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Task

Process Information

Creating a Requisition Template (for Recurring
Requisitions)

Note: If additional assistance is needed, please
contact the respective AOC Department staff or
the JIS Service Desk.

NOTE: As a prerequisite, please see the tip sheet for “Creating an eProcurement
Requisition”.

Once created, an ePro Requisition and the associated line items can be saved as a
template for recurring use. NOTE: Templates are unique/personal to a Requester.

Use of a Template is the preferred method for recurring orders. The Copy
Requisition method is an alternative, though not recommended because
unwanted information may unintentionally be included. For example, you would
not want the old Buyer Name to be carried forward on the new requisition, as this
could delay/prevent sourcing to a purchase order. The Template method will
default the Buyer to “Field_Buyer” (or blank), so your new requisition can be
assigned to a Procurement Buyer and then sourced to a purchase order.

GEARS Navigation

eProcurement > Manage Requisitions

Favorites » ManMenus > eProcurementw > Manage Requisitions

1.0 Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.
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STEP ACTION

DETAILS

1. a. Find the requistion to be used as

the source. (NOTE: Use the fields in

the Search Requisitions section to

narrow your search results).

b. Choose “Copy Requisition” from
the dropdown.

c. Clickthe ©° | button.

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Business Unit MDJUD Q Requisition Name Q
Requisition 1D 0000004813 Q Request State [All but Complete v BudgetStatus[ ]
Date From El Date To [02/16/2017 El
Requester COLLEEN.CANTLER @ Entered By Q POID a

Search Clear Show Advanced Search

Requisitions (7
To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make @ selection from the Action dropdown list and click Go
ReqID Requisition Name: BU Date Request State Budget Total
0000004913 AY16 Adobe ETLARenewal  MDJUD 05/262016 PO(s) Completed  Valid 188,756.45 usl Copy ~|[ 6o I
Priority Medium

I & & B %

Requester Colleen Cantler
Pre-Encumbrance Balance

= &

Entered By Colleen Cantler
000 UsSD

Change
Requisition Approvals Inventory Orders Request Receiving Retumns Invoice Payment
Request Lifespan:
Line Information Personalize | Find |0 | B8 Fist (¢ 1430713 ) Last
Line Description Status Price ‘Quantity uom Vndr Name
1 #* Adobe DC Premium P2 - ADD - PO Completed  1.31000 usp 1.0000 EA b3 ~
2 #* Adobe DC Premium P1 - ADD - PO Completed  1.16000 usp 1.0000 EA *
2. The requisition will be copied, and the , ,
. Checkout - Review and Submit
Create Requistion page will open. R — )
7" My Preferences. Requisition Settings
Requisition Summary
Business Unit MDJUD ‘Administrative Office of Court Requisition Name
Requester (COLLEEN CANTLER Colleen Gantier Priority
*Currency |USD
Cart Summary: Total Amount 188,756.46 USD
Expand fines to review shipping and accounting details 9 AddMore tems
Requisition Lines (7
Lne  Descripton temio Vnar Name Quantty vom Frce Total Detals  Comments Delete
[J1 s Adobe DC Premium P2 - 1.0000| Each 13100 131 B Eait il |
Va ADD - ON = (}
2 ? Adobe DC Premium P1 - 1.0000| Each 1.1600 1.16 LE% > Add il |
' ADD-ON
Os a7a Adobe DC Premium P2 - 500.0000) Each 328.2800 164140.00 B O add il |
™ Term Lic
04 Ed Adobe InCopy - Term 1.0000| Each 2222200 22222 =3 O Ada m
" License &
Os w Adobe Dreamweaver - Term 18.0000| Each 2222200 3000.06 B > aga m
" Licen
[J6 g Adobe Flash Professional - 10000 Each 2222200 222 B Cas O
" Ter
(7 g Adove lustrator - Temn Licen 10000 Each 2222200 mn B Qae @
Os E3 Adobe InDesign - Term 17.0000| Each 2222200 37T T4 LE% O Add m

[ Select Al / Deselect All Select lines to: [ AGd 10 Favortes T8 Aad 1o Tempiatels) [ Deiete Seiectea tMass Cnange

Total Amount  133,755.45 USD

Shipping Summary

& Edit for Al Lines
Ship To Location

JIS - MAIN

Address

Attention To Jason Thomas
Requisition Comments
Enter requisition comments
=
[Isend to suppiier ] Show at Receipt [ shown at Voucner

Approval Justification

Entar approval justficaion for this requisition

"2 Check Buaget

[ Save & submit & Save for Later dF acd More ltems 63 proview Approvais BB Aag Request Document
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Choose the lines to be saved on
the template.
b. Then click on the link

3 Add to Template(s)

a.

Information carried over for each
requisition line includes: Description,

Checkout - Review and Submit

Review the flem Informaton and SLOMI the req for approval.
My Proterences

Reguisition Summary
Requisition Name

Prionty [Medum |

Business Unit MOUL

dF AcdMore liems

B ppquisnon setings

Vendor, Quantity, UOM, Price,
. 0 Eacn 100 1 B Fem @
Location, and Account. F
@2k Agove Oc Premum p1 - 1600 % B Oa 8
" ADD-ON
NOTE: Account is the only chartfield B =T . S v B Owm 8
4| Accoe inCopy - Term & 2222200 222 [ Ad 1]
stored on the template. et S
Os e Aluine Dreamweaver - Term 000) -] Ade
Osfe “\:r:l:e Flash Professional [ O age a
17 > Adobe lilustrator - Term Licen B Ade a
Oe 2;ﬁs\n2es gn - Term 170000 Each 222200 B Add o
S— .
[] Sedect All/ Deselect Al Select lines to: I A 10 Favorites R Acd to Tempiate(s) T Desete Selectea Bsmass Change
Total Amount 189.756.48 USD
Shipping Summary
& Edit for All Lines
Attention To
[ send to supplier [ show &t Receipt [ shown at voucher
@ Save & submit B Save for Later F  AddMore ltems 69 Preview Approvals  ®Add Request Document
4, Enter a Template Name and
Description, and then click the Add items to Templates
OK button to save the Add Selected Items to Template(s)
template. You have no Personal Template(s)
Add a new template
Template Name Adobe Template
Description Adobe Products Yearly| x
NOTE: Make the Name and Description Cancel
meaningful, so you can easily identify
the template later.
. ] Favortes » tain . eProc - -Rewxsmn
5. | You can cancel this requisition by SN =
. . s s ORACLE
clicking on Requisition on your menu.
Checkout - Review and Submit
D o SR B W s
Requisition Summary
NOTE: This action cancels the R R —
Requisition, but not the Requisition
Tem p Iate . C A: ::t;nmrv Total Amount 224.69 USD = T
100 ach B Qa0
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6. When you receive the Save message,
click the No. putton.

NOTE: This action cancels the
Requisition, but not the Requisition
Template.

DONE! When you are ready to order
the same goods again, you can use
your new template!

| Save Warning

Do you want to save your changes? Click Yes to go back and save, or No to discard your changes.

1 i Yes I No ]

7. To access your saved Templates, follow
the navigation as seen on the right and
you'll see your templates under the

I|nk Templates

Favortes~ || ManMenuv > eProcurement~ > Requisition

ORACLE

Create Requisition 2

Welcome  Colleen Cantler

Home 7 MyPreferences 368 Requisition Settings | T 0 Lines [ (Sl
Request Options hd Search EEmll Advanced Search

Enter search criteria or select S

from the menu on the right to @ Catalog @ Web ) m; Express Item Entry )

begin creating your requisition. Browse Catalogs Browse Supplier Websites Create an Express Requisition

MDJUD - Item Category NEW
DU; Special Requests Forms l:“ Favorites ) )
Create a non-catalog request Create and Submit Forms Browse Favorite ltems and Services

Business Cards
Templates aj ePro Services ms Recently Ordered
Browse Company and Personal Request Senices View recently ordered items and
Templates services
Adobe Products Yearly Fixed Cost Service JIS 138C - Charles County Ci
Tests5 Variable Cost Service JIS 156 Baltimore City Renov.
Time and Materials IS 127C-W - Wicomico County...
JIS 127C-D - Dorchester Coun..
Payment Manager - Mainfenanc...
More..

@ External Catalogs
Browse Supplier Website ltems

@ End of Document
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