Creating Purchasing Requisitions from Budget Requisitions

Login to ERMA, Purchasing, Requisitions: (Apply the filter if you still haven’t shut this off. Reminder: if you
don’t want the filter to continually display on these screens, click on Preferences, check the Do Not Automatically

Display Browse Filter, Save.)

1. Click on Clone from Budget Request
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2. Change the Req/PO Group to 900-BUDGET REQUISITON (this is where you created them, kind of
like a filing cabinet.) Click on the budget request you want, Select.
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9000000110 |WBR. | Science Discovery Boxes LAKESHORE LEARMIMG MATERT... 169,90 [ SCHINDLER,, TAMRA J
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9000000158 [WBR | National Geographic magazine MATIOMAL GEOGRAPHIC YOUNG... |IA 71.00 | SCHINDLER,, TAMRA J




3. Make any approved changes to the line items, Save.

 Home Page | Bud Bld | Budget Request - General | Item Selection
r Item Selection

100 ) Science Discovery Boxes-Complete Set 3boxset £149.00000 | St Al
110 FF-593 set of 30 blank books set 30 §12,95000 1 (i} i_ f 1 hQuantity
120 WT-363 Medium tuff tote 1tote £7.55000 1 ] [ 1 1 Remaining

4. CHANGE THE REQUISITON GROUP TO YOUR CORRECT PURCHASING GROUP —i.e., 100, 200, 400,
Save. If you do not get this step correct your requisition will be denied and you will need to

start over.
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5. If the accounting is correct, go ahead and click on Submit for Approval. That’s it. Repeat as

necessary.
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100 | FF-830X Science Discovery Boxes-Complete Set 13 boxset 149,00000 149.00
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