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Duplicating a Requisition

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"

3 Click here.
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4 Click "Duplicate"

5 Click "Create Cart"
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6 You can change the dollar amount in an amount-based requisition

7 You can only change the quantity in the quantity-based requisition. You cannot
change the unit price.
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9 Click here.
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10 You can change the charge account

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

13 Click "Update"
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14 Click "Submit"


