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Information Technology Services Reference Sheet
Using one Speedtype for all line items
Procedure

This guide explains how to designate one Speedtype for all line items on a requisition.
One Speedtype may be used for all lines on a Special Request or a SmartCART requisition.

This process also applies to retrieving Window Shopper carts.

Step Action

1. Start with eProcurement. Then Create Requisition.
-+ eProcurement
CaSE WESTERN RESERVE
MUNIVERSITY  ror s Add to Favortes | Sian out

= eProcurement ~ Help

[» Buyer Center l |

~ Procurement Matrix
_ create Requisition

- Manage Requisitions = = Ry

- Receive tems |E‘ 1. Define Requisition E\; 2. Add ltems and Services \;’;3 3. Review and Submit ‘

= Wy Profile
[> Sevices Procurement ~ Specify requisition name, requester, and other information that applies to the entire requisition
S

Business Unit: Case Western Reserve Univ

[erser]
There are no lines on this request. Requester: | ‘ Loudiana,Jennifer *Currency: l:l
Please add new ling in order to Requisition Name: | ‘ Priority:

save this requisition o

Continue

Total Lines: 0
Total Amount (USD).

|
1B

Done € Internet Fu v EI00% v

Step Action

2. The Create Requisition page will appear. If preferred, enter a name for your
requisition. Click the Expand section button next to the Line Defaults.
[ |
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Home Worklist Add to Favorites Sign out
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I~ eProcurement ~ Help ~
I» Buyer Center 7l
~ Procurement Watrix

(IEEEEETE | Create Requisition

= Manage Requisitions = =

- Receive ltems ‘ [Tk 1. Define Requisition Et 2 Addiemsond Services  EB 3 Review and Submit |

= Wy Profile
[ Senices Procurement +  Specify requisition name, requester, and other information that applies to the entire requisition

Requisition Summary .
There are no lines on this request Requester: ‘ ‘ Loudiana,Jennifer Currency: I:l

Please add new line i ordar to Requisition Name: | \ Priority:

save this requisition

Total Lines: 0 Note: The defaults specified below will be applied to requisition lines when there are no predefined values forthese fields
Total Amount (USD). 0

Business Unit: l:l Case Western Reserve Univ

=

[Accounting Defaults Find | ] First 4] 10f1 [ Last

Chartfields1 | [0
Speed Type Event Fund Dept Project Class

- S =

Continue

|~
>
®

Dane

€ Internet 4 - B -

Step

Action

Enter the Speedtype to charge all lines in the requisition into the Speed Type field.
Enter the Event chartfield in the Event field, if applicable.

WARNING! Changes are not allowed after this page has been completed. If you
do not enter the default speedtype here you can not return to enter that
information.

WINDOW SHOPPER CARTS! This step must be completed first before retrieving
Window Shopper carts from SmartCART. Check the email notification for the
Speedtype information from the window shopper.

Click the Continue button.
Caontinue

Proceed to SmartCART by
clicking the SmartCART tab.

Or proceed to create a non-SmartCART requisition by
clicking the Special Request tab.

Special Request
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Using one Speedtype for all line items

Step Action

usual.

Create a requisition, order from SmartCART or retrieve Window Shopper carts as

For SmartCART, when finished, click the Place Order button and the cart will pull
into the PeopleSoft Financials system.

UNIVERSIYY

C WESTERN RESERVE

Home | Workist | Addto Favorites | Sign out
= eProcurement ~ Help

[> Buyer Center |

= Procurement Matrix

= Creale Requisition = Create Requisition

- ge Requisitions =

ve ltems |E‘ 1. Define Requisition Es 2 Addiemsand Services  ERE, 3. Review and Submit ‘

- ”1 Profile

I Services Procurement + Add lines to the requisition, specifying the information necessary to procure each item or service
Search: | Q, Search

Requisition Summary Favorites | Templates | SmarCART | Special Request

Description Qty UOM Select a Request Type
?‘:ﬁg;ﬁ;me ECE Special em Request an item thatis not listed in the Catalog.
Avery Showcase 5 EA Fixed Cost Senice Request a one-time service for a flat fee
View Round q -

Variable CostSevice  Request a service for which the fee is based on the time worked.
Total Lines: 2 Time and Materials Request a service for which the fee is based on the time worked and materials used
Total Amount (USD).
Review and Submit
@ &
€ Tnternet G- ®ow v

-—

EST 1826

Step Action

After adding items to the requisition, click the 3. Review and Submit link.

[3. Review and Submi]
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= eProcurement
I Buyer Center
urem

Create Requisition
‘E‘ L E;

Review the details of your requisition, make any necessary changes, and submit it for approval

Receive ltems
= Wy Profile
[- Services Procurement

Define Requisition

2.Add ltems and Services [}

3. Review and Submit

|

Business Unit: Case Western Reserve Univ

Requisition Summary o=

Description Qtyuom Requester: Dyme, Nicole N *Currency: USD

RENEIELCEE S ER Requisition Name: Priority:

Tum Ring... el | i

Avery Showcase 5 EA

View Round Line Description Vendor Name Quantity UOM Price Tot8l
Total Lines: 2 f0 1 Avery Durable E7-Tum Rina Vie Corporate Express 5.0000 €N 6.91000 34
Total Amount (USD). $10 2 Avery Showcase View Round Ring Corporate Express 50000 E3CH 594000 29

[] Select All/ Deselect All Total Amount: 64.2¢

L.PAdd to Favunlesl ’;\_§| Add to Template(s)|

[ii Delete

[ send to Vendor [] Show at Receipt [] Show at Voucher

5] Check Budaet |
@ n 1

Dane & Internet £ -

ERVE

T 182G

Step

Action

Click the Expand Section button on each item to view the Speedtype has
populated correctly and to make any changes to Shipping or Attention Lines.

CASE WESTERN RESERVE
UNIVERSITY  poro

i~ eProcurement

-~ = " & —F 3 adl
I Buyer Center o R LT F 10f1 s —
- Procurement Matrix ‘ [ chartfieids1 | Chartfielis3 T Assetinformation
ELiTeula = Line |Percent Amount | Speed T Account Fund |Dept |Project |Class |AS5St
nage Requisitions e e Lr=ier
= Receive llems 1 100.0000 3455 [(EEVIRPAE Q. 531100 Q. 97600 10 5C23D01400 =
= My Profile
[> Services Pracurement (a) o
= | [0 2 AvervShowcase View Round Ring Corporate Express 50000 E3CN 594000 207
Consolidate with other Regs [¥] Override Suggested Vendor
Requisition Summary
Description Qty UOM Shipping Line: 1 Due Date: Quantity:  5.0000
Avery Durable EZ- 5 EA
Turn Ring. Status: Active *Ship To: CEDARAP Q[ Review Shipping Address
Avery Showcase 5 EA fon:  /Cedar Avenue Senices 3
View Round ... Attention: ‘
Total Lines: 2
Total Amount (USD)- 8428 Al First ] 1071 ] Last L
[ Chartfieids1 T\ Ehartfielisa T Assetinformation
Asset
Line |Percent Amount | Speed Type Account Fund |Dept|Project |Class || ~or.
1 100.0000 2970 [OPR261221 |G 531100 ), 97600 10 5C23D01400 =
[ select Al Deselect All Total Amount: 84.05
L ##dd to Favorites| (3] Add to Template(s)| [ Delete

< I )

& Internet £
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Step Action

10. The Speedtype and Event, if applicable, that were entered at the beginning of the
requisition now appear in each line item field.

At this time, changes to the Speedtype and Account fields may be done. For
example, if a default Speedtype was entered for all of the items, except one item
should be charged to a different Speedtype.

OPR261221 ¢

11. Proceed to Check Budget and Submit the requisition as usual.
End of Procedure.

Published 12/2/2010 Page 5




	Using one Speedtype for all line items

