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Copying Requisitions

	1.  
	Begin by navigating to the Maintain Requisitions page.

Click the Purchasing link.
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	2.  
	Click the Requisitions link.

[image: image2.png]> Requisitions





	3.  
	Click the Add/Update Requisitions link.
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	4.  
	Enter the desired information into the Business Unit field. Enter a valid value e.g. "pur01".

	5.  
	Click the Add button.
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	6.  
	Click the Copy From link.
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	7.  
	Enter the desired information into the Requisition ID field. Enter a valid value e.g. "0000000189".

	8.  
	Click the Ok (Enter) button.
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	9.  
	Click the Collapse (Ctrl+Y) button.
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	10.  
	The information has been copied into our new requisition!

From this point forward, you may continue to make changes to your requisition. 

Let's make changes to the shipping location.

Click the Ship To/Due Date tab.
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	11.  
	The Due Date and Ship To location of the equipment can be entered if necessary. 

Click the Look up Ship To (Alt+5) button.
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	12.  
	Click the Lombard Building - 1st fl link.
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	13.  
	Click the Save button.
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	14.  
	Notice that a new Requisition ID is generated.

From this requisition, the Requisitioner can now continue to add/change the necessary information for the requisition.

Caution! Make sure that you've made all appropriate changes to your requisition (price, quantity, ship to, etc.). PeopleSoft will pull everything from the requisition that you are copying from.

	15.  
	You have successfully copied a requisition.

End of Procedure.
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