FINANCIAL AFFAIRS

The University of Alabama at Birmingham iProcurement: Copy|ng a ReqU|S|t|on
Login to Oracle HR &
Finance: myApps
e Navigate to the
myUAB portal. vA- Adobe Sign 3 AskT [~ Axiom
e Llocateandclick
Oracle HR & L Qracle HR & B BlazeriD box  Box.com
. Finance Central
Finance. macLe
Navigate to iProcurement: _ . )
Search Q| & -Business Suite
e C(Click the 3-lined
navigation button in UAB AF End Lser
the top left of the UAE Effort Report User
Oracle homepage.
UAE FN Document Entry/Approval
e From UAB FN
Document UAE GAEnd User General Ledger
Entry/Approval' UAB GL End User Purchasing )
choose Purchasing, Suppier
then Re uiSitionS and UAB OnBase FN Campus Access ﬂ Document Locator »
i ) q ’ Requisitions [& Requisition Summary
finally iProcurement. UAB Report Viewer |5 Personal Workiist
Purchase Orders X
[= iProcurement
UAB Report Viewer - Administrator [F Payment Request
UAB Self Service Applications [& Electronic Distribui
UAB Sunflower Custom Reports 5 POUAB New Supp
Locate the Requisition: Wy Requrerions
. .
e Findin the My e s . &
Requisitions list : OR
OR o —
e  Click the Requisitions
tab.
In My Requisitions list:
e Click Copy icon next to
the requisition you
. Select requisition: Copy To Cart Cumplele wee
Want tO COpy - OR Select Requisition Description
OR =) 1392467 Sample ltem #123
L

In Requisitions tab:

e  Click the radio button
next to the requisition
you want to copy.

e Click Copy To Cart.
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The University of Alabama at Birmingham iProcurement: Copy|ng a Requisition

You will be routed to the
Edit and Submit Edit and Submit Requisition 1529290 [ Check Funds ] Refrosh | [ Printable Page | Submit
Requisition screen. * Ingicates required field
Total 229051 USD
e Make changesif * boscrption | Samel Reauision
needed Additional Information
° Click Save. Order Method :’Hnt Q

* Deliver To Name  Recipient's Name
* *Building Abbreviation & Room/Suite  AB 520
* Requester's Phone #  205-555.5555
* Requester's Email RequesterEmail@uab.edu
* Department Name  Your Dept
Expiration Date [y

* Do scanned documents exist? N a

“Building Abbreviation & RoomiSuite
Format Examples:

T 404; AB 520, SHEL 220; MCLM 256;
etc.. Building List Lookup

setect Lines: [

[ Details Description Quantity Unit Price A';'J’g‘s; Need By Date Deliver-To Location fn':sc'a' Contract/Quote#  Attachment Delete
w
o » Whatchamacalit g 2 Each 7530 USD  150.78 02-Aug-2025 00:01-00 Bham Main Campus., O, Quote# 12345 + @
o » Otheritem A 23 Each 10/ USD  230.00 02-Aug-2025 00:01-00 Bham Main Campus., O, + @
2

A Confirmation will Ey Confirmation

appear. Requisition 1529280 has been saved.

o Click New Cart to You can continue to checkout, or create a new shopping cart. Creating a new cart will store current
: requisition. Any manually added approver will be moved to the end of the default approval chain. Incomplete
empty your shoppmg requisitions can be accessed from reguisitions page and completed later.
cart

OR Continue with Checkout

e Click Continue with
Checkout to proceed
with checkout for this
requisition.

Last Updated: 8/9/24 2



