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Procurement: Create a Duplicate Requisition
For employees needing to duplicate a requisition

Purpose:

How to Access:

Helpful Hints:

Procedure:

To duplicate a requisition.

Log into the Bear Trax application. Select the Procurement task in the
Navigator.

Be sure to keep in mind that...
e You can use this feature to submit orders that frequently occur (department
and office supplies, etc)
e You need to review the information before submitting the duplicated
requisition and make necessary changes
Complete the following steps to duplicate a requisition:

1. Click on the Purchase Requisitions icon.
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ﬁ What do you need to do or find? 0\ * \" ’ e o Christel Taylor
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Purchase My Receipts Getting Started My Dashboard
Requisitions
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Worklist Reports and Scheduled
Analytics Processes
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2. Click the Tasks icon and select Manage Requisitions in the upper right hand corner.

ﬁ What do you need to do or find? ﬁ o DeeAnn Merritt v

B = | o

Purchase Purchasing My Receipts Catalogs Suppliers
Requisitions

4 Requisition
Shop 4 B
You do not have an active requisition
4 Search Catalog
Edit and Submit
Search [>]
4 Quick Links
4 Browse Catalog = Requisition Line Entry
« Noncatalog Request
[ B&H ] GBEX, LLC . Henry s
BH| rrowruncn RS EBEXLLC YAHENRY SCHEIN® scheinpune | -4 Requisition Preferences
Out) Outy
P— Requisitioning Shawnee State
W(Punc "l BU  University BU
N Garrett y
ow R Phillips Supply Company ey oo |
outy PN Commercal Claning & Faciy Maintenance Products  C212100) Requester "DeeAnn Merritt
Deliver-to  Main Campus, Admin
My Requisitions Location Building
v
Acions v View w Fomatwy B F & Freeze  lw| Detach Wrap Edit
Requisition Description Creation Date Agﬁrgxzi Status Funds Status Order
REQ100261 Goods 4317 50.00USD Pending approval Notreserved -

‘_H_-...: -
E | « Manage Requisitions |
Ya

« Update Preparer and Requester

« Request New Supplier

3. Use the Search fields to find a specific requisition and select from Search Results OR select a
requisition from My Requisitions by highlighting the Requisition line.

ﬁ What do you need to do or find? O\ * \" 6 o DeeAnn Merritt +

Manage Requisitions Dane
4 Search Advanced Manage Watchlist Saved Search Requisitions | Entered v

** Atleast one is required

Requisitioning BU v Status  All A
** Entered By Merritt, DeeAnn Q Requester Q
** Requisition Order Q
Description Requisitions Requiring Attention A

Search Reset Save..

Search Results

Actions w View w Formatv [ T B Freeze iz Detach Wrap
Requisition Description Creation Date AKE{?::: Status Funds Status Order
REQ100261 Goods 41317 5000USD Pending approval Notreserved
REQ100253 LOBBY BROCOM - ANGLED WITH HANDLE aron7 15367USD Approved Reserved
REQ100250 LOBEY BROCOM - ANGLED WITH HANDLE aron7 514.75USD Pending approval Notreserved
A\ REQ100234 LOBBY BROCOM - ANGLED WITH HANDLE anr4nt 267.90USD Rejected Not reserved
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4. Click on the Actions drop-down menu and select Duplicate.

My Requisitions

Yiew w Format «

| Duplicate

Exportto Excel

Cancel Requisition
Withdraw and Edit

Feassian

Wiew Document Histary

5. Make any necessary changes or updates to the requisition, then click Submit.

Edit Requisition: REQ100337 Shop | Check Funds =~ Manage Approvals ~ViewPDF  Save w E
Requisitioning BU  Shawnee State University BU Procurement Card | JOOXXXXX2145 v Requisition Amount  50.00 USD
* Description  Goods Jusification Approval Amount 5000 USD
< “ Funds Status  Not reserved
Overriding Approver Q
Attachments None o
Requisition Lines
Actions w View w Formatw  [§ 4 ¥ Freeze o'} Detach Wrap
Line  Description Category Name * Quantity UOM Price  Amount (USD) Funds Status Delete
1 Goods Wiscellaneous 1 Cubic Inch 50.00 USD 50.00 Notreserved b3
Total 50.00
Rows Selected 1 Columns Hidden &
4 Line 1: Details
4 Delivery
Requester Merrit, DesAnn Deliver-to Location Type  Internal v
Urgent No v * Deliver-to Location Main Gampus, Admin Building Q "
Requested Delivery Date  4/24/17 e Deliver-to Address 7940 2nd St. PORTSMCUTH, OH 45662, UNITED STATES
Suggested Buyer Finch, Dawn Q
4 Billing
Actions v View v Format w < Detach Wrap
* Charge Account * Budget Date * Percentage  Quantity  Amount (USD) Funds Status Delete
10-1010-50-10074-61102-10000-000 58, 4nTnT Bg 100 1 50.00  Notreserved
Total 100 1 50.00
Columns Hidden 1
4 Notes and Attachments
Note to Supplier Attachments None ==
A
4 source
Agreement Type Supplier ACT
Agreement
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6. A confirmation message will appear. Click OK.

Create Duplicate Requisition

& Confirmation

View PDF

x

Requisition REQ100337 was submitted.

oK
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The requisition item will appear under My Requisitions with the status of Pending approval.

TY

Create Duplicate Requisition

My Requisitions
Actions v View v Formaty  H F B Freeze ! Detach Wrap
Requisition Description Creation Date Approval Status Funds Status Order
Amount
REQ100337 Goods ANTAT 50.00USD Pending approval Mot reserved
REQ100328 2nd Skin Hydrogel Bandage 1x1" Blue 2004r 411417 191.94USD Pending approval Notreserved
REQ100323 Goods 4/1317 850.00USD Pending approval Mot reserved
REQ100263 Goods 4317 50.00USD Pending approval Notreserved
REQ100253 LOBBY BROOM - ANGLED WITH HANDLE 32017 15367USD  Approved Reserved -
Final Notes

By following these steps, you have successfully duplicated a requisition, made necessary

changes, and submitted it for approval.
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