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Procurement Job Aid

Create Requisitions From Contracts and Requisitions

About Requisitions:

A requisition is generally the first step in requesting the procurement of goods and/or services and is required for
all inventory items. For specific details related to inventory requisitions please refer to the course titled 501 PR347

Inventory Issuances and Restock.

For non-inventory items and services, a requisition is used to assign buyers, track the progress, and status of a
purchase request. Requisitions can be created from existing contracts, copied from other requisitions, or created
ad-hoc. All requisitions must be approved by a supervisor before they can be executed via a purchase order (PO)

or contract.

Please refer to the course titled 501 PR342: Processing Requisitions for more information on creating and

maintaining regular requisitions using the Procurement and eProcurement modules.
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Create a New Requisition (Beginning Steps for All Requisitions)
1 Navigate to the Requisitions page using the following path:

Main Menu > Purchasing > Requisitions > Add/Update Requisitions

|#® CARDINAL

Favorites = Main Menu > Purchasing Requisitions > Add/Update Requisitions

Home | Workist | AddtoFavories | Signout
@ New Window (@) Help [ http

Requisitions

Find an Existing Value RRELLERA

Unit:|50100 4,

Requisition ID: INEXT

|

Find an Existing Value | Add a New Value

2 Select the Add a New Value tab:
a. Business Unit = 50100,

b. Requisition ID = NEXT and should not be changed. Cardinal assigns a Requisition 1D

number when you successfully save the requisition.

3 Click Add. The Maintain Requisitions — Requisitions page will display.
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Create Requisitions From Contracts and Requisitions

Favnvntes Ma\nvMenu » Purchasing > Requistions > Add/Update Requisitions
@New‘mnduw @Help

Maintain Requisiticns

Requisition
Business Unit: 50100 *WeblMS Req Type Regular Status: Open 4
Requisition ID: NEXT
Requisition Name: | Copy From ] Hold From Further Processing
~ Header
“Requester: MIKE HALL @, Hal, wike vpoT) JREquisition Defaults Card Number:
j.dd Comments i :
*Requisition Date: 0312712013 [HRequester Info e sition Adhilies Expiration Date:
[=equisition Activilies
Origin: oML @, Online Input Use Procurement Card
“Currency Coce: Dolar ——
Total Amount: 000 USD

Purchasing Kit Catalog
ltern Search Requester ltems

Item Information Contract WebIMS

Sourcing Controls

Aftributes

Vendor Information

Status

Merchandise

Line Item Description Quantity *uom Category Price e — Status
1= @, | @ ooooo | [ @ | @, | 0 0.00 Open QO € ==
View Approvals “Go to: More |
5] save | [ Moty | 3 Refresh [Ch Add | [ 5] UpdateiDisplay

4 The Header section contains some key data to include Requester, Requisition Date, and Origin.

5 Default information, such as Requester and Ship To values, will automatically populate based on your user
setup, but can be changed as necessary. The Ship To/Due Date tab allows you to select desired date and
modify the Ship To location.

6 Please refer to the course titled 501 PR342 Processing Requisitions for more detailed instructions.
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Create a Requisition (1 Item/Line) from a Contract:

Look Up Vendor

SetlD: STATE
Vendor ID: [beging with ||

Short Vendor Name: | beging with [+[LL

| LookUp | Clear || Gancel :\BaswLookun

Search Results
Wiew 100
Short Vendor

Vendor ID VMendor Hame 1
Hame

0000000816 LL BEANIN-001  |LL Bean Ine
0000033093 LL CARTER -002 | LL Carler & Son Inc
0000071757 LL DISTRIB-001  |LL DISTRIBUTIMNG INC
0000018909 LLEG SERVI-001  |LL&G Senices Inc
0000020442 LLAMDCO (MN-001 | LLandco Ine

Sl i

1 Click on the Vendor Information tab.

2 Search for vendor related to the contract. The Vendor Information tab displays vendors related to the
selected Item. You can search for and select any vendor that you wish to display.

3 Click on the selected vendor hyperlink. The selected vendor’s information will populate.

Favo.ntes Main Menu > Puvdlamg > Requgnons > Add/Update Requistions

@ New

Maintain Requisitions
Requisition

Business Unit: 50100 *WebIMS Req Type Status: Open 4

Requisition ID: NEXT

Requisition Name: [ Copy From [C] Hold From Further Processing

*Requester: [MIKE HALL @, Hall, Mike (vDOT)  Reauisition Defaults Card Number: i v/
*Requisition Date: 03272013 (Requester info AU LN Expiration Date:

e e — Requisition Activities Use Procursment Card
Origin: {ONL @, Online Input
*Currency Code: [usD Dollar Amount Summary
Total Amount: 0.00 USD
Purchasing Kit Catalog
tem rch Requester items

Line Item Description Vendor Vendor Name

18 @ 740000033093 @, |LL Carter & Son Inc [MaIN E = =]
figw ADpIrOVal “Goto | More. ]
(i) save | (=] Notfy |22 Refresh (s Add| | 4] Updateisplay

4  Click on the Contract tab.
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B Mew Window]
Maintain Requisitions

Requisition

Business Unit: 50100 *WebIMS Req Type Regular Status: Open 4

Requisition ID: NEXT

Requisition Name: | Copy From [ Hold From Further Processing

~ Header
“Requester: MIKE.HALL @, Hall, Mike (vDOT) ~ Requisition Defaults Card Number: [ v
“Requisition Date: 0312712013 [Requesternfo % . Expiration Date:

. equisition Activities
Origin: ’0N|_7Q0m|ne Input Use Procurement Card
~Currency Code: Dollar TS T ——————
Total Amount: 0.00 USD

Add ltems From

Purchasing Kit Catalog

ltemn Search Reguester ltems
" Detais |[ Ship To/DueDate | Status || Mendor Information || ftemInformation || Aftributes [ Sourcing Controis || WebMS
Line Item Description Contract ID Contract Version EriiAl EiErayles o Cc.mham i

ne Number Available
= @ | o =] a, Cal &
View Approvals *Go to: | .More... v|

[E) save | [ Notity | 3 Refresh

5 Click Contract Search icon.

4 CARDINAL

Home | Workist | AddtoFavorites | Sign out
Favorites i Main Menu > Purdlasng > Rellugh’uns > Add/Update Reguisitions
ENewwindow (DHelp [ Customize Page T ntip

Contract Search

Search Criteria

SetiD: STATE Vendor SetiD: STATE

Contract ID: [ 3, [ vendorin: 0000033093 4, || Carter & Son Inc I

Contract Process Option: [ v - —

Description: | Item ID: @

Master Contract ID: @ ftem Description:

Contract Reference Type: Category: N

Requisition Date: 06M13/2012 Corporate Contract: b

Search I Clear
} Contract Details

6 The Contract Search page is displayed with the selected Vendor ID prepopulated.

7 Click the Search button to initiate the search for contracts related to the selected vendor.
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Home | Workist | AddtoFavorites | Sign out

Favovrites Ma'n‘Menu > Purdlaslng > Requ'gt:ions > Add/Update Requisitions

@ New Window (D Help [# Customize Page T nttp &

[Contract Search

SetiD: STATE Vendor SetiD: STATE

Contract ID: @ vendorID: 0000033093 @, || Carter & Son Inc
Contract Process Option: [ et V] Item SetD: STATE

Description: ] Item ID: a

Master Contract ID: < § Item Description:

Contract Reference Type: v Category: Q

Requisition Date: 06/13/2012 Corporate Contract: [ ™

(L Bl Contract Reference Contract Detail =
Contract Contract
Select Contract ID Versi Reference Category Item ID Item Description Contract Base Price
orsion et
D 0000000000000000000040405 1 Line item 7503548 7503548485 STONE, CRUSHED GRADE 26 22.45000
O 0000000000000000000040405 1 Line ltem 7503548 7503548485 STONE, CRUSHED GRADE 26 21.81000
O 0 00! 40405 1 Line tem 7503548 7503548485 STONE, CRUSHED GRADE 26 21.49000
D 0000000000000000000040405 1 Line item 7503548 7503548485 STONE, CRUSHED GRADE 26 11.99000
8 All contracts with lines for the selected vendor display as shown.
9 Click the Contract Reference tab to see the lines for each contract.
Home | ‘Workist | AddtoFavorites | Signout

Favorites
-

Contract Search

Man'Menu > Purdlasmg 3 Requgmns > AddfUpdate Requisitions

Search Criteria

) New Window é)He\u i_{customlzePage E‘innp

SetlD: STATE Vendor SetiD: STATE

Contract ID: @ Vendor ID: 0000033093 @, LL Carter & Son Inc
Contract Process Option: ‘ vl Item SetiD: STATE

Description: ‘ Item ID: ‘%

Master Contract ID: I Item Description:

Contract Reference Type: Category: a

Requisition Date: 06/14/2012 Corporate Contract: v

Search |

Customize | Find | View 100 | ¥ 110 of 155 I Last

Contract Detai

T — L e ———
1 2LTN usD 0.0000 0.000)
o
O 0000000000000000000040405 1 4LTN usD 0.0000 0.000
O 0000000000000000000040405 1 5|LTN usD 0.0000 0.000
O 0000000000000000000040263 1 1LTN usD 0.0000 0.000
O 0000000000000000000040263 1 2LTN usD 0.0000 0.000
O 0000000000000000000040263 1 3LTN usD 0.0000 0.000
O 0000000000000000000040263 1 4LTN usD 0.0000 0.000
O 0000000000000000000040263 1 5LTN usp 0.0000 0.000
| oK I\ Cancel  Refresh
|

10 To use a line on the requisition, click the checkbox to the left of the selected line. Only one line may
be selected to be copied.

11 Click OK.
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Maintain Requisitions

A New Window

Requisition

| Ship To/Due Date ||

Catalog
Reguester ltems

Status

Vendor Information

Business Unit: 50100 *WebIMS Req Type Regular Status: Open &
Requisition ID: NEXT
Requisition Name: ‘ Copy From [ Hold From Further Processing
*Requester: WIKE.HALL @, Hall, Mike (vDoT)  Requisition Defaults Card Number: | |
Add Comments irati .
*Requisition Date: 03/27i2013 [HlRequester Info m\}mes Expiration Date:
Reaquisition Activities
Origin: OML @, Onling Input Use Procurement Card
*Currency Code: Dallar Amount Summary

Add ltems From

Purchasing Kit
ltem Search

Item Information

Total Amount: 000 USD

[ Aftributes | [ Sourcing Controle || WeblMS

tem

Description

Contract Category Line  Use Contract if

Contract ID Contract Version

Line Humber Available
1/ [7503548485 @, [sTonE crRusHED = k) [oo0oooonooooooo0000040405@, 1 5@, @,
View Approvals *Go to: | More... v‘

|[5) save | =] notify | |&* Refresh |

12 The Item details from the selected contract line populate the new requisition line.

13 Click the Details tab.

Maintain Requisitions

& new Window  (2) Help

Requisition
Business Unit:
Requisition ID:

Requisition Name:

*Requester:
*Requisition Date:
Origin:
*Currency Code:

@5 Ship ToiDue Date

50100 *WebIMS Req Type Regular Status: Open 4
MEXT
‘ Copy From I Hold From Further Processing

MIKE.HALL @, Hall, Mike (vDOT)
031272012 [ Requester Info
oML @, Online Input

Catalog
Reauester ltems

Add ltems From

Purchasing Kit
ltern Search

Requisition Defaults Card Number: | "|
Add Comments Expiration Date:

Reguisition Activities
Reqguisition Activities Use Procurement Card

Total Amount: 538.80 USD

| Status || Wendor Information || hem Information | Attributes || Contract || Sourcing Controls || WeblMS |
- 3 5 Merchandise
*
Item Description Quantity uom Category Price ou Status

1/ [7503548485

@, [STONE, CRUSHED

&

240000 | [LTN@, 7503548 22 45000 538.80 Open

View Approvals

[E) save | =) otity | |22 Refresn |

*Go to: ‘ ...More...

14 Enter the Quantity requested.

15 Click on Schedule icon.
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(48 CARDINAL

Favorites - Main Menu > Purdlasing > Requ'gbons > Add/Update Requisitions

Maintain Requisitions

Home | Workist | AddtoFavortes | Sign out

&I New Window (D Help [& Customize Page [ http

Schedule
Business Unit: 50100 Requisition Date: 06/18/2012
Requisition ID: NEXT Status: Open

Return to Main Page

1 Item: 7503548485 STONE, CRUSHED GRADE 26 Quantity:

24.0000 Longton Merchandise Amt: 538.80 USD

Find | View Al First Kl 4or1 D Last

Merchandise

Due Date Attention To tatus
Amount
1| B JenTrRL(@, | & [24.0000 [22.45000 538.80 [ [ cuve ==

Sched Ship To Quantity Price

Add Ship To Comments

5] save [T Notiy &% Refresh

[+ Add| 2] UpdateDispiay

16 Ship To location is populated based on the user defaults and can be edited if needed.

17 Click on the Distribution icon.

Favn_m:es i Mam_Menu > Purdlayng > Requgmcms 5 Add/Update Requisitions

Maintain Requisitions

Home | Workist | AddtoFavorites | Signout

B New window (D Help [# Customize Page [ ntip

Distribution

Requisition ID: NEXT Item: 7503548485 STONE, CRUSHED GRADE 26
Line: 1 Status: Active
Schedule: 1
Ship To: CNTRL OF2 CNTRL OF2 Quantity: 240000 LTN
*Distribute By: Quantity v Open Quantity: 24,0000
*Liguidato by. Ancunt ol Merchandise Amt: 538.80 USD
SpeedChart: @, Multi-SpeedCharts
Distributions
@ Detais  Assetinformation  Pudgetinformation [0
Distrib Percent  Quantity ::":“"::‘d‘" GLunit  Entry Event Account Fund Program Department Cost Center ask FIPS Asset Agenc!
1 Open [100.000¢ 24.0000 538.80 50100@, @, [s012550 @, [04100@, |69%001  |@ [10024 @, [11120010 @ @ @ @
Cancel Refresh

18 Enter valid chart of accounts values. A Schedule may have one or more ChartField distributions. The
ChartField values identify the accounting distribution. The insertion of valid Account, Department, Cost
Center or Project values are required. You can manually enter a ChartField value, or you can use the Multi-
SpeedCharts hyperlink to select a SpeedChart value to automatically populate some of the ChartField

values for you.

19 You may insert, or delete, additional accounting distributions, by scrolling right and clicking on the + / - icons

at the end of the accounting distribution line.

20 Click OK. You will return to the Maintain Requisitions - Schedule page.
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P CARDINAL

avo_ntes HanvMenu > Purdlasmg > Requgmns > Add/Update Requisitions

Home | Workist | AddtoFavortes | Signout

Enewwindow (@D Help [E Customize Page [ nitp

Maintain Requisitions
Schedule
Business Unit: 50100 Requisition Date: 06/18/2012

NEXT Status: Open

Find | View Al First K 4 o14 I | ast
1 Item: 7503548485 STONE CRUSHED GRADE 26 Quantity: 240000 Longton Merchandise Amt: 538.80 USD
us
Customize | Find | View 411 8 | 8 First T q0r4 I Las
Details
N Merchandise .
Sched Ship To ‘Quantity Price | Amount Due Date Attention To Status
1 B [cNTRL(@, | =1 |[24.0000 2245000 538.80 B | 5 Active ==
Add Ship To Comments
[ save ] Notity |3 Refresn [Ch Agd | 2] UpdateiDispiay

21 Click on the Return to Main Page hyperlink. The Maintain Requisitions - Requisitions page displays.

i New Window  (2) Help

Maintain Requisitions

Requisition

Business Unit: 50100 “WebIMS Req Type Regular Status: Open *x
| Requisition 1D: 0002035030

Requisition Name: [poozo35030 [ Hold Erom Further Processing

~ Header

“Requester: MIKE HALL @, Hall, Mike (vDOT) ~ Requisition Defaults Card Number: | |
“Requisition Date: [o3:272013  [HRequesterinfo m\ms Expiration Date:

Requisition Aclvities Use Procurement Card

Origin: ONL @, Online Input Document Status

Total Amount: 538.80 UsD
Add ltems From Select Lines To Display
Purchasing Kit Catalog Line: ,7(2& To: lion‘ Retrieve |

ltem Search Requester ltems

Customize | Find | view 20| B | 3 Firet D g o1 O Last

5 Ship To/Due Date || Status || Vendor Information |~ Hem Information | Attributes || Contract || Sourcing Controls || WebMS |

Line Item Description Quantity *uom Category Price :!:lr;:::tnd\se Status
1|2 [7503548485 @, [STONE,CRUSHED =@ & [24.0000 | [LTN@, 7503548 22.45000 538.80 Open Cm B [=]
View Approvals *Go to: [More.. |
Il Save | IQ‘ M"“DS’B&"’“] =] Notity | |72 Refresh | | B Am| & Update;:wap\ay:

22 Click Save.
23 Cardinal assigns a Requisition ID number upon save.

24 Click on the Submit for Approval checkbox (the green checkmark) which is next to the Status field, to send
it forward for approval by your supervisor.
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D New Window (2} Help
Maintain Requisitions

Requisition
Business Unit: 50100 “WWebIMS Req Type Regular I Status: Pending I X
Requisition ID: 0002035030
Requisition Name: |UUUZUESUEU [ Hold From Further Processing
+ Header
*Requester: MIKE. HALL @, Hall, Mike (vDOT) Requisition Defaults Card Number: | V|
*Requisition Date: 03/27/2013 s} Requester Info 7‘;{? E“;‘rg‘:ﬁe‘:;vmes Expiration Date:
Requisition Activilies
Use Procurement Card
Origin: OMNL @, Online Input Document Status
*Currency Code: Dollar Amount Summary
Total Amount: 538.80 USD

Add ltems From Select Lines To Display

Purchasing Kit Catalog e . i
Line: To: Retrieve
ltemn Search Requester ltems - - ‘_ l

First K1 1 o1 D Last

' Ship To/Due Date || Status || Mendor Information || lem information || Attributes || Contract |  Sourcing Controle || WebMS |

Line Item Description Quantity *uom Category Price ;l::‘r;:tnd\!e Status
1R 7503548485 @, [sTonE cRusHED 10 R (240000 | [LTNG, 7503548 22.45000 538.80 Pending [ | =]
View Approvals *Go to: | More... v‘
/5] save | |ob Returnto Search | |=] notify | &% Refresh | |Brddeh| | ipdate :ep\a‘;:

25 The requisition’s Status changes to Pending and your supervisor is notified via email and worklist.

26 Click on View Approvals hyperlink to view the pending and completed approval actions.

CARDINAL

Favorites | Main Menu > Purdlasmg > Reuuiticms > Add/Update Requisitions

Home | Workist | AddtoFavorites | Sign out

B New window (Z)Help [& Customize Page [ nttp

Jiew Approvals

Business Unit: 50100 Number of Lines: 1

Requisition ID: 0002020261 Total Amount: 538.80 USD
Requisition Name: 0002020261

Requested For: Hall, Mike (vDOT)

Status: Pending

Budget Status: Valid

Req for Supervisor Action

— Requisition 0002020261:Pending [#]start New Patn
Req - Requester's Supervisor

Pending
Gw\ccracken Stacy (VDOT] "EI
Requester's Supervisor

Req for Procurement Mgr Action

— Requisition 0002020261:Awaiting Further Approvals EI%_tﬂ

Not Routed

E = Multiple Approvers
Approval Assignment to Buyer

Return

27 To view the list of approvers, click on the Multiple Approver hyperlink.
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Name: Hall, Mike (VDOT)

Empl ID: 00222997300

Department: 10003

Supervisor ID:

Telephone:

Reports To Position Number: 00014

Email ID: xomike.hall@vdotvirginia.gov
Approver #2

Name: Hudgins, Caroline S. (VDOT)

Empl ID: 00038895600

Department: 10003

Supervisor ID:

Telephone:

Reports To Position 22892

Number:

Email ID: xxcaroline. hudgins@vdot virginia.gov

28 Your supervisor will be notified of the pending approval via email and their worklist.

¢ CARDINAL

avorites - Main Menu > Wn:kkt > Workist

Home | Workist | AddtoFavortes | Signout

B New window (@Help [ Customize Page [ niip
Worklist for STACY MCCRACKEN: McCracken, Stacy (VDOT)

Detail View Work List Filters: 5 (&) Feed

Customize | Find | View 1] B | 8 First K 4 or4 I (st

From Date From Work ltem Worked By Activity Priority -
equisition, 136277, 50100, 1901-

Hall, Mike (VDOT)  06/18/2012 Approval Routing  Approval Workflow 2Medium || RIS 00 JariaWorked Reassign
EQ 100002020261

29 From the Worklist your supervisor will click on the requisition’s hyperlink.

P CARDINAL

Favorites | Main Menu > Wn:kkt > Workiist
~ Review/Edit Approvers ~
Req for Supervisor Action

~ Requisition 0002020261:Pending [#]start New Patn
Req - Requester's Supervisor

Pending
G McCracken, Stacy (VDOT] _m
Reguester's Supervisor

Req for Procurement Mgr Action

Home | Workist | AddtoFavortes | Signout

)
< Requisition 0002020261: Awaiting Further Approvals Eli%iv_:

Req - Procurement Manager
Not Routed

Multiple Approvers
E” EApprnvalA.sslgnmm to Buyer -E

Enter Approver Comments

Approved ﬁ@é

I & Approve @ Deny| I

| Return to Worklist =

30 The supervisor may insert a comment, and Approve or Deny the requisition.
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4% CARDINAL
— Home | Workist | AddtoFavorites | Signout

favorites | Main Menu > Worklst > Workist

-~

R isition Approval

I +/ 0002020261 has been routed for further approval. I

Req for Supervisor Action

« Requisition 0002020261:Approved (2 ViewHide Comments

Req - Requester’s Supervisor

Approved

«McCracken Stacy (VDOT)
Requester's Supervisor
06/18/12 - 11:44 AM

| Comments.

Req for Procurement Mgr Action =

— Requisition 0002020261:Pending (> ViewHide Comments
Req - Procurement Manager

Pending

® Multiple Approvers
Approval Assignment to Buyer

B

Return to Worklist

31 Once approved, the requisition is forwarded to the Procurement Office for assignment to a buyer.

Create a Requisition from a Requisition:

E New Window (Z)Help [

Maintain Requisitions

Requisition

Business Unit: 50100 *WebIMS Req Type Regular Status: Open g

Requisition 1D: MNEXT

Requisition Name: | Copy From [ Hold From Further Processing
*Requester: MIKE.HALL ‘@, Hall, Mike (vDoT) Reauisition Defaults Card Number: | V‘
*Requisition Date: 0312712013 [E)Requester info 4dd Comments Expiration Date:

Requisition Activities

Origin: OML @, Online Input Use Procurement Card
~Currency Code: Dollar [ Amount Summary |

Total Amount: 0.00 USD
Add Items From
Purchasing Kit Catalog
Itern Search Requester ltems

= First Kl 1 or4 O ast

Customize | Find | View All| El ]
Ship To/Due Date 'gtatus '!endnr Information '_ltem information Adtributes. 'gnntract ”Snu[:ing Controls || WebIMS

Merchandise

Line Item Description Quantity *Uom Category Price Amount Status
= @ | @ @ oooo | [ @ | a, | 0 0.00 Open Qm = =
View Approvals *Go to: -More... ~ |
[5) save | | notity | &% Refresn | [Ek aca | | 5] updateimisplay

1 Repeat steps 1-3 (page 1).
2 Click on the Copy From hyperlink.
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Home | Workist | AddtoFavortes | Sign out
Favn_rn:es ManvMenu > Puldlasmg > Requgmns » Add/Update Requisitions

Enewwindow (@D Help [& Customize Page [ hitp
Maintain Requisitions

Copy Requisition
.

Requisition ID: [0002020251 Q I
Requisition Name: | @
Req Status: & Origin: [ &
Requester: [ @
Requester Name: [ @
Requisition Date: [ o} To: [ [
Vendor SetiD: STATE Vendor Lookup
Vendor ID: [ 1@, vendor Details Vendor Name: @
item SetiD: m {tem ID: @,
Item Description: | E‘ [ pirect Ship
rtment: [ @

Customize | Find | Vie v 101 1 Last

L

Sel ReqlD Requisition Name Status Origin Requester

OK  Cancel  Refresh

3 Enter the Requisition ID for the requisition you wish to copy.

4 Click Search button.

| CARDINAL

Home | Workist | AddtoFavortes | Signout
Favn_rites Ma'm'Menu > Purdlasmg > Requgnjﬂns > Add/Update Requisitions

@New\".’mdcw j) Help \jcuslumlle Page = hitp

Py
1 q

Copy Requisition
L ettt s

Business Unit:

Requisition ID: loooz020261 000 @
Requisition Name: | Q
Req Status: [ & Origin: [ay
Requester: I @
Requester Name: [ @
Requisition Date: [ 5 To: [ [
Vendor SetiD: Vendor Lookup
Vendor ID: [ 1@ vendor Details Vendor Name: @Q
tem SetiD: [sTaTE] Item ID: Q
Item Description: | E [ pirect Ship
Department: | @
Customize | Find | View 41| B | 5
sel  Reqld Requisition Name Status Origin Requester
0002020261 0002020261 Pending Approval  ONL MIKE HALL

——

5 From the search results, located below the Search button, select the requisition by clicking on the Sel box.

6 Click OK to select that requisition to copy.
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L_E Mew Window @ Help
Maintain Requisitions

Requisition
Business Unit: 50100 *WeblMS Req Type Regular Status: Pending x
Requisition ID: 0002035030
Requisition Name: ‘0002035030 [ Hold From Further Processing
~ Header
*Requester: MIKE.HALL @, Hal, Mike (vooT)  Reguisition Defaults Card Number: | v\
Add Comments irati .
*Requisition Date: 03/27i2013 [y Requester Info Requeiion Acties Expiration Date:
q /
Use Procurement Card
Origin: OnL @, Online Input Document Status
*Currency Code: Dollar Amount Summary
Total Amount: 538.80 USD
Select Lines To Display
Purchasing Kit Catalog _— . =
Line: To: Retrieve
ltem Search Requester lterns @ @

1 = First K14 or 4 O (ot

Customize | Fing | view Al | B
Ship To/Due Date Status Vendor Infermation ltem Information Attributes Contract Sourcing Controls WeblMS

Line Item Description Quantity *Uom Category Price ;Arir:':::indise Status
1 [ [7503548485 @, |[sTonE cRusHED =1 | [240000 | |[LTN@, (7503548 2245000 538.80 Pending Cm B REE
View Approvals Go to: [ -more v
[5] save |[Gt ReturntoSearch | | Motity | [: Refresh | [ENera e —

7 The Requisition is displayed with all copied values, including accounting distribution.

8 Repeat steps 13-24 from above as applicable. Be careful to review and update all fields, such as quantity and
accounting distribution, as needed. The requisition is complete and pending approval.

Requisition Helpful Hints — Item Information:

- ‘Customize | Find | View A1 B | 38 First K1 g o4 D) Last
Details Ship To/Due Date Status Vendor Information tem Information Attributes Contract Sourcing Controis WebMS

—
3 RFQ Device =
Line Item Description UPN ID Required Tracking Vendor Item ID Vendor's Catalog 1D 's Item 1D
1 2 0688880000 @, [TREEREMOVAL =i O [ Q@ Q ==

1 The ltem Information tab allows you to enter specific vendor item information, e.g., Grainger Catalog,
Version 13, pg 6. Item # XXXXXX.

[[CATECFToN  Amibutes | RFQ | Contradt || Receaing | TR

Description Vendor em ID Vendor's Catalog Manufacturer ID Manufacturer's mem 1D UPNIC|

CUPS, PAPER. FLAT BOTTOM,
NOQ HANDLE, FOR COLD LIQUIDS, 920283 -
ROLLE 7 OZ DRINKING CUPS

2 For VDC (Virginia Distribution Center) related items, use the Manufacturer’s Item ID field to insert VDC stock
item number.

Customize | Find | View 41| & [ #E Frst K g of 4 T Lo

Details | ShipToDueDate = Status | Vendorinformation (R Ciice M) Aftrbutes | Contract | Sourcing Controls | WebMS

RFQ Device
Line Item Description UPN ID Required Tracking Vendor item ID Vendor's Catalog 1] item ID
1| (9688880000 @, [TREE REMOVAL =Bl O RICHMOND @, ([Sandston Residency ‘@] &=

3 To specify a District/CO and District/Division location, use the Manufacturer ID and Manufacturer’s Item ID.
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