ePro Requisition Data Entry Procedure
for Contract Labor
1. Log in to eProcurement at: https://fmssrv2.lbl.gov:8001/psp/fmsprd/EMPLOYEE/ERP/s/WEBLIB_EOPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP
2. Select “Create Requisition”
3. Enter Requester’s name – Requester should be Division Contract Labor Processor
4. Requisition Name should be left blank

5. Select “Continue”
6. Enter Vendor – Select from lookup

7. Uncheck “PCard Suggested”

8. Enter Buyer – Buyer should always be Barbara Larson (bjlarson)
9. Select “No Delivery” as Ship To location

10. Enter Due Date – Due Date should always be the start date of the contract labor assignment

11. Enter Category as “CTRLB”
12. Enter Unit of Measure as “HRS”
13. Approver should always be – Cynthia Coolahan (176850).

14. Project – If project is not split, leave PCT Column blank and select “Project” to enter project ID. If project is split, enter percent of split in PCT column and select “Project” to enter project ID. Select Plus sign on right to add another line for split. GL Unit and Account will be pre-populated. Leave all other columns blank
15. Select “OK” to proceed
16. At the next screen, select “Special Request – Goods”

17. Enter Description as follows:








***EXAMPLE:***
1. Position Title and Job Code 


Secretary III - 01313
2. Name of CL 




CL: Ben Boudreau 
3. Pay Rate, Bill Rate, Category, MU % 

PR: $22.50, BR: $32.56, Admin, 33.20% 
4. Contract Period and Total Assignment Hours 
7/1/06 - 7/31/06, 166 Hours 
5. Supervisor Name, Division, Project ID 

Sup: Tracy Bigelow, MSD, XYZ123 
6. Any Special Notes or Instructions 


Note: 1 month only, no extension allowed.

18. Enter Price – Price is Hourly Bill Rate (32.56 based on example above)
19. Enter Quantity – Quantity is total hours of assignment (166 based on example above)

20. Select “Add Item”
21. Select “Go to Submit Requisition”

22. Confirm Data is correct

23. Select “NO” from drop down menu under GFP/SAP

24. Select “Save & Submit”

The requisition has now been submitted for approval. Once approved, the system will assign the requisition a PO#. Once it has been assigned a PO#, the system will dispatch the PO and the Requester and Vendor will receive a confirmation email with the PO number.
