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7. When your eQuote is retrieved, review the information and then click “Create Order Requisition” on the right side of 

the screen. 

 

8. On the next screen, select the Delivery Option of “No Charge Delivery - $0.00” and select the Trade Compliance of 

“No, I will not be exporting”. 

9. Click Continue. 

10. Verify/review your order, and click “Submit Order Requisition”. 

11. Select “Proceed to Checkout”. 

12. Click “Issue Requisition” in the upper right of your screen to pull your order out of the Marketplace and into an ePro 

requisition. 

13. You will now be re-directed back into ePro to make any edits (if necessary), to add supporting documentation and to 

submit your Requisition into the approval process. 

14. Enter a name for your requisition in the Requisition Name field in the upper right (see UITS email for preferences). 
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To Update Accounting Allocation on Multiple lines simultaneously: 

Select the line checkboxes of the lines you need to update, then select the Mass Change link 

 
 

-Update the accounting allocation by manually populating the information on Chartfields 1 – 3 tabs or by using 

the SpeedChart field/box 

-Update the Ship To Location if necessary 

 

 
 

-Click ‘OK’ 

-Click ‘Ok’ for All Distribution Lines to apply to all selected lines 
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22. To insert any additional approvers (if requested or required), click ‘Save for Later’ then the Preview Approvals link. 

23. Click on a green plus sign to search for the User ID of the Approver you would like to insert, click ‘Insert’. 

 
 

24. Click ‘Apply Approval Changes’ button. 

25. Click ‘Save & Submit’ start the requisition lines into the approval workflow. 

 

 

 

**Note: The items will be shipped and received in the KSU Distribution Center. Once received, the item(s) will


