Flowchart to Create a Travel Requisition using ePro

START

A 4

Navigation Menu
~eProcurement
~Create Requisition

1. Define Requisition Page
~Requisition Name= A
description of the req

Click on the Expand Section
Icon to expand the Line Defaults
section

~Vendor = Vendor ID #

~Verify the Vendor Location
~Ship To=FIN
~UOM=TRP

~Due Date=Date of Return
~Buyer=Travel Accountant

2. Add Items and Services
Page

Select the Forms Tab

Select the Express Requisition
link

For Each Line:

~Description = The type of
expense: airfare, registration,

3. Review and Submit Page
Click the Expand All link

Do the following for each line of the
requisition

SpeedChart= Department /Project #
then select from lookup

~Account= Correct account code;
726XxX

~Distribute By= Amount

Scroll to Justification/ Comments box
Action=Copy Standard Comments
Comment Type= TVL

Comment ID = TOO1

Click OK

Answer the Questions (scroll to end)
Check the “Send to Vendor” Box
Check the “Shown at Voucher” Box
Click Save & Preview Approvals- The
Confirmation page will now display

Confirmation Page
Click the Check Budget button

Once Budget Status = Valid, click the
submit button

Note the Requisition #

etc.

~Quantity = 1

~Category = 99007xxx (choose
the category that fits the
expense type)

~Price= Enter the dollar value of

the expense type
Click OK

BFCW-TP-635

. For Change Order:
1.) Description = Type of
expense followed by
“Change Order to PO #

2.) Don't repeat the header v
comments
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