Duplicating a Requisition

A Alert! When you duplicate a requisition, you cannot add a line item or change the
item description. You can change the dollar amount and the account number.

1 Click this icon.
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2  Click "My Requisitions"
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4  Click "Duplicate"
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5  Click "Create Cart"

Add to current cart or create another cart?

If you create another cart from requisition REQO 10000000224, your
current cart will be automatically saved.
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6  You can change the dollar amount in an amount-based requisition

Cart

Requisition REQ010000000225

services
Sold By Taylor Automotive Inc

Amount

120.00|

You can only change the quantity in the quantity-based requisition. You cannot
change the unit price.

Cart

Requisition REQ010000000226

Tractor
Sold By JOHN DEERE CO

$25,000.00 Each

Quantity
1




9

Tractor
Sold By JOHN DEERE CO

$25,000.00 Each

Quantity

10

Click here.

Requisition summary

Subtotal
Estimated Tax
Approval Amount

Description
services

Requester

Abigail Shellist

0 7

$500.00
$0.00
$500.00
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10 You can change the charge account

Project Number

Charge account

® Select favorite charge account O Enter charge account number

Charge Account Nickname

Lab Equip|

@ 01-1100001-011415-539100-260-0000-00-0000

Budgetary control

Budget Date
12/6/2024

11 Click here.

Charge Account Nickname

Lab Equip

Equipment

071-1100001-011415-539100-000-0000-00-0000

Lab Equip

01-1100001-011415-539100-260-0000-00-0000

Operating Supplies

01-1100001-011415-559100-260-0000-00-0000

Supplies2

01-1100001-011410-539100-000-0000-00-0000

supplies

01-1100001-011415-539001-000-0000-00-0000

Notes

Bill-to Location




12  You will see the requisition type defaults to what the original requisition used.

Budgetary control

Budget Date
12/6/2024 ‘

Additional information

Requisition Type
UT Contract

Bill-to Location

" ‘

Notes

Note to Supplier

13  Click "Update"

Update




14 Click "Submit"

Requisition summary ® 7/
Subtotal $500.00
Estimated Tax $0.00
Approval Amount $500.00
Description

services



