template Hame

Desecription

-

5. SWIFT updates the template with the additional items. SWIFT will pull those items into
requisitions using the updated or new template. You do not need to save the requisition to

successfully update the template.

e If you need to use the requisition, complete the Requisition Settings page and enter Chartfield
values. Save and submit and budget check the requisition.

You have successfully added lines to an existing template.

7|Page-Quick Reference Guide




	Edit an Inventory Requisition Template
	Edit an Inventory Requisition Template
	Steps to delete a line or change the quantity on a template
	Steps to delete a line or change the quantity on a template
	Step 1: Access your personal templates
	Step 1: Access your personal templates
	Step 2: Edit a personal template
	Step 2: Edit a personal template

	Steps to add a line on a template
	Steps to add a line on a template
	Step 1: Open the Requisition Settings page
	Step 1: Open the Requisition Settings page
	Step 2: Enter information on the Create Requisition page
	Step 2: Enter information on the Create Requisition page
	Step 3: Add the new item and save the requisition
	Step 3: Add the new item and save the requisition



