This quick reference is designed to assist LBNL users in using eProcurement 8.8.

	Login


· Click on Internet Explorer and type in the  ePro address:  http://fms.lbl.gov. 
· Enter your User ID and password. Existing ePro users use their existing User ID and password. New ePro users use their LDAP (email) user name and password. 
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	Navigation


Click eProcurement on the menu on the left side of the screen to see ePro options.
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Creating a New Requisition


Click Create Requisition from the menu on the left or the choices on the right.
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	Enter the Requester Name


Click on the lookup icon 

 to the right of Requester Name to search for a requester.
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Enter the last name in the Name box, click Lookup, and click on the name of the requester.
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After entering the requester, click the Continue button.
	Enter the Settings


In the Settings page (formerly “Requisition Defaults”), enter information that applies to the entire requisition:
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Vendor
· Click the “Vendor Lookup” link to do a Vendor Search.
· Type in part of the vendor’s Name, and click Find.

· Click on the Vendor ID you want.

· If the vendor is not there, enter the vendor name and contact in the first item’s description or comments.
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PCard Suggested

Uncheck this box if the item is over $10,000 or a blanket. 

Buyer

Only enter a buyer if you have been working with the buyer and the buyer told you to enter their name.

Ship To

Enter another Ship To address if material will not be delivered to LBNL main Receiving at Bldg. 69

Due Date

Enter the date you want material delivered or services begun.

Category

Enter an item Category you want to apply to all lines.

Unit of Measure

Enter a Unit of Measure you want to apply to all lines.

Approver

Enter an Approver with enough dollar authority to approve the requisition. (See IRIS for Authorized Signers.) 

Project

· Click the Project link and enter a project.

· If you want to split all requisition lines among the same multiple projects, click 


, enter the number of additional projects you want to add, enter the new projects, and choose a % (Pct) for each project.

Location

If you want material delivered to a Laboratory Building and Room other than the requester’s default, click the
More Details 2 tab and enter the new location (3 or 4-digit building, dash, 3 or 4-digit room).
Press the OK button

When finished entering the settings page, press the OK button

	Find Items


After pressing OK, the Find Items page appears.  The Special Request tab is selected by default. Click the 
Special Request – Goods link for each item you want to add to the requisition. (The Favorites tab lets you find and import individual items you previously saved and the Templates tab lets you find and import entire requisitions you previously saved.)
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	Fill-In Special Request Line Details


Description

Enter a description up to 254 characters. Enter a noun describing the item, part number, and vendor name/contact if not entered on the settings page. Use the Additional Information box if you need more room (blanket info, etc.)

Category, Due Date, and Unit of Measure 

Change the Category, Due Date, and UOM, if necessary.

Price & Qty

· Enter a not-to-exceed unit price in the Price box.

· Enter a quantity in the Qty box. 
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Press the Add Item button when you are finished describing the item. The Find Items page appears again. Click Special Request – Goods again to add an additional line item, otherwise, go to the next step.
	Submit Requisition


When finished adding (finding) items, click the Submit Requisition link. The Requisition Summary page appears.
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Change an Exiting Line

Click on a line’s description to change its details. You can change the Qty directly.

Change a Line’s Project

Click the 

. On the next screen, click 

 to enter Cost Distribution. To further split a line among more projects, choose to distribute by Qty or Amt, reduce the Quantity on the existing line to what you want, click the 

 at the right of the line to add new project line(s), enter the quantity/amount & project for the new line, press OK, and press Return to Checkout.

Add Attachments
Click item 1’s 

 Comments icon to add attachments. Click the Add Attachment button, click Browse to browse to a location on your PC where the attachment is, click Upload, and click the OK button.
Justification/Comments
Fill in text you want to send to the approver, buyer, Receiving, or Disbursements (AP). Click the appropriate checkbox(s).

Save and Preview Approvals
· Click the Save & preview approvals button to see who will be approving the requisition.

· Add additional approvers or reviewers by clicking 

.

· Click Submit to finish the requisition and submit it to the approver(s). Note the new Requisition ID.

· Click Edit Requisition to continue working on the requisition.

· Click View Printable Version to get a copy of the requisition that can be printed. (Click Show Distribution Information to see project details.)
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	Manage Requisitions


To check requisition status, enter the Manage Requisitions page. Click on Manage Requisitions on the left menu, at the eProcurement page, or the link at the bottom of the above Confirmation page. Click on the Collapse icon (-) on the upper left to collapse the menu on the left and see the full Manage Requisition page.

By default, all requisitions will be displayed for the Requisition Preparer (Entered By) for the past 30 days. To view a particular requisition, enter its requisition number in the Req Name/ID box. You may need to remove the name in the Entered By and Requester boxes and change the date range. Make sure Show Status says All.
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Edit Requisition  

 

Click the Edit Requisition icon to change a requisition that has not yet been approved.

Approval Status  


Click the Approval Status icon to view the requisition’s approval status. To view attachments, expand Line Information, click on 


 Requestor’s Comments, and click on the View button.

Requisition Cycle  


Click the Requisition Cycle (360º) icon to view a requisition all activities associated with the requisition.

Cancel Requisition  


Click the Cancel Requisition icon to cancel a requisition that has not yet been put on a PO.

Change Request  


To request a change to an existing PO’s description, quantity, or price, click the Change Request icon. Click the 

on the line you want to change; click the Details 

 icon to change the PO line; change the description if necessary; click the other Details 

 icon to change Due Date, Quantity, and/or Price; and press the Save icon.

	HELP


Visit the Procurement Web site at http://procurement.lbl.gov  for details on ePro 8.8. On-line Web-based training is available at http://upk.lbl.gov/fs. 
E-mail: prp@lbl.gov
Telephone: 510-486-7774.
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