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Allow Purchasing Agent to Change Buy Entity

NCAS Purchasing Agents* will now be able to change the ‘Buying Entity’ field on original requisitions as it
moves through the approval flow. When an original requisition is in ‘Submitted’ status, the purchasing agent will
have an ‘Update Buying Entity’ button in addition to the existing ‘Approve,’ ‘Deny,” and ‘Edit’ buttons. Users
must be in the approval flow and users cannot be acting as the Override Budget Officer.

*Users with the entity specific purchasing agent role must also have the ‘Purchasing Agent’ role.
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Approval Summary

Approve Requests 8

Review the request and then approve, deny, or edit it. To view request details, click the request ID. To review other pending requests, select a specific request from

Toggle Tips Toggle Currency

Watch Requests 0 the pull-down list, or click an arrow to display the previous or next request.
How To
Reguest | PR3108914 v ofg b
Gwen Earp : §218.00USD ‘ "'ﬂ <
. . _Appru\!e -Den\cr ‘Zﬂ! Update Buying Entity
PR2108914 : Untitled eRequisition - - S — p—— ]
Hide Details
No. Type Description Qty Unit Price Tax Other Amount
1 El Filing Cabinet, Vertical, 4DRWS, Allsteel 290... 1 each $218.00USD $0.00USD $0.00USD $218.00USD
Contract Dy 425G o . — e o £ 1AM o0y A
Supplier: MacThrift Office Furniture Filing Cabinet, Vertical, 4DRWS, Allsteel 250 Series, 52 1/4"H ¥ 28 1/2'D X
Location: Raleigh NC ) _ ] ) )
Commodity Code: 425-40 - Office Filing Cabi... 15"W, Letter Size, W/Lock, Medium Duty Use, H'G File FRMS included.Specify
ﬁ Color.
Compan
Account:
Center:
Approval Flow
I

When a purchasing agent views a requisition requiring their approval, they will now see a new button. The
‘Update Buying Entity’ button will be listed next the ‘Approve,’ ‘Deny,” and ‘Edit’ buttons. Click the
‘Update Buying Entity’ button to initiate the update buy entity process. This can only be done on

original versions of a requisition.
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Warning

This request has generated warnings; review the warnings.
How To

+ [ The Requisition is in the process of withdrawing pre-encumbrance. Please press the OK button to complete the withdraw encumbrance request.
Press the Cancel butten to cancel the withdraw encumbrance request.,
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2. After clicking the ‘Update Buying Entity’ button, a message is displayed notifying users that the
requisition is in the process of withdrawing pre-encumbrance.
3. Click ‘OK’ to continue.
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b Approve PR8108914 - Untitled eRequisition

Approve Reguests g

Review the request details and then take the appropriate action. The actions you can take vary depending on the request type and status.
Watch Requests 0

How To
Back
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Summary \Approval Flow \ Orders \Recelpts \ Hlstory\

Title: Untitled eRequisition

Pre-Encumbrance Status: Mot Encumbered
Buying Entity: 14EG
Requisition Type: Under Delegation

Transmit To Supplier?

Line Items (1)

Hide Details
Mo. Type Description Oty Unit Price

Tax Other Amount
1 E Filing Cabinet, vertical, 4DRWS, Allsteel 290...

1 each $218.00USD $0.00USD $0.00USD $218.00USD
Contract [D: 425G

Filing Cabinet, Vertical, 4DRWS, Allsteel 250 Series, 52 1/4"H ¥ 28 1/2"D X 15"W,
Supplier: MacThrift Office Furniture Letter Size, W/Lock, Medium Duty Use, H'G File FRMS included.Specify Color.
Locaticn: Raleigh NC

Commodity Code: 425-40 - Office Filing Cabi...
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4. Once the pre-encumbrance has been withdrawn, click ‘Edit’ to update the buying entity. The status of
the requisition will remain ‘Submitted’, as to avoid re-approvals.
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PRE108914: Untitled eRequisition S
(<o |[subme]ext|

ERequisition g
Items: 1 Total: $218.00USD
~ ~ o _— -
{1 2dd Tie E] checkout
4 Add Items . . -
I Review your requisition and make changes as neceszary. When you are finished, save the request.
] Checkout BT

> v X \
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Title: Untitled eRequisition

Pre-Encumbrance Status: Not Encumbered

On Behalf Of: (e Emem v
Delay Purchase Until: 7 [
- ==
*Buying Entity: ¢ (4B M| D
N -~ - d
Requisition Type: Under Delegation '+

Tranzmit To Supplier? O

Hide Details [/

Line Items (1)

No. Type Description Oty Unit Price Tax Other Amount
1 E Filing Cabinet, Vertical, 4DRWS, Allsteel 290... 1 each $218.00USD $0.00USD $0.00USD $218.00USD
oot TO ADL. il 1% ERL R L Ao =S lann oee LN LT LT-NE W L 1l nY

5. The Buying Entity field is now editable.

Note: After the buying entity (and any other field) has been updated, submit the changes. The requisition will
still need to be approved before moving to the next approver’s queue.




