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PO.020.910 - Creating a Requisition by Copying a Requisition
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create a requisition by copying an existing requisition. This process serves to eliminate redundant data entry. You can select and copy any requisition, regardless of its status. If information already exists on the requisition line to which you are copying, you are prompted to confirm that you want to clear existing data and proceed with copying the requisition to the selected line. 

You can copy a canceled requisition or a requisition that has canceled lines to a new requisition. If you copy a canceled requisition, all the lines from the canceled requisition are copied over to the new requisition, and the status of the line is made Active. If you copy a requisition that has one or more lines canceled, only the Active lines from the existing requisition are copied to the new requisition. 

The status of the newly created requisition is Open, Pending, or Approved, depending on requester setup.

You can override any values that were copied over with the requisition. Activity and original requisition dates are not copied.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the purpose of copying a requisition when creating a new one.
- Identify what status a requisition must be in to be copied.
- Create a requisition by copying an existing one.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In the following scenario, imagine that you are hosting a conference and would like to purchase the same conference items as another department had last year, only in a greater quantity. You will need to make changes to the Quantity, Ship To, and Department. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x0000036D] 
	Click the Purchasing link.


	2. [bookmark: ID0x0000036E] 
	Click the Requisitions link.


	3. [bookmark: ID0x0000036F] 
	Click the Add/Update Requisitions link.

	4. [bookmark: ID0x00000370] 
	Click the Add button.


	5. [bookmark: ID0x00000371] 
	Click the OK button.


	6. [bookmark: ID0x00000372] 
	Click the Copy From link.


	7. [bookmark: ID0x00000373] 
	You can narrow results by specifying criteria on the search page such as Requester, Requisition From and To dates, or Department.

	8. [bookmark: ID0x00000374] 
	Click the Search button.


	9. [bookmark: ID0x00000375] 
	Click the Sel checkbox.


	10. [bookmark: ID0x00000376] 
	Click the OK button.


	11. [bookmark: ID0x00000377] 
	Enter "2" in the Quantity field. 

	12. [bookmark: ID0x00000378] 
	Enter "2" in the Quantity field. 

	13. [bookmark: ID0x00000379] 
	Click the horizontal scrollbar.


	14. [bookmark: ID0x0000037A] 
	Click the Schedule... button.


	15. [bookmark: ID0x0000037B] 
	Click the Ship To button.


	16. [bookmark: ID0x0000037C] 
	Click an entry in the Ship To Location column.


	17. [bookmark: ID0x0000037D] 
	Click the Distribution button.


	18. [bookmark: ID0x0000037E] 
	Enter "UATDPT2" in the Dept field. 

	19. [bookmark: ID0x0000037F] 
	Click the OK button.


	20. [bookmark: ID0x00000380] 
	Click the Collapse (Ctrl+Y) Menu button.


	21. [bookmark: ID0x00000381] 
	Click the Show next row (Alt+.) button.


	22. [bookmark: ID0x00000382] 
	Click the Ship To button.


	23. [bookmark: ID0x00000383] 
	Click an entry in the Ship To Location column.


	24. [bookmark: ID0x00000384] 
	Click the Distribution button.


	25. [bookmark: ID0x00000385] 
	Enter "UATDPT2" in the Dept field. 

	26. [bookmark: ID0x00000386] 
	Click the OK button.


	27. [bookmark: ID0x00000387] 
	Click the Return to Main Page link.


	28. [bookmark: ID0x00000388] 
	Click the Save button.


	29. [bookmark: ID0x00000389] 
	Congratulations! You have successfully completed the Creating a Requisition by Copying a Requisition topic.

- Copying an existing Requisition serves to eliminate redundant data entry.
- Any Requisition can be used to copying into another Requisition.
- Canceled Requisitions, or Requisitions with canceled lines, can be copied. 
- You can override any values that were copied; activity and original requisition dates are not copied
End of Procedure.
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