@SD

OPERATIONAL SERVICES DIVISION
Job Aid:

How to Clone a Requisition

This Job Aid shows how to:
¢ Clone a Requisition in COMMBUYS

Of Special Note:

Requisitions are documents used to request goods and services. A requisition is the first document used to generate a
Purchase Order (PO). Cloning will allow you to copy (or clone) a previously created requisition in order to create a new
requisition, thus eliminating the need to re-enter much of the data. The new requisition will have a new requisition number
and allow you to edit data in any way you need to in order to update the requisition information.

NOTE: Punchout orders cannot be cloned.

NOTE: Full details on creating a Statewide contract purchase can be found in the job aid How to Make a Statewide
Contract Purchase in COMMBUYS.

There are two methods to search for and display an existing requisition from which to clone. One way is to click on the
Requisitions icon located on the left side of the home page.

B

An alternate method is to search for the requisition using the Advanced Search functionality.

QQMMPHIEG Marketplace v n Advanced l

Both ways are described below in Step 1.
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Screenshot Directions

Step 1: Selecting a Requisition (First
COMMBLYS @

Method)
VIIvIoU Ty Marketplace v n Advanced
1. After logging in to COMMBUYS, click

©
on the Requisitions icon on the
left side bar of the COMMBUYS
Home Page.
News Recent Documents
Date Category Title Document #
Na news items. No recently viewed docum i o i
2. Alist of requisitions displays. The
tabs at the top may be selected in
order to view requisitions in different
COMMALYS @ — E s o000 statuses. Generally, you will choose
the tab Gone to PO. You may also
Redquisitions . . .
click on the View Mine button at the
I Whopes  Gmgfeimos  Gmmel ResyirPutasy  GenP)  GmenBd I top rlght Of the d|Sp|ay to Change the
GG TAoD list and see a View All display.
Description & RegType 4 Requester  Purchaser 4 Deplloc & UemedDete & Torl [ L
e Rekzse il efels il el 01D ol fLin 3. Choose a reqUISItlon to clone by
clicking on the blue hyperlink in the
OB 100k Catalog Requisition Rekase Bil OKeefe15 Bl O¥eefels PO1IPO! s sas61 Fry
am Requisition # column.
W =4 Release Bl Cheefels. Bl Okesfers. PO1PO! $ng
wamom | o . —_— S - 4. The Summary tab page of the
il h o o . S - w_agw .
I requisition displays. Scroll to the
m 25 #P0-15-1080-0SD3 SAC3- 15361 Rekease Bil O¥eefets PO1IPO! xS AL bottom of the page and CIiCk on the
],%;lmmw-m 0FFS3 - Emeipes Reke Bl et Bl O¥eeels POIIRO! NSRS g clone Requisition button
If using this method, skip to Step 2,
otherwise see next page.
Clone Requisition Print 9
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Screenshot Directions

COMMBUYS @

— QPERNTIONAL SERVICLS DIVISION—

Marketplace v n

Advanced

COMMELVS @

—— OPERATIONAL SERVICES DIVISION —

- Advanced Search

Document Type: Select Document Type...
COMBUIS g s [ 2a0s
Document Type: ~ Requistans v Match ez (]
Reg# Akernate D Destription @
Requisiion Type Degartment Locztion
Selct Reguisiion Tpe.. v SeectDeparment.. v Seletlocton. v
Stas Requesior Buyer
Select Status... v Selet Requestar... v Selet Buyer.. v
Vendor Kame @ Item Descipion @
NG (ass NIGP (lags fiem
Select Oass ID.. v Select (lass frem ID. v
Results
1501% 1239 il
Requisition# b Destription O RequsiionType ) Created Date  Deparment /Location {; Requestor & Towl & Sus v
RQLA0POLPOL  PO-1S-1080-05003- GIB From Faster . . - -
Refease T FOUPD Bil O¥ecfed 19458 Gone PO
¥ 03DU-13725:485 FACIN :
RQ-22:1860-001-701- 0-18-1080-05003- Navy Hand Hat-&28 From S — T -
Refease T FO1PO! Bl O¥ecfed 938 Gone PO
wn DBWE el = ' e i e
RQ-ZIS0-POLPOL  PO-13-1080-05003- GIBF WRO N . . -
Release 2w FOUPD Bil O¥eetes 811404 one o FO
i OBEER RO “ ' ' s e

Selecting a Requisition (Alternate Method)

1. Click on the blue Advanced hyperlink
at the top of the Home Page next to
the magnifying glass icon.

2. Click on the down arrow next to the
Document Type field and select
Requisitions from the dropdown
menu.

3. Search for an existing requisition by
completing one or more fields and
clicking on the Search button at the
bottom.

4. Select a requisition to clone by
clicking on the blue hyperlink in the
Requisition # column.

How to Clone a Requisition
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Screenshot Directions

Step 2: Opening the Cloned Requisition

_ 1. When the screen re-displays, click on
Release Requisition RQ-22-1990-BIDS1-BIDS1-387343 the blue hyperlink for the cloned
requisition in the yellow System

Warnings box.
Generdl  ltems  Vendors  Address  Accounting  Routing  Attachments  Notes  Reminders  Summary 9

System Warning(s)

Cloned requisition | RQ-22-1990-81051-BID51-387344

Release Requisition RQZN 990-BIDS1-BIDS1-387344 2. The cloned requisition opens to the

Summary tab. Click on the General

] tab.
General items  Vencors  Address  Accounting  Routing  Attachments  Motes  Reminders  Summary

Header Information

Requisition Number: RQ-22-1990-BID51-BIDS1-387344
Organization: Department of State Purchasing
Department: BIDS1 - Procurement Department
Entered Date: 2
Requestor: Bill O'Mallzy15
Contact: Bill O'Mallzy15
Estimated Cost: 847
Solicitation Enabled: No
Invoice Mathod: Three Way Match
Ship-to Address: Andy Dwyer
80 West Avenue
hoston, MA 02117
U3

Email: test@periscopehaldings.com
Phone: {123)436-7890
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Screenshot Directions

General items Address

Requisition Number:

Status:

Accounting

Routing  Amtachments  Motes

Reminders

Summary

1RI - Requisition In Progress (When User request is created)

Departrent™

Location™:

BIDS1 - Procurement Department

BIDS1 - Procurement v

Required By Date:

M

Print Format:

Requisition Type : Release v
Requestor: Bill O'Malley15

7
Contact: Bill O'Malley15
Alternate ID:
Estimated Cost: $0.00

Requisition Print «

Special Instructions :

Step 3: Completing the General Tab - Left
Side

The General tab page displays.

NOTE: On this and all succeeding tab pages,
retain fields that you wish to include in the
cloned requisition and make changes on
those fields that need updating.

NOTE: Full details on creating a Statewide
contract purchase can be found in the job aid
How to Make a Statewide Contract Purchase
in COMMBUYS.

Short Description*:

First Aid Kitg

Fiscal Year:

Organization:

Solicitation Enabled:

Entered Date:

Type Code:

Purchaser:

Contact Phone:

Tax Rate:

2021 v
Department of State Purchasing

O]

07/22/2020

O'Malley15, Bill

617 999 9999

Step 4: Completing the General Tab —
Right Side

On the right side of the General tab, review all
fields brought over from the original
requisition.

NOTE: On this and all succeeding tab pages,
retain any fields that you wish to include in
the cloned requisition and make changes on
those fields that need updating.

Short Description: be specific as this field
can also be used as search criteria to
locate a requisition — can be used as a
place for your department document
number

NOTE: In most cases involving cloning, the
Short Description field will need to be
updated.

Click on the Save & Continue button at the
bottom of the page to save the information
modified on the General tab.

How to Clone a Requisition
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Screenshot Directions

Step 5: Reviewing Item Information

Release Requisition RQ-21-1990-BIDS1-BIDSI-301191 sons - s . PP
sin g2 The Items tab displays the existing items on

W s S the original requisition. Items can be modified,
added, or deleted as needed.

General hems  Vendar

i NOTE: If adding a new item, follow Steps 6
ntyCoun: Moo v Uswlecie (860 through 8, otherwise continue to Step 9 to
modify or delete an existing item.

Pt em Destrgton To e
g i Miimu talg Price Nt [ Ted T E E
b " Uiz Deane R 0.
T aer Bk Line POIS0B0SDUN-0SDI000000004IS0 15300 SefeyProducs e e B erson §iLle
i WL R BB am il
T $16
Step 6: Preparing an Item Search
Release Requisition RQ-21-1990-BIDS1-BIDS1-301191 1. To add items to the requisition, click
on the ltems tab.
Genera Items fvendors Address  Accounting  Routng  Attachments  Notes  Reminders  Summary
Vs e Accunrg Kot 2. Click on the Search Items button to

begin the process of adding contract
goods or services to the requisition.

There are no items. Please click 'Search Items’ below 1o add an item.

Search ltems

How to Clone a Requisition Page 6 of 12



Screenshot Directions

Step 7: Searching for Items

Sech sing o When the Advanced Search page displays,
- there are two different ways to search. One
way is to input the search criteria in the

Advanced Search= Search Using field and click on the Find It
Add to Req & Exit Cancel & Exit button.
Copyright @ 2021 Periscope Haldings, Inc. - All Rights Reserved.
The second way (the Preferred method) is to
s click on the Plus Sign icon (+) next to

Findk Advanced Search to open more search
fields.
Advanced Search®

AddtoReq & Bxit (ancel &Exit

Copyrght © 2021 Perscope Hodings,Inc - Al s Reserved.

Using the preferred method, you may search
Advanced Searche by one criterion or multiple criteria.

The most often used fields are:
WEETET) cy; o Description: Enter the Statewide
Contract Number

Search Using: Lo

Search Fields:

Contract/P0 # Description
i ¢ Vendor Name: Enter the Vendor

[tem Description Vendor Name Name
- o |tem Description: Enter the

& M description of the good or service to

be purchased.
Item Type v
UNSPS CSegmentfamily y Click on f[he Find It button to reveal search
results displayed at the bottom of the page.
UNSPSC Class v
Commodity-EPP Q Cooperative Purchasing ||
Favorites 0
Result Type:

hem Shaow Orderable Only
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Screenshot Directions

Step 8: Selecting Items

sbyCoinn Pseene v snbsenee GO

1 VasrBankee Lre PO-I5 10BB0SDONOSIOA000MONRS0 5300 Sefey Producs - Fre e B st
] il S
T ST4l1E
ar.
=
'
a e
b Y =
| \
-_U.

Release Results
The search results display the unit cost, unit
of measure (UOM), vendor, etc. for each
Sty g 1w b item.
"
e Selert | Quantity A Minimum | tem Unit UOM | Vendor Name .
Uptoss (9 Ot D (. 1. Click on the checkbox next to the
§25-590/1) . desired item in the Select column
5051005 .
s 0 Sy e pron a0 |ms :::irr;:mental 2. Enter a number in the Quantity field.
enaer
C;rdiﬂﬂlﬂeﬁm 3. Click on the Add to Req & Exit button
e located at the bottom of the page.
(onrsontencer(l) |- 0| SoyPrdcs-Fddke B pen U7 |5y |ETAental
Environmental Express (3) bpress
Fisher Scientific{1)
Johnstone Supply - The ‘
Wourn Group 3 0 Safery Progucs-Frst Aid Kie: ) persan S5 |H-Eo :::‘r:::mml
Step 9: Modifying or Deleting ltem
‘ Information
Release Requisition RQ-21-1990-BIDS-BIDS1-301191 sz - b

To delete an item, select the checkbox to the
right of the item to delete.

To modify an item, change the quantity and/or
click on the item number in the Item #
column.

NOTE: Items/services with a $0 unit cost
need to be edited to enter a dollar value and
item description. A price sheet may exist that
provides item pricing. Follow instructions in
the Contract User Guide.

If quotes are needed, refer to the “How to
Request Quotes from Vendors on Statewide
Contracts” job aid.

Click on the Save & Exit button when
finished.

How to Clone a Requisition
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Screenshot Directions

Step 10: Viewing the Vendor Tab

Click on the Vendor tab to view information
about the vendor who will receive the PO and
deliver the items.

This information is auto populated based on
the goods/services selected on the Items tab.

If the vendor’'s name displays Conversion
Vendor or Solicitation Enabled, click on the
Items tab and select the Vendors sub tab.
You will then select the vendor from whom
you will purchase the items.

Release Requisition RQ-21-1990-BIDS1-BIDS1-301191

General  lems  Vendor] Address RAccountng  Routng  Amacnments  Nows  Reminders  Summary

Andy Dwyer Andy Dwyer

80 West Aveniue 80 West Avenue

boston, MA 02117 boston, MA 02117

Us us

Email: test@periscopenoldings.com Email: test@periscopeholdings com
Phone: (1231456-7830 Phone: (1231436-7890

Save & Continue Apply Ship-to to All [cems Apply Bill-to to All frems

Step 11: Viewing/Editing the Address Tab

Click on the Address tab. If no change is
required, go to Step 12. If a change is
needed:
e Click on the magnifying glass icon
e On the popup page, click on the Find
It button
e click on the radio button next to the
desired address
e Click on the Select button at the
bottom of the page
o When the popup screen dissolves
click on the Save & Continue button.

NOTE: The Accounting tab is not currently
used in COMMBUYS. The Routing tab is not
activated until after you submit the document
for approval.

Release Requisition RQ-17-1080-05D07-050D07-77286
- =i

Files

O ok Al il 1 el P L oot

By Fla Drmpyrmarry

Add Pl

Step 12: Viewing/Editing the Attachments
Tab

Click on the Attachments tab. Attachments
may include bid attachments and required
forms or contract documents, (e.g. T&Cs,
SOWSs, MOUs, etc.) If any files automatically
attach, review and keep or delete as
necessary.

Click on the Add File button to add a new file.

When complete, click on the Save &
Continue button.

How to Clone a Requisition
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Screenshot Directions

Step 13: Adding Notes
L TRt iy Click on the Notes tab if you would like to add
ot | ANRRIS [y) W RO e R an internal note that is not viewable by the
[—] Vendor.
el mte = When complete, click on the Save &
L Continue button.
S B Cortrur nr
Step 14: Entering Reminders
Release Reoisfion RQ-21-1980-BIDSI-BIDST-301191 Click on the Reminders tab if you want to
- e e S send a reminder to yourself or another person
within your organization.
. - NOTE: Reminders are not brought over from
D i the original requisition.
p— - When complete, click on the Save &
i o 14 stetis Oriend, B Continue button.
| S—
SaedContinee | Reset
Step 15: Viewing the Summary Tab
S Click on the Summary Tab to view a
Release Requisition RQ-22-1990-BIDS1-BIDS1-387338 s ti-nges B Summary Of the nearly Completed requisition.
e m Review the Summary page information.
— Click on the Submit for Approval button to
—— Pa— - i submit the requisition for approval.
:::::: me BIS1-Presemest Regred By Date:
Fequestar: v::: - E nu ::Ilu; m
Estimated Cost. W Pring Formas: Requision Prim b‘
i o
Attachments
AgencyFles:
AgencyForms:
Item Information =
I Supmicfur Approsl '[;n:a\l!auun" COsnelequstion ~ Princ
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Step 16: Submitting for Approval

Select Automatic Approval if available.
Otherwise, select the appropriate approval
path.

The default approval path displays, or the
purchaser is given the option to select an
alternate approval path.

Click on the Save & Continue button.

NOTE: The requisition will now proceed
through the approval path (no image is
provided here as the approval path will vary).

The Purchaser will be informed by
COMMBUYS email when the approval is
complete, at which point you can log back
into COMMBUYS to view or continue with the
next step.

Click on the Save and Continue button.

Step 17: Viewing the Summary Tab

Release Reguisition R preveyaer-| e

e After approval, the Requisition Summary tab
o . redisplays. The status has been updated to
pr— Gone to PO.

jowPuntese PO-15-1080-05D01-06C CHORU0NESR S

NOTE: If the status is Ready for

Hoseomatin Purchasing after approval, then scroll to the
st e e s bottom of the Summary tab page and click on
—
- - bty the Convert to PO button.
Enmared Date Reguisition Type: b Tjpetose:
Raquestar Parchasar: : FiaealVoar: i)
{ontact: Contact Phone: hhvernane :
Estimated Cost: w0 Print Format:
Selicitation Enadled:

Iveice Meshost
Shigeto Address: Bill<o Address:
Spacal Instructons
Mttachments
AgeecyFiss:
BgeeyForms:
Vendar Fies:
Vender Foems:

Item Information 2 -
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Screenshot Directions

Step 18: Completing the PO

(04250:44 [ ]

r PO-15-1080-05D01-05D104

Release Purchas

Direct Release POs will automatically send
after the requisition has been approved and
the status displays as Sent.

If this is not a Direct Release PO and your PO
is in Ready to Send status, scroll to the
bottom of the page and click on the Save &
Continue button to send an email notification
to the Vendor.

NOTE: If you purchased from a Standard
Release contract that is set up as a
Distributor Model or is Solicitation Enabled,
OSD recommends following the How to
Request Quotes from Vendors on Statewide
Contracts job aid which is in the COMMBUYS
Bids section of the job aid page.
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