
 

Process Document 
Financials 9.0: Copying a Requisition 

 

 

Last changed on: 2/16/2009 9:59 PM  
 
 

Page 1 

 
  

Version 9.0 

Document Generation Date 2/16/2009 

Last Changed by System Office 

Status Final 

 
 

Copying a Requisition 
 
 

Concept 
 
Copying an existing requisition enables you to create a requisition without having to spend time 
entering all the required data. Coping eliminates redundant data entry by using an existing 
requisition as a template.  
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Navigation 
 

Step Action 

1.   From the Financials menu, click the Purchasing link. 

 
2.   Click the Requisitions link. 

3.   Click the Add/Update Requisitions link. 

  

 

 
Step Action 

4.   Click the Add button. 
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Step Action 

5.   On the Requisition page, click the Copy From link. 
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Step Action 

6.   On the Copy Requisition page, enter look up criteria for the requisition you wish 
to copy. 
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Step Action 

7.   After entering the look up criteria, click the Search button. 

 
8.   Requisitions that match the criteria you entered will appear listed in the 

Requisition section of the page. If multiple requisitions are listed, place a 
checkmark adjacent to the requisition you wish to copy. 
 
When ready, click the OK button to create the requisition. 

 
  



Process Document 
Financials 9.0: Copying a Requisition 

 

  

 

Page 6 Last changed on: 2/16/2009 9:59 PM 
 

      
 
 

 

 



 

Process Document 
Financials 9.0: Copying a Requisition 

 

 

Last changed on: 2/16/2009 9:59 PM  
 
 

Page 7 

Step Action 

9.   At this point, you have the option of updating any field as necessary prior to 
saving the Requisition. 
 
NOTE: If you use the Requisition Defaults link to make changes, you will need to 
complete the Retrofit page.  
 
This page enables you to retrofit the default field value changes to lines, schedules 
and distributions on a requisition without having to apply them to each area. You 
can make the changes once and apply as many of them as you want to the 
transaction. 
 
Select the Apply checkbox to apply the default field value change to the 
distibution line that appears in the Distrib Line field. For example, if you select 
Apply for the distribution line 1, the change will be applied to each distribution 
line 1 that appears on the purchase order. 
 
If the Distrib Line field is blank, this means the default field value change does 
not apply at the distrbution level. In this case, select the Apply option to carry the 
default field value change to the line or schedule level instead. 
 
For this example, we will click the Select All checkbox to apply the default field 
value change to all existing distribution lines on the transaction, regardless of the 
distribution line value that appears. 
  
When ready, click the Save button. 
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Step Action 

10.   Notice that after you saved the requisition a Requisition ID was generated. You 
have successfully copied a requisition.  
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Step Action 

11.   End of Procedure. 

 
  


