Training Exercise: Create a Requisition - Inventory

		




	Module:
	[bookmark: _GoBack]Procurement

	Scenario:	  

PREREQUISITES:
	Create a Requisition for Inventory Item

REQUISITIONER




	Action
	Icon
	Field/Value

	Navigate to Create Requisition
	
	· Search Cre Requi
· Select Create Requisition

	Requisition Type
	
	· Internal Inventory Order

	Select an Option
	
	· Search Catalog

	Inventory Items
	
	· Select Inventory Items: (you may have to scroll down)
· Bag Paper #12
· Bag Paper #6

	Click Add to Cart
	
	

	Click the Shopping Cart Icon 
	[image: ]
	· Review item details

	Click Checkout
	[image: ]
	

	Shipping Address
	
	· Review Shipping details and click next

	Information
	
	· Review Information details and click next 

	Attachments
	
	· No attachments will be added for this exercise. Click next

	Line Defaults
	
	· Review details and click next

	Review and Submit
	
	· Goods Line
· Program = PG147777
· Cost Center = System Defaults Value
· Fund = System Defaults Value

· Click Submit
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