Job Aid SSP-016

Duplicate Requisition
Audience: Requester
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.
Step

1

Action

1

Create requisition copied from another requisition.
Log into Oracle. Home Page -> Procurement >Purchase Requisitions -> Manage
Requisitions

2

Within the Requisitions page, click the Manage Requisitions link.
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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.

3

2

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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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.
Click Duplicate from the menu.
Select Create New Requisition.
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.

Select Y/N option for *State Contract - If yes, please insert Contract Number.
Enter if 'Y' is selected in step 10 enter a number in the State Contract Number field.
Select Y/N *Sole Source ("If yes please attach proof of Sole Source").
Select Y/N *Resolution Attached.
Select Y/N *Will Services be performed on Lucas County property?
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.).
Review the Requester field and make changes if needed.
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.
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.

18

Click the Save button.

18

Click the Check Funds button.

19
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Click the OK button.
Click the Manage Approvals button.
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When all is completed, click the Submit button.
Click the OK button to acknowledge submission of the requisition.
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