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Help
Edit Requisition
E‘ 1. Define Requisition Eh]: 2. Add Items and Services \ﬂ; 3. Review a
Review the details of your requisition, make any necessary changes, and submit it for approval.
Busil|f you will click on Middle Georgia College
Requthis little triangle, it Viehl,Sheila D *Currency:
nga W'” eXpa}nd th_e nd of Year Banquet Priority:
information hidden
Heaulithin this line item.
CITE — DESCITPToN Vendor Name Quantity UOM
1 Sodexo Dining Services for Sodexo. Inc. & Affiliates 1.0000 Each
Consolidate with other Regs V|override Suggested Vendor
Shipping Line: 1 Due Date: El Quantity: 1.0000
Status: Active *Ship To: ~ |SHIPPING @ [ Modify Shipping Address
_ _ If you need to
Attention: |Viehl,Sheila D change the
account number, —
*Distribute by: QW SpeedChart: Q you will d(_) it here
Accounting Lines Cu on C,hartf,lelds 1, irs
_l Chartfields1 " Chartfields2 " Chartfields3 " Details " Asset Information I
Line |Status |Dist Type |*Location |Quantity |Percent | Amount| GL Unit |Acco
1 Open | MAINC, | 1.0000 | 100.0000 245.89 84000 O |7511
[ ] Select All / Deselect All Total Amou
L M Add to favorites | -2 Modify Line / Shipping / Accounting | Jil Delete ‘
Justification/Comments
[ Isendto Vendor [ |Show at Receipt [ Ishow at Voucher

[ Isave as Template

[E] Save & submit ‘ A% Save & preview approvals| ¢ Cancel Changes Find more items

https://dfs-fscon.gafirst.usg.edu/psc/F89PRD/EMPLOYEE/ERP/c/PV MAIN MENU.PV ... 5/2/2012
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If you will click on this little triangle, it will expand the information hidden within this line item. 
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If you need to change the account number, you will do it here on "chartfields 1"
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Help
Edit Requisition
E‘ 1. Define Requisition Eh]: 2. Add Items and Services \ﬂ; 3. Review a
Review the details of your requisition, make any necessary changes, and submit it for approval.
Business Unit: Middle Georgia College
Requester: Viehl,Sheila D *Currency:
Requisition Name:  [LAMP - End of Year Banquet Priority:
Requisition Lines
Line Description Vendor Name Quantity UOM
+[] 1 Sodexo Dining Services for Sodexo. Inc. & Affiliates 1.0000 Each
Consolidate with other Regs V|override Suggested Vendor
Shipping Line: 1 Due Date: El Quantity: 1.0000
Status: Active *Ship To: ~ |SHIPPING @ [ Modify Shipping Address
_ : If you need to
Attention: ]VlehI,Shella D Change the
department
*Distribute by: QW Spew Q _number, you will do
Accounting Lines & it here on Al B Firs
| Chartfields1 || chartfields2 || Chartfieids3 ||  Details || Assetinfo Chartfields2
Fund | Dept | Program |Class | Bud Ref | Budget Date
10000 3 012210C 14500 3 11000 2012 05/01/2C =)
[ ] Select All / Deselect All Total Amou
L M Add to favorites | -2 Modify Line / Shipping / Accounting | Jil Delete ‘

Justification/Comments

[ Isendto Vendor [ |Show at Receipt [ Ishow at Voucher

[ Isave as Template

[E] Save & submit ‘ Save & preview approvalsT~ 3¢ Cancel Changes ‘ Find more items

Once everything is changed, simply click
on save and preview approvals and it will
take you to the next screen.

https://dfs-fscon.gafirst.usg.edu/psc/F89PRD/EMPLOYEE/ERP/c/PV MAIN MENU.PV ... 5/2/2012
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If you need to change the department number, you will do it here on "Chartfields2"
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Once everything is changed, simply click on save and preview approvals and it will take you to the next screen. 
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