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Copying an Existing Requisition 

 
  

Copying an Existing Requisition is a new Select Action menu option in Core-CT 9.1. This option 

allows requesters to quickly copy a requisition from the Manage Requisitions page regardless of 

its status. There is no limit to how often an original requisition can be copied. The new requisition 

will open at the Review and Submit page. All items, chartfield information, and comments will 

be carried over from the original requisition. The Requisition Name and Attachments will not 

copy to the new requisition. 

Procedure 

 
Navigation: eProcurement > Manage Requisitions 

 
 

Step Action 

1. The requester has identified the requisition to be copied on the Manage 

Requisitions page.  
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Step Action 

2. Click the Select Action list. 

 

3. Click the Copy Requisition list item. 

 

4. Click the Go button. 
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Step Action 

5. The Create Requisition: Review and Submit page displays.  

 

Review the defaulted values and update as necessary. 

6. The Requisition Name field does not default. 

 

Enter December Pad Restock in the Requisition Name field  

7. REQ Obligation does not copy from the original requisition. Update as necessary. 

8. Click the Expand Section button. 
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Step Action 

9. Verify the default values copied for this line are appropriate for the new requisition.  

 

Click the Collapse Section button. 
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Step Action 

10. Click the scrollbar. 

 

 

 
 

Step Action 

11. Click the More Comments link. 
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Step Action 

12. Enter Restock custom pads ok per Jim Dandy into the Use Standard 

Comments field. 

13. Click the OK button. 
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Step Action 

14. Click the Add/Edit Comments button. 

 

 

 
 

Step Action 

15. Click the Delete row 1 button to remove the existing comment. 
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Step Action 

16. Click the OK button. 
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Step Action 

17. Click the OK button. 

 

 

 
 

Step Action 

18. In this example no other changes need to be made. 

 

Click the Save & submit button. 

 

19.  

End of Procedure. 

 

 


