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iProcurement: Copying a Requisition

1. Locatea
requisition
under either
My
Requisitions or
Requisitions.

My Requisitions

Total (USD) Status. copy.

OR

Holce, Blach [DH340MIS)

ipcompista

piste

2. Click either the
Copy icon
under My

Requisitions or

. L. Select requisition:
the radlo = OR Select Requisition Description
button and ) 1392457 Sample ltem #123
Copy To Cart
under
Requisitions.
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Edit and Submit Requisition 1392568 I I T TR

3. You will be
routed to the
Edit and
Submit
Requisition
screen. Make
your changes if
needed.

4. Click Save.

A confirmation

will appear. 2, Confirmation Continue with Checkout
Click New Cart Requisition 1392566 has been saved.

to empty your You can continue to checkout, or create a new shopping cart. Creating a new cart will store current

requisition. Any manually added approver will be moved to the end of the default approval chain. Incomplete

ShOpping cart requisitions can be accessed from requisitions page and completed later.

or click

Continue with
Checkout to
submit your
requisition.
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