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Loading Replenishment Requisitions 

 
 

The Requisition Loader process creates eProcurement requisitions from the replenishment 

requests generated in the Create Replenishment Requests process. The requisitions created are 

held in an Open status until the inventory manager reviews and submits them for sourcing.  

 

The Requisition Loader process is normally run manually after the inventory manager has 

reviewed and edited the requests created. 

Procedure 

 
Navigation: Purchasing > Requisitions > Load Requisitions 

 
 

Step Action 

1. Click the Add a New Value tab. 

 

2. Requisition Loader is run manually using a Run Control ID. 

 

Enter REQLOAD into the Run Control ID field. 
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Step Action 

3. Click the Add button. 
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Step Action 

4. Confirm the System Source is set to BIN and Run Type is set to One Business 

Unit to ensure the Run Control ID only loads the appropriate inventory 

replenishment messages. 

 

Enter DOC03 into the Requesting Loader Bus Unit field.  

5. Click the Get Preferred Vendor list. 

 

 

 
 

Step Action 

6. Click the Always Override list item. 

 

7. Click the Save button. 

 

8. Click the Run button. 
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Step Action 

9. Click the OK button. 
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Step Action 

10. Click the Process Monitor link. 

 

 

 
 

Step Action 

11. Click the Refresh button until the Process Instance displays Success and Posted. 

 

12. The replenishment requests have generated the requisitions for review and editing. 

 

These are created in an Open status and will not process to POs until the Inventory 

Manager submits them for sourcing. 
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Step Action 

13.  

End of Procedure. 

 

 


