How to Copy a Requisition in ePro

You can use the copy requisition function in ePro to save time from having to enter
in a whole new requisition.

To copy a requisition, go to the Manage Requisition Page (eProcurement > Manage
Requisitions), find the requisition that you want to copy and select “Copy
Requisition” and click &9,
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To locate reguisitions, editthe criteria below and click the Search button.
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To view the lifespan and line items for a reguisition, click the Expand triangle icon: [
To edit or perfarm another action an a requisition, make a selection from the Action dropdowen list and click Go
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Dispatched
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The new requisition will appear. If any changes are necessary, you’ll want to make
those changes before budget checking and submitting the req for approval. You will
also want to verify that it’s being charge to the correct speedchart. Once all changes
are made, click the budget check button. After it passes budget check, click the save
& submit button. }

Create Reqiisition /

“f‘ 1. Define Requisition E!‘ﬂ: 2. Add fems and Services \11}3 3. Review and Submit

Review the details gfyour reguisition, make any necessary changis, and submit it for approval
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