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Duplicate Requisition

Audience: Requester

Job Aid SSP-016

Purpose: Existing requisitions that are not in an incomplete status may be copied/duplicated into
a new requisition starting from the Manage Requisitions page. This allows all previous line detail
to be carried into the new requisition, reducing the amount of time to create requisitions for
items that are ordered repeatedly. The new requisition details can be then edited accordingly

before submission.

NOTE: Punchout requisitions cannot be duplicated.

Action
Step

Create requisition copied from another requisition.
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2 | Within the Requisitions page, click the Manage Requisitions link.
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Manage Requisitions

Shop by Category

By default, all your requisitions display in a list. You can search by multiple criteria: BU,
Requisition number, Description, Date created, status, requester, supplier, order, or
item that should be included on the requisition you search for. To search, you would
enter or select the search criteria from available fields, and click the Search button.

Manage Requisitions Dgne
4 Search Advanced = Manage Watchlist Saved Search Requisiiions | Enterad r
** At least one is required
Requisitioning BU v Requester qQ
** Entered By THOMASSON, AMANDA Q ** Supplier [+}
** Requisition Order Q
Description ** ltem Q
Created v Requisitions Requiring Attention v
Status | All v
Search | Reset Save.. ¥
Search Results
Actions w  View w Formstw  [H =" Detach
& mm-dd- r"e
Requisition Description Creation Date AR::,‘T::: Status Funds Status Order

1164 TKA015316T Tarp Tarp Material Cotton Canvas Cut Size 10x ... 10-28-2018 206.84USD Pending approval  Not reserved
1150 MONITOR 10-22-2010 2493 USD Approved Liguidated 180072
121 Pest Control Services -Monthly -Office Complex 701 Adams S...  10-21-2010 40.00 USD  Approved Liguidated 180026
1104 TEST MON CATALOG FURNITURE 10-21-2010 200.00USD  Approved Liguidated 180042
1004 MONITOR 10-21-2010 500.00 USD  Approved Liguidated 180039
1083 BIC Soft Feel Retractable Ballpoint Pens, Medium Point, Asso... 10-21-2018 138.80 USD Approved Liguidated 180036
1080 Pest Control Services -Monthly -Office Complex 701 Adams S...  10-21-2010 40.00 USD  Approved Liguidated 180037
1041 Pest Control Services -Monthly -Vehicle Maintenancs 44 Sta... 10-18-2018 228.00USD Pending approval Mot reserved
1040 Pest Control Services -Monthly -Vehicle Maintenancs 44 Sta... 10-18-2018 38.00 USD Pending approval Mot reserved

Rows Selected 1 Columns Hidden 5

Alternatively, you can select from the displayed requisitions by clicking the requisition
line in the list. Click the links/line of the Requisition number and Description you wish
to copy.

The Requisition displays. Click the Actions menu.
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Duplicate

Cancel Requisition
Reassign
‘View Document History
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Edit Order

State Contract - If yes, |

Note: If the items in the requisition were used for items from a punchout site such as
Grainger or Staples, these lines cannot be duplicated, but could possibly be easily
replicated using a shopping list or favorites in the punchout site.

4 | Click Duplicate from the menu.

5 | Select Create New Requisition.

6 | The Create Requisition page displays that includes the line items and information from
the previous requisition, including the Description. If desired, you can create a new
description for your requisition, highlight the Description field and press the [Delete]
button on your keyboard, and enter a new description.

* Description | [[ENIIG
s
* Sole Source - If yes please attach proof of Sole Source Mo =
* Will Services be performed on Lucas County property?  as v
Requisition Lines
Ations w Vieww Formatw B /X 5"} Detach
Line Description Category Name * Quantity UOM Name “ Price  Amount (USD) Funds Status Delete

8 | Select Y/N option for *State Contract - If yes, please insert Contract Number.

9 | Enterif'Y'is selected in step 10 enter a number in the State Contract Number field.

10 | Select Y/N *Sole Source ("If yes please attach proof of Sole Source").

11 | Select Y/N *Resolution Attached.

12 | Select Y/N *Will Services be performed on Lucas County property?

13 | Select Y/N *Does this purchase require the attachment of the LCIS Checklist? (If yes,
lease attach the checklist in the attachments section of the requisition.).

14 | Review the Requester field and make changes if needed.

15 | Click in the *Quantity field(s), and enter the desired quantity of the item(s) if different

than the quantities brought into this requisition from the duplicated one.
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Click in the *Amount field(s), and enter the dollar amount for the item(s) if different
than the amount brought into this requisition from the duplicated one.

Job Aid SSP-016
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In the Line Details, validate and edit Delivery (date and location), Billing, Notes and
attachments, and Source information only if different from what was copied.

4 Line 1: Details

4 Delivery
Requester  GLANVILLE, MICHELLE Deliver-to Location Type | Internal ¥
Requested Delivery Date | 11-07-2019 e * Deliver-to Location | Mental Health Recovery Service Q
Suggested Buyer Q Deliver-to Address F701 Adams Street, Suite 800, TOLEDO, CH 43504, UNITED STATES
4 Billing
View w Format w < [} Detach
Distribution Flexfields.
Sharge AccouN® Charge Account “BudgetDate " Percentage Quantity Amount(USD) Funds Status Delete
Special 1 Special 2 Special 3
Office Suppli ¥ 1010.114001.50.530007.00000.00000 10312018 By 100 100000 MNot reserved
Total 100 2 1,000.00
18 | Click the Save button.
Edit Req uisition: 1165 Sheop  Check Funds  Manage Approvals  View PDF Submit
Last Saved 10-31-2019 3:01 AM
Requisitioning BU  Lucas County Justification
* Description  MONITOR
P
* state Contract - If yes, please insert Contract Number  No v
State Contract Number
" Sole Source - If yes please attach proof of Sole Source No o
* Resolution Attached  No v
* will Services be performed on Lucas County property?  ves v
* Does this purchase require the attachment of the LCIS Checklist? No v
Requisition Lines
Actions w  Wiew w  Format w BE # X Detach
Line Description Category Name * Quantity UOM Name * Price  Amount (USD) Funds Status Delete
1 MONITOR az0 2 | Each 500.00 USD 1.000.00 Mot resarved b4
Total 1,000.00
»
Rows Selected 1 Columns Hidden 2
4 Line 1: Details
4 Delivery
AMVILLE, HELLE - -
Requester  GLANVILLE, MICHELL Deliver-to Location Type Internal ¥
Requested Dafivery Dala (ENZ2010 . * Deliver-to Location  Mantal Health Recovery Service Q
Suggested Buyer Q Deliver-to Address | I"\E:I.}.;Eag'_i;_ggat' Suite 800, TOLEDO. OH 43604,
4 Billing
18 | Click the Check Funds button.
Shop Check Funds Manage Approvals View PDF Save | ¥ Submit

19

Click the OK button.

20

Click the Manage Approvals button.
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When all is completed, click the Submit button.

Job Aid SSP-016
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Click the OK button to acknowledge submission of the requisition.
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