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Edit an Inventory Requisition

CAUTION! If you need to edit an inventory requisition, the best practice is to update it before you save
and submit it. Follow the Create an Inventory Requisition reference guide.

A requestor creates the inventory requisition in EProcurement. SWIFT creates a material stock request
to order inventory from the warehouse through SWIFT.

You can edit any area on an existing inventory requisitions that is not marked in gray. Typical edits
include the following.

e Update the ChartFields information as needed.
e Update the Budget Date as needed.

o Delete any lines as needed.

e Add additional lines as needed.

e Update the quantity.

There are limits to editing an existing inventory requisition.

e You can only edit an inventory requisition with a Request State of “Open” or a Budget Status
of “Not Checked” or “Prov Valid”.

o If the requisition line Status on an inventory requisition is “Available”, you can edit it using the
same basic steps as an Open Market Requisition (OMR) or Contract Encumbering Order
Requisition (CEQ) requisition.

SWIFT automatically updates inventory requisitions as part of its batch process. Once SWIFT runs the
batch process and sources a requisition to an Inventory Material Stock Request, you can no longer edit
the inventory requisition.

If you try to edit an inventory requisition that does not have one of these statuses or after the batch
process has run, SWIFT will display an error message. You cannot edit it.

This requisition cannot be edited. Cne or more lines have been sourced. (18036 ,6091)

This guide lists the steps to edit an existing inventory requisition.
Steps to complete

e Step 1: Access the inventory requisition
e Step 2: Edit the inventory requisition
e Step 3: Process the inventory requisition
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Steps to edit an Inventory Requisition

Step 1: Access the inventory requisition

1. Navigate to the Manage Requisitions page in the EProcurement module.

Navigation Options Navigation Path

Navigation Collection | Procurement, EProcurement, Requisitions. Left menu, Manage
Requisitions, Manage Requisitions page.

2. Onthe Manage Requisitions page, enter search criteria to locate the requisition. Select Search.

Manage Requisitions
Requisition Search | Keyword Search

* Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit |52201 Q Requisition Name Q Origin Q

Requisition ID Q Request State All but Complete ﬂ Eudget Status Mot Budget Checked ﬂ
Date From |07/0172018 T Date To | 04012018 T
Requester Q Entered By Q FOID Q

| Search || Clear Show Advanced Search

SWIFT opens up the search results on the Requisitions section below the Manage Requisitions search
page.

3. Locate the correct inventory requisition. Go to the right side of the row and select the “Edit”
option. Select the Go button.

Requisitions @

To view the lifespan and line items for & requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Origin Date Request State Budget Total
1000004175 B 2 2 M52 \ Edt
4 CJZS Booklets B2201 210 0315/2018  Approved Mot Chk'd 0.00 UsD I [ I Go

Step 2: Edit the inventory requisition
SWIFT displays the Edit Requisition — Review and Submit page for the desired requisition.

1. Edit the header of the inventory requisition as needed.

Edit Requisition - Review and Submit
Review the item information and submit the req for approval. " _
“" My Preferences B mequisition sattings
Requisition Summary
Business Unit | 52201 Employment & Economic Origin w Q Unemployment Insurance Requisition Name CJ3 Booklets
Develon
Requester Requisition I 1000004175
Supgested \endors Medi =
Currenc: usD e - edium  [w]
Y Doc Type | Q| Priority
Agency Reference Ul Beth - £th Floor
Eilling Location Q Custom Fields
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2. Edit the Requisition Lines section as needed.

As a reminder, SWIFT allows you to edit items that are not grayed out. Update it needed.

Expand lines to review shipping and sccounting detsils E 'Add Mars i=ms
Requisition Lines &

Descagtior

Lina n_. Item ID Supplier Quantity uom Price. Total Details Comments Delate:
Expand Section icon
D] ¢ EE Booket CJS Guide IS s0241 EACH 0.00 =]

3. Update the ChartFields information as needed.

e Select the Expand Section icon on left side of the line. Go to the bottom of the page to the
Accounting Lines section.

e If you want to update Chartfield information, select the Chartfields2 tab.

IMPORTANT: Make sure you enter the correct Chartfield information on the requisition. If you enter
invalid values, SWIFT will not create the material stock request.

Rccounting Lines

5

Q
Chartfields1 Details Details 2 Asset Information Asset [nformation 2 Budg
o Agency Agency
Fund Fin DeptiD %"F":;"’p"a"o" D Account Sub Acct  SW Cost Cost1 Cost2
(CF3) (CF1) (CF2)
1000 @ | G1031100 Q4 | G100001 Q| 470802 Q Q Q Q Q

4. Update the Budget Date as needed. If you want to update the Budget Date, select the Budget
Information tab.

Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information

Budget Status Budget Date Pre-Encumbrance Balance Currency PE'E"%'aTa%ﬁd Base

Valid 10/03/2018 5000.00 USD 5,000.00 usl

5. Update the Ship To field as needed. Ship To is the location where the goods are delivered.

Requisition Lines @
Line Description Item 1D Suppher Quantity UoM Price
0 1 mE Booklet CJS Guide, JS 50241 5.00 EACH 0.00
Shipping Line 1 | *Ship To E225TFLFNG Q | Add Shipto Comments Quantity s

6. Delete any lines as needed. Select the Delete icon for the line you wish to delete.

ion Lines @

Line Description Item ID Supplier Quantity ucm Price Total Details Comments. Delete
[ 4 g NoninvLine 1 EACH 1500 1500 B Q A @

e SWIFT displays a message confirming that you want to delete the line. Select the OK button.

Delete current/selected rows from this page? The delete will occur when the transaction is saved.

Cancel
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e SWIFT returns you to the Edit Requisition — Review and Submit page.
7. Add additional lines as needed. Select the Add More Items button.

Expand lines to review shipping and accounting details ﬁf’ Add More Items |

e SWIFT displays the Edit Requisition page. You can enter items into this section from the Catalog,
Templates, Recently Ordered or Favorites if you have items in these sections.

Edit Requisition @
Welcome
Home 7 My Preferences Requisition Settings I 2_11&5 Checkout
Request Options  ~
Enter search criteria or select from
the menu on the right to begin @ U@ Special Requests E
creating your requisition- Browse Catalogs Create a non-catalog request Browse Favorite ltems and Services
Recently Ordered
Browse Company and Personal View recently crdered items and
Templates seryices _

e After you enter these items, SWIFT updates the Shopping Cart to show the additional line.
Select the Checkout button.

e  SWIFT returns you to the Edit Requisition — Review and Submit page.
Step 3: Process the requisition

1. When you complete the edits on the requisition, go the bottom of the Edit Requisition — Review
and Submit page. Select the Save & submit button.

|ﬂ3 Check Budget & Pre-Check Budget Budget Checking Status-Valid

La Save & submit | & Save for Later = Add More Items

2. SWIFT display the Confirmation page.

e Depending upon the change, you may need to run the budget check. Select the Check Budget
button.

e Ensure the Budget Checking Status is “Valid”. If not, resolve the budget error and run the
budget check process.

You have successfully edited an inventory requisition.
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