[image: C:\Users\adam.rico\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\J33KYSUO\FI$Cal Blue long logo-300.png]	
Changing the Attention To (Ship To) Name on Requisitions and 
Purchase Orders 1.0

Supplemental Job Aid

Date: 12/10/2013 

Target Audience:  Requisitioners and Buyers

[bookmark: _GoBack]Purpose: This Supplemental Job Aid provides FI$Cal Buyers and Requisitioners the instructions for changing the Attention To (Ship To) name on Requisitions and Purchase Orders (POs) at the Header and Line Levels.  

The Attention To (Ship To) name on Requisitions is defaulted with the name of the Requisitioner. The Attention To (Ship To) name can be changed at the Header Level so that it applies to all Lines of the Requisition, or it can also be changed at the Line Level on Requisitions and POs, in the event some Lines are being shipped to different locations or to different people.  

Please Note:  The Attention To (Ship To) name can be changed at the Header and Line Levels on Requisitions and only at the Line Level for POs. When creating a Requisition or PO, access the same links and pages identified in the screen shots below to change the defaulted Attention To (Ship To) name.  

REQUISITIONS - Changing the Attention To (Ship To) Name at the Line Level:
In this example, we need to change the Attention To (Ship To) name for a single Line on a Requisition.  The Line we need to change is Line 1.

[image: ]
Step 1: Navigate to the Manage Requisitions page:
· Navigation: Main Menu  eProcurement  Manage Requisitions 
· Enter the Requisition ID and click “Search”
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Step 2:  On the Manage Requisitions page, click the Select Action drop-down menu and select “Edit Requisition” then click “Go”
[image: ]
Step 3:  On the Edit Requisition page, in the Requisition Lines section, click on the arrow for Line 1 to expand the Line section
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Step 4:   In the “Attention To” field, replace the defaulted Requisitioner name 
(e.g. Fox, John) with the new “Attention To” name  

Please Note: If you need to change the “Ship To” location for a Line on a Requisition, it would be done using the “*Ship To” field.







The “Attention To” name has changed to “Susan Brown.”
[image: ]
Step 5:  Click “Save and Submit” to save the changes and resubmit to Approval Workflow

You have now successfully changed the Attention To (Ship To) name for the item(s) in Line 1 of the Requisition.












REQUISITIONS - Changing the Attention To (Ship-To) Name at the Header Level:

In this example, we need to change the Attention To (Ship To) name for all Lines on a Requisition.  This is done at the Header Level.
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Step 1: Navigate to the Add/Update Requisitions page:
· Navigation: Main Menu  Purchasing  Requisitions  Add/Update Requisitions
· By default, the Add/Update Requisitions page opens on the Add a New Value tab, as shown above.
[image: ]
Step 2:  Click on the “Find an Existing Value” tab, enter the Requisition ID and click “Search”
 [image: ]
Step 3:  On the Maintain Requisitions page, in the Header section, click on the “Requisition Defaults” link

 [image: ]
Step 4:  On the Requisition Defaults page, enter the new Attention To (Ship To) name in the “Attention To” field

Please Note: If you need to change the “Ship To” location for all Lines on a Requisition, it would be done using the “Ship To” field.











The “Attention To” field now displays “Brown, Sandra.”
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Step 5:  Click “OK”
[image: ]
Step 6:  To make the new Attention To (Ship To) name apply to all Lines on the Requisition, click the “Mark All” box, and then click “OK”
[image: ]

Step 7:  Click “Save”

You have now successfully changed the Attention To (Ship To) name for all Lines of the Requisition at the Header Level.
	

PURCHASE ORDERS - Changing the Attention To (Ship To) Name at the Line Level:

In this example, we need to change the Attention To (Ship To) name for a single Line on a PO.  The Line we need to change is Line 1.

[image: ]

Step 1:  Navigate to the Add/Update POs:
· Navigation: Main Menu  Purchasing  Purchase Orders  Add/Update POs 
By default, Add/Update POs opens to the Add a New Value tab
· Click the “Find an Existing Value” tab, enter the PO ID, and click “Search”

[image: ]

Step 2:  On the Maintain Purchase Order page, click on the Schedule Icon for Line 1.

[image: ]
Step 3:  On the Schedules page, click on the Shipment tab




[image: ]
Step 4:  Change the name in the “Attention To” field and click “Save”


Please Note: If you need to change the “Ship To” location for a Line on a PO, use the “*Ship To” field.


You have now successfully changed the Attention To (Ship To) name for the item(s) in Line 1 of the PO.
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