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PS FIN Purchasing: Copying a Requisition !

Procedure

You can copy an existing requisition to eliminate redundant data entry.

In this topic you will copy a requisition.

FIU

Personalize Content | Layout Hel

Menu 2
Search:

[ My Favorites

[ Student Administration
- Employee Self-Service
- Manager Self-Service
1> Supplier Contracts

[- Custorners

- Products

[ Promotions

[- Customer Contracts

> Order Management

(- Customer Returns

[ ltems

> Cost Accounting

- Wendors

[ Purchasing

[- Inventory

[ eProcurement

I Services Procurement
- Sourcing

- Engineering

> Manufacturing Definitions
(- Production Control

> Configuration Modeler
> Product Configurations -
- Quality

[- Grants

[ Project Costing

- Proposal Management
- Maintenance Management
I- Resource Managemeit
[- Lease Administration

[+ Staffing

[ Travel and Expenses

> Billing

[ Accounts Receivable

- Accounts Payable

[- eSettlemnents

- Asset Management

> IT Asset Management

[ Banking

- Cash Management

[- Deal Management

Step | Action

1. Click the Purchasing link.
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FIU
[ —

I* Requisitions
I Request for Quotes
[» Procurement Contracts
[» Purchase Orders
I Receipts
[> Return To Vendor
[» Procurement Cards
I Supplier Schedules
I Analyze Procurement
> Inventory
[ eProcurement
[ Services Procurement
> Sourcing
[ Engineering
4 -

@ Purchasing

Create, maintain, reconcile or review
“requisitions infarmation.

B Adddpciate Requistions

3 Approve Amourts

B approve ChartFields
10 hore:

Purchase Orders

i, meintain, and dispatch purchase orders.

= addipdate Express POs
B AddUpciate POs

(- Production Control

[ Configuration Modeler
[ Product Configurations
> Quality

(- Grants

[ Project Costing

(- Proposal Management
> Maintenance Management
(- Resource Management
[ Lease Administration
[ Staffing

(- Travel and Expenses

[ Billing

[ Accounts Recefvable

(- Accounts Payable

(- eSettlements

- Asset Management

[+ IT Asset Management
(> Banking

(- Cash Management

- Deal Management

(- Risk Management

(> Financial Gateway

[ WAT and Intrastat

[- Commitment Control

(- General Ledger

(- Allocations

(- Statutory Reports

- SCM Integrations

(- Set Up Financials/Supphy

B spprove Amounts
16 Mare:

Procurement Cards

Set up card data; I0ad, reconcile, o report on

procurement card transactions.

BV Review Bank Statement
Reco
Process Statements
2 Mre:

Manage requisitions, purchase orders, receipts, contracts, and refated data.

Request for Quotes
Creats resuzsts o quites (RFGs), enter
wendor responses, or award RFGs:
B Addt piate RFOs
Bl Manage vendor Quote Groun
1 Dispatch Quates
6 blore

Receipts
Enter and load receiving data, generate
accrusls, review and repart on receipts
[ ddilpdate Receipts
ElLoad Receigts
EIProcess Receipts

13 More...

Supplier Schedules

Create, build, and sispatch supplier schecules
[ Scheduler's Workbench

[ Buiid Schedules

FDispatch Schedules

P Delete Schedules

Edit "Purchasing” Folder

Procurement Contracts
Define, mairtain, releass, review and report on
wendor and GPO cartracts:
FImanage Master Contracts
3 Acddpdate Cortracts
[ Dispatch Contracts
5 More

Return To Vendor
Creste return= to vendor (RTvs), dispatch,
reconcils o revisw RTVS
B sddtpdate RTY
Bbispatch RTvs
BIReconcils RTYs
S More...

Analyze Procurement
Azcumulste summarized data and analyze
purchasing and wendor data.
Bupdate Procuremert Info
1 Build Vendeor Analysis Cube
[ Review Supplier Performance
2 More

Action

Click the Requisitions link.

Click the Add/Update Requisitions link.
Eddﬁugdate Requisitions

Click the Add button.
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- Jesnther ¥

FIU

~  Rsconci isiti 2l Mew Window | Help | C: Page | B
> Reconcile Requisitions
[ Review Requisition
Information L o
I Reports Maintain Requisitions

Jpdate Requisitions o s
= Approve Armounts REqUISItIDn
= Approve Chardfields " L
- ‘Slage For L nadin Business Unit:  FIUO1
= Load Requisitions Requisition ID: ~ MNEXT
= Undate Direct Shipments
= Budget Check I Hold From Further Processing
= Entry Event Request ~
: —E‘—E‘—P”rrg“:f;\?nﬁ;n”w%ts *‘Requester: l— Q Requisition Defaulis
[ Request for Quotes “Requisition Date: lm@ Reguester Info Add Comrments
[ Procurement Contracts Requisition Activities
I Purchase Orders Origin: Fo_ @ PURGHASING
1> Receipts “Currency Code: Dollar

[> Return To Vendor

> Procurement Cards Accounting Date: [04/15/2008 [

[> Supplier Schedules

[ Analyze Procurement
(- Inventory
> eProcurement Purchasing Kit Catalog
- Services Procurement Itern Search Requester terms
> Sourcing
(> Engineering Customize | Find
[ Manufacturing Definitions | Details | ShipToDusDste |  Ststus | Mendor information | tem information | Aftrioutes | Cortract ) Sewrsing Co

[ Production Control Line tem Description Quantity 'UOM  Category Price Amount Status
> Configuration Modeler

gzrm:ilgl Configurations 1Ry Q £, [ooooo Q] Qo 0.00 Open
ual

[ Grants
- Project Costing wiew Printable Version ot Mare =
(- Proposal Management I Go to: =
(- Maintenance Management

Status: Open g
Budget Status: Mot Chkd B3

Total Amount: 0.00 UsD

> Resource & save | [Emotity | hRefresh |

[ Lease inistration

[+ Staffing

> Travel and Expenses

> Billing

(- Accounts Receivable

- Accounts Payable

[ eSettlements

(- Asset Management v| 4 | | 5

Step

Action

Click the Copy From link.

Enter the desired information into the Requisition ID: field. Enter
"0000073883".

Enter the ID of the requisition you wish to copy.

Click the Search button.

To search for the entered requisition.

Click the OK button.

Once you have selected the requisition that you wish to copy from the list.

Remember to update the distribution and location information on the newly
copied requisition.
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FIU

= Requisitions | New Window | Help | C Fage | B
> Reconcile Requisitions ‘ Help ‘ ‘ htes
I Review Requisition
Information . . L
I Reports Maintain Requisitiens
Requisition
Approve Amounts
= Approve CharFields - -
- Slage For Loadin Business Unit:  FIU01 Status: Open &
= Load Requisitions Requisition ID: ~ NEXT Budget Status: Mot Chkd B3
= Update Direct Shipments
= Budget Check I Hold From Further Processing
= Eniry Event Request =
= Purge Load Reguests l—
5 .
~ Anpraval Woarkdou Reduester: 1290091 G Patty Panther Requisition Defaults
[> Request for Quotes *Requisition Date: 0472172008 [ Bequester nfo Add Camments
[ Procurement Contracts o Requisition Activities
I Purchase Orders Origin: FoO Q PURCHASING
1> Receipts “Currency Code: Dollar
[> Return To Vendor
I Procurement Cards Accounting Date: [04/21/2008 [
[ Supplier Schedules Total Amount: 500.00 USD
[ Analyze Procurement
(- Inventory
> eProcurement Purchasing Kit Catalog
[> Services Procurement ltern Search Reguester fterms
(> Sourcis
(> Engineering
> Manufacturing Definitions Y Ship ToDue Date Status | vendor nformation I [
[ Production Control | |Line Description Quantity *UOM  Category Price Amount Status

> Configuration Modeler o P

gzrnn:il:;lcnnﬁuuratinns [N =0 i %, [25.0000 [can o [67500 @ [To.00000 260,00 Open
ual

(- Grants -

- Project Costing 2 [ [Pl Paint 7, [25.0000 [can @ [61500 @ [To.00000 250,00 Open

- Proposal

(- Maintenance Management
(- Resource View Printable Yersion *Go to: .More.. j
[- Lease Administration

(- Staffing —
=l = o E 2
[> Travel and Expenses save | [Enotity | o Retresh Esadd | Flpdateisplay

> Billing
(- Accounts Receivable
- Accounts Payable

[ eSettlements

(- Asset Management v| 4 | | »

Step | Action

10. | Click the Pending Approval graphic.
il

11. Click the Save button.

Notice that a new Requisition ID has been assigned.

12. Click the Home link.

13. | Congratulations. You have successfully copied a requisition.
End of Procedure.
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