
COPYING A REQUISITION (2021.5)      09/02/22 

REQUISITION ENTRY 
 
1) Search 
 

 
 
 
2) Enter the Requisition # you want to COPY.   3) Accept  
 

 
 
4) Select COPY 
 

 
 

 
5) This box will appear, click on down arrow, select “N” for next year and TAB. 
 
 



6) The year changes to 2023. The entry date will self-populate with current date. When copying 

requisitions at the end-of-the-year for the next fiscal year, make sure to change the dated to July 1, 

2023.  If copying to submit in same fiscal year, no date change is required. 

7) Accept  

 

 

8) New Requisition # Assigned  9) Verify FY is correct  10) Status should be 4 

 

 

 

11) Select Update to make changes 12) Uncheck Three Way Match for Open PO’s. 

13) Change Vendor if needed. 

 

14) Accept 

 

 



15) Select Line Items to go to Line Item Screen 

 

 

 

16) Select Update to make necessary changes to new requisition.  (Example: change authorized signers, 

school year, dollar amount, etc.) 

 

 

17) Once changes are made select Accept 

 

 

18) Select Back to return to the Main Entry Screen 

 



19) Release your Requisition 

 

 

20) Select YES to continue with Release of Requisition 

 

 

21) Select YES 

 

 

22) Check your status. Status 8- Approved, your requisition is complete and will release to Purchasing 

the next day. 

23) Status 6-Released, an Administrator at your site needs to approve. Purchasing cannot process 

requisitions in Status 6.

 


