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Chapter 2 — Shopping

Creating and Adding to Requisitions

Note: To advance from slide to slide press your Page Down key
Or the right button on your mouse



Shopping reating and Adding to REQs

e 3 different Options to add to or create new
REQs
» From Product Search
» From Shopping Cart
» From Order Guide
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Shopping > Creati

From your search results
under the Catalog Tab
you can add products
directly to a REQ (new or
existing).

Suppose you want to
create a Requisition for
two types of Floor
Lamps. Select the
models by checking the
boxes at the line item
level.

Type the order quantities
here.
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Shopping > From Product Search
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Shopping > ' From Product Search
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From Product Search
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You will get a message
stating the number for
the newly generated
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Shopping > From Product Search

]I-i-nj-l.. & g - 1 M@ - Mo rean® i edeed Fplesss
You will be taken to the Pl G e Feerber Tk Hel
REQ tab for further dibed - = - 0 A 4| Bsewth lFeees gy Dy bl 4B
| p—

processing of the newly
generated REQ.

wekore s Mbgeaen \ [1- fton e nn s Gekn e =] e e Bome UpnTeims M belbes My iomos (el Tsnis Losos

Edich Al Ui i

Prodadz =] lamp \\m ||:4:J'3.2-3 Tital 2

i Bhapainn Carl
Lhirsrd Telaes 14230

T oAk
For quick access, the
system will automatically
I i | Setmd | CrosinPO | Buyer Comtact

filter out the REQ you
just have created.

CawrhTed [DODCCOCCODDOGNE. G

Poge 1 od'd ¢ Pasen 4.9 ol 1 e

THET Ll st] T ERST
S 0 by |80 '|-| L l

FEO riliei Sehs  Bubierd

All system functionality
concerning Requisitions
will be explained within
the Requisition tutorial.

] nans 8 Local rtvaret

@

Hilton 7 © 2002 Birch Street Systems
Supply Management-




Shopping > Creati From Product Search
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Go back to the search
result page by clicking
the Catalogs Tab.
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Suppose you want to
add another Floor Lamp
to the REQ you have just
created. Select the
model by checking the
boxes at the line item
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A Requisition lookup
window will appear.

Locate an click on the

REQ number you have
just created to add the
selected Item.

You will receive a
confirmation message,
that the item has been
added.
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Shopping > Creati From Shopping Cart
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Suppose you want to
create a Requisition for — “Upcisn | Detein Rem
two Floor Lamp models
you previously moved to
the cart. Select the
models by checking the
boxes at the line item
level.
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If you change anything
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o W

] o % Lol rranet

@

Hilton 10 © 2002 Birch Street Systems
Supply Management-




Shopping >

Click the ‘Create REQ’
button.

The steps that
follow are identical
to the procedure
under ‘Creating and
Adding from
Product Search’
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Shopping >

From your Order Guide
you can create
Requisitions or add to
existing ones. Click the
Order Guide Tab.

Select the Order Guide
you want to use from the
pull down list. In our
example the Lighting
Replacement list.

Select the products by
checking the
corresponding boxes.
(Check the *All' box to
select the entire Order
Guide)

Edit order quantity and
UOM if desired.
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Shopping > ' ' From Order Guide
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Click here to create a
new REQ
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The steps that
follow are identical
to the procedure
under ‘Creating and
Adding from
Product Search’
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