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Marketplace Quick Reference Guide:
Stage Multiple Requisitions to Single Purchase Order

This document provides the steps to add multiple requisitions to a single purchase order.
NOTE: Vendor, vendor location and procurement card information must be the same for
all intended lines of the PO.

1. | Confirm that the requisitions are Approved and Valid. (Manage Requisitions page)

Ta view the lifespan and line items for a requisilion. click the Expand triangle icon:
To edit or perform ancther actian on a requisition, make a selection fram the Action dropdoan lisi and dick Go
Reguisition Hame

€ 0000000010 0000000010 84100  0D1MO2014| Approved Vaiid 8941 USD <Seled Action> ~ Go
b 0000000009  Muttiple Regs Test2 84100  01/09:2014| Approved 1052 USD <Select Action> * Go |
' 0000000008 Multiple Regs Test1 24100  01/0372014| Appraved 16.72 USD <Seledt Action> v Go

2. | on the Requisition Selection screen, enter a search criteria that will capture all the requisition lines
at once. The vendor ID would be something that could be used, but the other options may vary
depending on who and when the requisitions were created. All the intended requisition lines should
be displayed on the page.

Requisition Selection

Sourcing

Business Lnit 84700 O Buyer: 2
: 3 igin: Q
Vendor ID: Origin: Make sure you make
Category: “ LEDLETS =Y selections sothatall lines
Reguisition Iz Q /inchide Reqs With No Vendor can be presented on the
Requisition Name: Q  Hilnckde mventory Rems same page.
e S & i Slockless Mem
Search 1 Exclude Auto Source ltem
7:Define PO . A2 L ines From Req
V:Check ltem Avalable *PO item Vendor Option: No Edil Required v

Selec! Ruguuition Lines —
searciy || iamtens || Cige vessy || emmmarmmmen  JiaE]
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Check to make sure the Vendor, Vendor Location and Procurement Card information is the same for
all the intended lines.

Sebect Hequisitien Lmas

(= - =

Vendor ©

84100 Q Buyer: Q
a Origin: Q
& Max Aol
Q Jilchidl  Requlsition linee must

have the same vendor,
vendor location and
procurement card.

No EdH Required

e T8

v s :ﬂ ooty FoWw Description

2900005039

0000000010

0000000010

1 Eoosment Caeg
2 PreaszmaciCxg M
3 frammantCes M
lﬁmmlgg N
3 PreasrementCard N
" ProcurementCard N
2 PjasewniCarg H
1 ProcarsmentCar M
2 ProouymeniToig N

|I 0000426763 STAPLESCORCLY, ‘Staples Vebum Bristol Covet S

| 0000426763 STAPLESCOM-CQ| Stapias Yelum Exisdel Cover S

i 0000426763  STAPLESCONLQ Stapies Yesum Bristol Coves 5
0000426763  STAPLESCON-LQ| Staplss Wessrn-Bratol Covt 5
0000426753 STAPLESCON-CQ, Staptes Pastels 30% Regrded ©
0000426763 STAPLESCON-L Q) Slaples Paslefs 30% Reqyded C
0000426763 STAPLESCOMLQ Staples Paslels 30% Recyded C

' a 0000426763  STAPLESCOW-CQ Sustainable Eath by Staples R

] 0000426763  STAPLESCOM-LQ, Xesoa & Bwighl Whit

¥ selectal Clear Al

Select the lines that should be sourced to the same PO.

@ 0000426763
@ 0000426763
@ 0000426763
& 000D426763
[ 0000426763
& 0000426763
@ 0000426763
t2 0000426763
’ [@ 0000426763
v [Ssled Al

0000000008
0000000008
0000000808
0000000008
0000000009
0000000009
0000000010
0900000010

[STAPLESCON-CQ  EDX 16000 EA A Sogles el Eatsicd Cowe &
ISTAPLESCOM-CQ,  EDX 10000 EA 7 Staples Velum Brigiol Cover §
{STAPLESCON-CQ}  EDX 10000 EA A sopies Velum Beistel Covet §
STAPLESCON-TQ,  EDX 10000 EA A Seples Vellum-biistel Cover 8
ISTAPLESCON-CQ  EDX 10000 RM 5> | Pastels 30% £
STAPLESCON-€Q  EDX 10000 EA F ctaples Pastils 10% Reqycied C
ISTAPLESCOMN-{Q, EDX 10000 RM | 4 Pasisls 0% Recded ©
STAPLESCON-{Q, EDX 10000 EA A Bustsn 20t Uy Staples &
ISTAPLESCON-CQ,  EDX 10000 EA 7 Reees e

Clear All

1 Procurement Card
2 Procurement Card
3 Procurement Card
4 Procuremenl Card
3 Proawement Card
1 Procurement Card
2 Procurement Card

4 Procurement Card

2 Procurement Card
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5. | Once requisitions are sourced to the new PO, you can confirm the PO number that the requisition
was sourced to.

Requisition Details

Requisition Rarme Requisitron iD
0000000010 0000000010 84100 010972014 PO(s) Created 98.41
Pre-Encumbrance Balance: 0.00 usD

Header Commentss

Amaouni Onky

1.0000 Each 51.38000 USD  Approved 51.38

Recept Status
0000045834  Open STAPLES CONTRACT& PO Nol Received
COMMERCIAL INC

01102014

The PO will be
displayed on the

2 erox Wulliourpo requisition details for
each requisition.

N 1.0000 Each 47.03000 USD  Approved 47.03

: Vesdor Receipt Status
0000045934 Sren STAPLES CONTRACT & PO Nol Received
COMMERCIAL INC

011072014 PO_111001
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6. | The PO will have all the lines from each of the requisitions.

Purchase Order

Business Unit 84100 PO Status: Open K4 X
POH: CO00C45934 Budget Status: Nol Chikd =R
Copy From: - —. Hold From Further Processing
*PO Date: 0100201 30 vendorSearch DocoliStae Hal Chicd
*Vendor: STAPLESCON 001 X enaor Details
“Vend Shorrerr Raceipd Status:
or 0 0000425763 Q@ STAPLES CONTRACT § COMMERCIAL INC ol Reced
*Buyer: KIWILLAHS Q. Hiaja Williams 404/403-6220 Dispatch Method: EDx - Eitemew

PO Reference: Oniine Src From Req 0000QD0010 Aot Somesary
Header Detasls Ackaly Surnmar, Usef Card G 12565
PO Defaults Document Stalus FreighUTaxMBsc.: 000 Calcuiate |
Re 1 E;:Cam;ne(;‘s . Total Amount: 12565 USD
Acsviles Add ShipTe Cammen Encumbrance Balance:

Purchasing Kil dalog 2m S == — -
Purchasing Kil Cala) l2m Seaich Lme: QT Q. Revieve

Srtads et Trs T e i tmian (T g TiGuemna | Secovey

Daatrptuoe 3 Oy

B Susizinable Earth try SiE]
1 B Q memmgmere B B jo00 Ea q s q 470300 a7 Awe O B3
3 B A sacwsrumszon B & 10000 EA 64539 462000 2 A # =

Q Q

. B Q SwmhpPaenin B B/ 10000 RNQ 4523 Q 295000 205 A0 (O e Elr
B Q amusPawsxy B B 10000 RMQ bss33 Q295000 2085 O &=
® & B _E £ 10000 En Q 64535 Q 78000 418 A O IR
[ESEs A ks mam i 8 G 0000 A q ke q @ismo amase O Eals
=B o SaclswoumEnu B } ; s
| L - % B 1000 EAQ B4535 Q 218000 418 adve O =
1 B2 Q Sasies velum-Ensted B — e e e - - = =
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The PO will also show which requisitions that PO lines are sourced from.

Maintain Purchase Order
Purchase Order

Liray

RO (=R e S St e L

1

Business Unit 84100 PO Status: Open X
PO 0000045934 Budge! Slatus: Nol Chik'd WP
i
Copy From - __| Hold From Farther Processing
s
“PO Date: 010072014 % vendorSearch Doc Tol Sta s
“Vendor: STAPLESCON-00Y QU yienydor Delails P stk
aa————— leC IS0
“vendor BO0GA2TET QL STAPLES CONTRACT & COMHERCLEL INC kil
“BNper: ILLLANS Q KiagiWiiams 404463 6229 O EDX
Owing SrcFram Req 0000000010 A== i L
Actame Burengey Use Procursment Card Merchandise: 12585
P2 Dalmts Crasument Stakn FreightiTaxMlisc.: 000 Calculate
Seansen: £l Coriimpaty Total Amosat: 12565 USD
PO | A¢d ShipTa Commends Encumnbiasce Halasce:
_ Sotect Lines To Deoplay
Purdrasng K& Cataleg 2o Sewin Line: AT G, _Reze |

|Requisdion Detats
1%

[o— oty

1 - Q Sustnarte Eam by €0 10000 EA Qq #0081 2 5138000 simame O D BE)
2 n Q emstndvurpose B © 0 1000 Er o ees2a o 4703000 a03ae O E @S
3 k2 Q suplespases30% B oo £s o assm Q482000 wae O T EBE
4 2 Q Stplesaseisax B @ 10000 RU G 64533 Q295000 205 am O [ @5'
s i Q sapespasisx B 1 10000 RM Q64533 Q 285000 2854t O =
¢ B a sapeswmmbisel B o0 o0 G o e A O

\? 8 Q sates wrurnsio B B3] 10000 FA o 84535 G 418000 1B OO

i ) &, SRR [ £ 10000 EA O 64535 Q 418000 e O

& ] Q  Saples Velum-Briskol i - P — e = = —~

Maintain Purchase Order

Requisition Details — STAPLESCON-001

Business Unit 34100 PO D, 0000045934

TR, =

Loe [sches omt  BeeSUaeqpp r’: |::-g :neq pistr | |POOYy l:mmm = 2";' Fanal
1 1 184100  0O00POGDIDE 1 1 1 10000 51380 51330 1.0000
2 1 184100  0000O000I0ES 2 1 1 10000 47030 47030 1.0000
3 1 134100  00ODOCOODSES] 1 1 1 10000 4620 4620 1.0000
4 1 184100  00000000095T 2 1 1 10000 2950 2850  1.0000
5 1 184100  3000000S00CT 3 1 1 10000 2950 29850 1.0000
6 1 184100 0000000008/ 1 1 1 10000 4180 4180 1.0000
7 1 184100 0O0O0OO00BTS] 2 1 1 10000 4180 4180  1.0000
8 1 184100  0000GO000SEE] 3 1 1 10000 4180 4180 10000
] 1 184100 0O000000CSST 4 1 1 10000 4180 4180 1.0000
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