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Use the Manage Requisitions Page

The Manage Requisitions page in the EProcurement module allows you to view and manage
requisitions. You can also use it to perform tasks, such as review requisition details, edit or cancel
requisitions, copy a requisition, or view approvals. The available actions vary depending on the status of
the requisition.

This reference guide describes the features on the Manage Requisitions page. It shows the page from
the actions but does not describe the details of these actions. It also lists the Request State (i.e., status)
fields on a requisition.

Steps to complete

e Step 1: Access the Manage Requisitions page
e Step 2: Search for the individual or group of requisitions
e Step 3: Perform tasks on the Manage Requisitions page

Steps to use the Manage Requisitions page

Step 1: Access the Manage Requisitions page

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

Navigation Options Navigation Path

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

e SWIFT displays the Manage Requisitions page.

Step 2: Search for the individual or group of requisitions

e Search for individual or groups of requisitions.
e Enter search criteria on this page and press the Search button.

Fields on the Search Requisitions area on the Manage Requisitions page

Field Field Description

* Business Unit Validate the default or enter a business unit. This is a required
field. A Business Unit generally represents a legal entity, such as
the State agency responsible for the requisition.

Requisition ID A unique ID SWIFT gives to a requisitions within a business unit.

Date From/Date To | Enter the creation date or range of dates for the requisitions

Requester Defaults to the person entering the requisition, but it can be
changed.
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Field

Field Description

Requisition Name

Create a name that helps you organize it. It does not appear on
the purchase order.

Requisition State

Refers to the request state (i.e., status) of the requisition across
the entire procurement cycle. See the descriptions at the end of
this guide.

Entered By

Employee ID who entered the individual or group of requisitions.

Origin

This code represents a division, region or district within an agency
that originated a purchase order.

Budget Status

A blank field defaults. SWIFT will bring all requisitions in all
statuses.
e Document in Processing: SWIFT does not currently use this
feature.
e Error in Budget Check: Requisitions that did not pass the
budget check
o Not Budget Checked: Requisitions that the agency did not
budget check yet.
e Provisionally Valid: Requisitions that passed by budget check
when an agency used the Pre-Check Budget button.
e Valid: Requisitions that passed the budget check

PO ID

A unique ID SWIFT gives to a purchase order within a business
unit.

Show Advanced
Search link

If press this link, SWIFT displays search fields that are used only by
a few state agencies who use the EProcurement module for
inventory. These fields include Item ID, Item Description, Ship To
and Supplier Item ID

Manage Requisitions
Requisition Search | Keyword Search

+ Search Requisitions
To locate requisitions, edit the criteria below and dlick the Search button.
Requisition ID

Date From | 07/01/2013

o it |9 | o

Requester

Clear

Requisition Name Q Origin par Q Facilities Mansgement
Request State [+ Budget Status (]
Date To | 03192018 T
Entered By Q PO ID a

Show Advancad Search
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Step 3: Perform tasks on the Manage Requisitions page

SWIFT opens up a Requisitions list with the requisitions that matched your search criteria.

Clear Show Advanced Search

Requisitions @

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

Req ID Requisition Name BU Origin Date Request State Budget Total

[Select Action] (] Go

1000018242 Lab Supplies H1201 857 03192018 Approved Error 0.00 USD

1. If you press the Req ID link, SWIFT brings you to the Requisition Details page.

You can get summary information but cannot make any changes to the requisition. At the bottom of the
page, select the Edit Requisition button to get to the Edit Requisition - Review and Submit page to edit
the requisition.

Requisition Details

Requisition Summary

Business Unit 390 Requisition Name | a5 Supplies
Pate  panozote Requisition 1D 1000018340
Request State  onveq Total Amount 0.00 USD
Requested For oo08so2e2 Pre-Encumbrance Balance .05 usD
Origin 57
Header Custom Fields

Expand lines to review shipping and sccounting detsils

Requisition Lines
Line Item Description Source Status Amount Only Quanfity Price Status Total

1 Beg Biohazard 4.x8in Zipt. Auailable Mo 5.0000 CASE 000000 USD  Approved 0.00

Line Custom Fields

Show Distribution Information
F Q t-1af1[+]

Line Number Schedule Number Distrib Line Exception Description

2. If you choose an option on the Section Action menu and press Go, SWIFT allows you to perform
tasks on the requisition.

The available actions vary depending on the status of the requisition. They include the following:
Approvals, Cancel, Check Budget, Copy, Edit, PreCheck Budget, View Cycle and View Print.

a. Approvals: Displays the Approval Status page. You can get a summary of the requisition
and its line details.
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Approval Status
Business Unit H1201
Requisition ID 1000016340
Requisition Name | o gyppiies
Requester

Entered on  03/18/2019

Status  approved Total Amount 0.00 USD

Priority Medium

Budget Status Error

Requester's Justification
Mo justification enfered by requester.
Wiew printable version

¥ Line Information @

b. Cancel: Displays the Requisition Details page, which has a Cancel Requisition button. If

you press the Cancel Requisition button, SWIFT displays a confirmation page. Enter a
reason code and a comment for the cancelation.

Requisition Details for:

Business Unit  H1201 Date  03M1&2012
Requisition ID 1000016340 Status  Approved
Requisition Mame Lab Supplies Total 000 UsD
Line Details
Line Itermn Description Status Price Qty Total

E i ard 4 % £ in Zintan
y 528, Blohazard XN 20K | ppproved casE 5.0000

| Cancel Requisition |

c. Check Budget: Initiates the budget processor and commit funds to pre-encumbrance
amount for this requisition if the requisition passes the check.

d. Copy: Displays the Checkout - Review and Submit page for a new requisition. SWIFT
copies all line items to a new requisition. However, if one item was created from a
special request, SWIFT displays another message.

Checkout - Review and Submit
Review the item information and submit the req for approval. g -
7} My Preferences g Requisition Sextings
Requisition Summary
Business Unit 1201 Q Hesitn Depanment Origin 657 a Facilities Management Requisition Name
*Requester |- Q Priority | Medium ]
UsD Suggested Viendors
*Currency a
Doc Type
Agency Reference
Eilling Location a Custom Fields
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e. Edit: Displays a warning message indicating that editing the requisition will restart the

approval process. SWIFT displays the Edit Requisition - Review and Submit page for the
requisition. SWIFT may create a change request for the requisition.

Edit Requisition - Review and Submit
Review the item information and submit the req for approval. p— _
7} My Preferences o Requisition Satfings
Requisition Summary
Business Unit | 11201 Health Department Origin = Q Facilities Management Requisition Name Lab Supplies
Requester Requisition ID 1000016340
Suppested Vendors
Currency  USD - Mesdium 5
Doc Type |OMR Q Priority [
Agency Reference | -32 Suppliss
Billing Location | H12LAB0D0D Q Custom Fields

f. PreCheck Budget: Initiates the budget processor and checks the budget without
reserving funds for this requisition. This option enables you to check whether a budget
exists for this requisition before committing amounts to a pre-encumbrance.

g. View Cycle: Displays an image showing where the requisition is in its cycle. You can see
the dates when the requisition was created and updated.

Requisition Cycle for:

Business Unit: =|
H1Z01 squisHian —
Requisition Name:

Paymemn Appravale
Lab Supplies
Date Entered:

03182018
Date Last Changed:

0371818 2:21:204M

Imvpice Ireaniory

Returne Purehas2
Oroers

"

Resalving Changz
Requast

h. View Print: Displays the print version of the requisition. SWIFT displays a message
asking if you want the print version with distribution details. Press Yes or No. SWIFT
displays a print copy of the requisition.
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Busineas Unit: H1201
Requisition: 1000015340
Requisition Name: Lab Supplies

Requester: 00653265
Requested By:
Entered Date: 31319

Status: Approved
Currency: USD
Requisition Total: 0.00

Line: 1
Absorbant Pad Insered

Item Dsscription: Bag, Eohazard 4 x G in Ziptopwith 2x 3 IN - Quantity: 3

UOM: CA

Price:  0.00 Ling Total: 0.00

Line Status: Approved

hip Lina: 1
Aftsntion: Udean Dawn R
Ship Via: GROUND

Ship To: H12LABWHSE
Due Dats:
Fraight Terma:FOB_FADD

Addraea:
MDH /MDA LAE BLDG
601 N ROBERT ST

Bhipping Quantity: 3
Bhipping Total: 0.00

ST PAUL MN 55135-2538

United Stetes
Digt Status Location aty PCT Amount GL Unit Account
1 Open HIZFREEMEN 10000 0.00 MND21 413005
Dept Fund
H123148% ol
Open GTY ‘Open Amt
£.0000 0.000
GL Bzse Amount Currency Sequsnce Capitaiize
om usD o N
Chartfisid 3
Hiz208Y

List of the Request State (i.e., status) fields on a requisition

Approved: The requisition has been approved and is ready for sourcing. For this status to
display at the header level, all lines of this requisition must be in an “Approved” status.
Canceled: The requisition was entered and saved but then the entire requisition or each
requisition line was canceled. For this status to display at the header level, all lines of this
requisition must be in the “Canceled” status. A canceled requisition can be reopened within a
certain number of days as specified for the purchasing Business Unit; otherwise, it is closed

Complete: The requisition is marked complete after the requisition is dispatched on a purchase
order. The goods are received and the supplier is paid. A background process identifies the
requisitions and moves them to the “Complete” status. Canceled requisitions and those that are
completely fulfilled by inventory stock are also identified as “Complete”.

Denied: The entire requisition or each requisition line has been denied in the approval process.
For this status to display at the header level, all lines of this requisition must be in the “Denied”

Open: The requisition has been entered and saved but not yet submitted. For this status to
display at the header level, all lines of this requisition must be in the “Open” status. A
requisition in this status may not be sourced to another document, such as an event or
Inventory Material Stock Request.

PO Partially Canceled: The requisition contains some lines that have been placed on purchase
orders and these purchase orders have subsequently been canceled. For this status to display,
the purchase orders must all have the same status, “Canceled.” This status indicates that some
of the requisition lines have not been sourced to a purchase order and it also indicates that
none of the lines have been received or returned to supplier.

[ ]
permanently.
[ ]
[ )
status.
[ )
[ ]
[ ]

PO Partially Completed: The purchase order has been closed for some of the requisition lines,
however the requisitions attached to it are not yet closed.

PO Partially Created: The requisition contains some lines that have been sourced to an
approved purchase order. For this status to display, the purchase orders must all have the same
status of “Approved.” This status indicates that some of the requisition lines have not been

6|Page-Quick Reference Guide



SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS
sourced to a purchase order and it also indicates that none of the lines have been received or
returned to supplier.

e PO(s) Created: The requisition has been placed on a purchase order that has been approved.
This header status indicates that all lines of this requisition have been sourced to approved
purchase orders and the requisition line status is “PO(s) Created.” For this status to display, the
purchase orders must all have the same status of “Approved.”

e PO(s) Cancelled: The requisition has been placed on a purchase order that has subsequently
been canceled. This header status indicates that all lines of this requisition have been sourced
to canceled purchase orders and the requisition line status is “PO(s) Canceled.” For this status to
display, the purchase orders must all have the same status of “Canceled.”

e PO(s) Completed: The purchase order has been closed for all of the requisition lines, however
the requisitions are not yet closed.

e PO(s) Dispatched: The requisition has been placed on a purchase order and the purchase order
has been dispatched to the supplier. This header status indicates that all lines of this requisition
have been sourced to dispatched purchase orders and the requisition line status is “PO(s)
Dispatched.” For this status to display, the purchase orders must all have the same status of
“Dispatched.”

e Partially Dispatched: The requisition contains some lines that have been placed on purchase
orders and these purchase orders have been dispatched to the supplier. For this status to
display, the purchase orders must all have the same status of “Dispatched.” This status
indicates that some of the requisition lines have not been sourced to a purchase order and it
also indicates that none of the lines have been received or returned to supplier.

e Partially Received: The requisition contains some lines that have been placed on a purchase
order, the purchase order has been dispatched to the supplier, and the goods have been fully or
partially received. This status indicates that some of the requisition lines have not been
received.

e Pending: The requisition has been submitted and is awaiting approval. This header status
indicates that all lines of this requisition have the line status of “Pending.”

e Received: The requisition has been placed on a purchase order, the purchase order has been
dispatched to the supplier, and the goods have been fully received. For this status to display at
the header level, all lines of this requisition must be in the “Received” status.

e See Lines: The lines of this requisition are in various stages of the approval process and the lines
have different statuses (i.e. pending, approved, denied, and so on); however, none of the lines
have been sourced to a purchase order.

You have successfully viewed the Manage Requisition page in the EProcurement module.
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