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WEBREQ10: Amending/Closing a Requisition

In Agresso the option to Amend/Close a requisition must follow a particular process.

1. Before the requisition is Amended/Closed it MUST be rejected back to the person who
raised the requisition.

2. The person who raised the requisition will get a requisition amendment email reminder
letting them know they will have an amendment task.

3. This will allow them to Amend/Close the Requisition using the instructions below.

Any attempts to Amend/Close the requisition during the approval process can lead to system errors.

Once the requisition is closed it cannot be re-opened.

WEBREQ10.1: Closing the Requisition

1. From the selections in the top right menu check for any tasks:

P Owv m bd3g~ § 2

University of Glasgow (Development) v

earch

Your tasks

Requisition amendment OrderMo: 2636026 Costc: 90206000
. SupplD: 23490

Go to Task managemyt

2. Select the required requisition to review from the task

The following screen will appear:

3. Click on the Requisition details tab and the row details.

Requisition entry ~ Requisition deta& Punchout

Requisition details
# Product Description Supplier Quantity Currency Price Amount Status
| 1 i SlLIE2)| B 12345 Training Books 23490 200 GBP 15.00 3000 N %]
Books JOHN SMITH & SONS BOOKSELLERS Sterling Pound (GB) N
| 2 i Lig2 Books 23490 1.00 GBP 10.00 1000 Active
z 40.00

Add | Delete | Copy | Reset Close

¥ Detailed information 4 Workflow log (row 1)

21/05/2015 16:17 lan Brown (JAN) - Distributed
27/05/2015 16:28 Fiona Jamieson (FIAMIESON) - Rejected - "Please close requisition - no
lenger required.”

(Enter a comment)

4. Check the Workflow log to see what changes are required for the Requisition.
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5. To close the requisition - Go the Requisition entry Tab and change the status to closed and TAB
out the field. The rest g elds should go grey.

Requisition entry  Requisition details  Punc

Reguisition number
2638026 B

Requisition
Requisitioner

lan Brown =]
155238

* Status
Closed -

External reference

Message

Save
6. To Save the Changes on the Save button at the bottom of the screen - .

Your changes will be confirmed:
+/ Changes on requisition 2636026 have been saved

7. The task will then after a minute no longer appear:

WEBREQ10.2: Amending the Requisition

1. From the selections in the top right menu check for any tasks:

University of Glasgow (Development) v Search

L RV

N

Your tasks

Reguisition amendment OrderNo: 2636027 Costc: 90206000
SupplD: 33970
Go to Task management /

2. Select the required requisition to review from the tasks /
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The following screen will appear:

2. Click on the Requisition details tab and the row detajls.

Requisition entry ~ Requisition details  Punchout

Requisition details

# Product Description Supplier uantity Currency Price Amount Status

O 1 *|LAB33 E 123465 - Lubricant 33970 1.00 GBP 15.00 15.00 N B
B UK LABS DIRECT LTD Sterling Pound (GB) N

z 15.00
Add | Delete = Copy Resst Close

¥ Detailed information % Workflow log (row 1)

27/05/2015 16:41 lan Brown (1AN) - Distributed
27/05/2015 16:41 Fiona Jamieson (FIAMIESON) - Rejected - "Change quantity to 5.00"

3. Check the Workflow log to see what changes are required for the Requisition. T

4. Amend the details as required:

Any information can be amended on the required row. Please note only the
VAT code can be amended for E-procurement requisitions.

- Any rows that are no longer required the status should be changed to closed. = ='©5%
. S Add

- Ifrequired -rows can be added by clicking add

- If you need to change the Sub-Project this must be done in in the GL Analysis.
2 GL Analysis

# Account Costc Sub_project Activity Tax code Percentage Amount

O 1 &40 90205000 [1a174apt x| 7400 « AS = 100.00 15.00

OTHER LABORATORY SUPPLIES/SERVICES US - Systems FIN OFFICE - STSTEMS General OH Purchases - Std Rated VAT
z 100.00 15.00

- If the supplier needs amended the requisition will have to be closed off using the instructions in
Section 10.1 above.

5. To Save the Changes on the Save button at the bottom of the screen m .

Your changes will be confirmed:

/' Changes on requisition 2636027 have been saved

6. The task will then after a minute no longer appear:

¥~ O~ University of Glasgow (Development) ~
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