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WEBREQ11 Copying a Requisition

When raising a Requisition, Agresso Web has the capability of copying the details of a previous Requisition

for the same Supplier onto a new Requisition.

WEBREQ11.1: Copying a Requisition

1. To access the Requisitioning screen:

Select Menu Option
Select Procurement
Menu Select Requisitions -Advanced

Requisitions

Your em ent
E Requisitions - advanced

Procurement E‘J. Workflow enquiry - Requisitions

@ own requisitions
The following screen will appear:

i PL Regquisitions - advanced X

Requisition entry  Requisition details  Punchout

Requisition number

o=

Requisition Default supplier & contract

* Requisitioner * Supplier
|E Brown (=] =]
155239

* Status

Active - Contact

External reference

Message Default GL analysis

* Sub-Project Code

* Invoice Address

=] H24-01 =]
¥24 Finance Office
* Procurement Process Type * Delivery Address for Goods
~ H |
Additional Note
~ H
Punchout
Go shopping | Generate to requisition
Clear Open Print preview Export Log book Copy requisition Start from template Save as template

Open -
2. Select and enter the Requisition number

The following screen will appear:
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Enter the Requisition number that needs to be copied then click on
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| Search |

Value lookup

Search criteria

2586871

Requisiticn number Resource ID

2586871 155239

Close

3. Click once on results for the

screen:

Requisition entry  Requisition details

Requisition number

o

* Requisitioner
lan Brown
155239

* Status
Active

External reference

Message

e Chr Open

Requested by

Print previe

Supplier/Customer

15252 NEWEY 8 EYRELTD

Punchout

Default supplier & contract

* Supplier
15252 =
MNEWEY & EYRELTD

Supplier/Customer (T)

Delivery date External reference

=
20/08/2014

ired Requisition, this will then load the requisition details onto the

NEWEY & EYRE LTD, YARDLEY COURT 11-12 FREDERICK ROAD EDGBASTON, B15 11D BIRMINC

Contact

Defauli GL analysis

* Sub-Project Code

141744-01 =
FIN OFFICE - SYSTEMS
* Procurement Process Type

WALID CONTRACT/FRAMEWORK - H
Current, valid signed Contract/Framework Agreeme...
Additional Note

| |~ =

X

Eport ~ Loghook ~ Copy requistion

Start fom template

* Invoice Address

%24-01 =
X24 Finance Office

* Delivery Address for Goods

90206-01 H
Finance - 550 - Tay House

Saveas emplae

Copy requisition

4. From the Menu select at the bottom of the screen select
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5. Once copied the following message should appear on the screen and the requisition number will

H cCopied

Requisition entry  Requisition details  Punchout

Requisition number

]|
Requisition Default
* Requisitioner * Supplie
| lan Brown |§ 15252
155239 MNEWEY &

6. Amend the details of the requisition as required as per instructions on raising requisitions manual
WEBREQ1

7. To Save the Requisition Click on the Save button at the bottom of the screg._m

pen Print preview Export Log book Copy requisition Start from template Save as template

Once saved the user will get a requisition number. This will then go for approval and
+/ The requisition is saved with requisition number 2636026

Any errors see details and amend accordingly

@) Please correct the following:
- Delivery Address for Goods: This field must contain a value.

be ‘0.
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