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Zero-dollar Line Requisition Sourcing Overview

This Quick Reference Guide (QRG) provides a step-by-step process of manually sourcing a requisition that
includes a zero-dollar line. A requisition that contains a zero-dollar line will NOT be automatically sourced into
a Purchase Order but will need to be manually sourced instead. The requisitioner can perform this action
once all necessary approvals have been obtained. By the end of this QRG you will be equipped to manually
source a zero-dollar line requisition that you have created.
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Zero-dollar Line Requisition Sourcing

A requisition that contains a zero-dollar line will NOT be automatically sourced into a
Purchase Order but will need to be manually sourced instead. The requisitioner can
perform this action once all necessary approvals have been obtained. The requisition

should have a status of “Successfully Completed” before the manual sourcing process is
done.
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1. Enter Requisition number into the search bar and verify that the status is “Successfully Completed”.
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View Requisition Rrao000262928

Company Requester Status Total Amount
The Rector & Visitors of the University of Virginia Employee: Valerie (Val) Lee Spears Successfully Completed 3,350.00 USD

v Requisition Information

2. You can also verify that the requisition has not been automatically sourced by the Workday system by
checking the Sourced column on the Goods or Service Lines.
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Service Lines 3 fems AE=mo. 8
ce  Memo Gift  Grant  Designated Project *Fund +Cost Canter *Function Program Additional Worktags Sourced plits

AALAS Learning Library - DNO00010 RS-FRA Indirect Cost FDOOS L CC09471 RS-ARE! V- I FN019 Academic Business Unit: BU29 PV-

Renewal AALAS Member 2,000 Recovery Program Indirect Recovery Fund | Research Education & Administration Academic Admin

Seats, Order/Invoice ID: 51410; (state 03030) Compliance

Invoice Date: 12/04/2024

(kjhse approved)

AALAS Learning Library - DNO00010 RS-FRA Indirect Cost FDOO5 L CC09471 RS-ARE! \- | FN019 Academic Business Unit: BU2G PV-

AALAS Member Automated Recovery Program Indirect Recovery Fund ~ Research Education & Administration Academic Admin

Data Services, Order/Invoice ID: (State 03030) Compliance

B1470: Invoice Date:

3. To manually source the requisition, click on the Related Actions button next to the Requisition number.

View Requisition RrQ-0000262928 G-

4. Hover over “Requisition” and click on Source Goods Lines.
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5. Review requisition detail. If correct, click OK.
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