Change the Asset Profile on a Requisition
eProcurement —» Manage Requisitions

Put in your requisition number, select Edit Requisition and click GO.
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You will get an error message telling you that if you edit the requisition, it will have to go back through
the approval process. Click OK.

This requisition is pending approval. Editing this requisition may reinitialize approval process. (18036,6248)

Upon editing the requisition, clicking the Save and Submit button may restart the approval process from the beginning. At save time, changes
made to the requisition will be evaluated. Ifthe changes will indeed restart the approval process, vou will be notified, and prompted if you wish to
proceed. Click OK to continue, or click Cancel to go hack.
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Choose the triangle next to the line to open the req to make changes.
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Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit; SODPBC Schoal District Palm Beach
Requester: ELKINS Dee Elkins
Requisition Hame;  |DEE-0031-10213-STEWART-CAPITAL Priority: |r.,.1e.jium .[
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Now you are able to change the chartfields. If you need to change the profile, choose asset information.
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AM Business Unit should be SDPBC. If you click on the magnifying glass, it’s the only choice.

The Profile ID will depend on what you are purchasing. Click on the magnifying glass to see your
choices.

Make your changes, save and submit.



