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How To Duplicate a Requisition 
Complete the following steps to approve a requisition. 

 
Log into Stratus Financials using Company Single Sign-On. 

 

 

https://elbz.fa.us2.oraclecloud.com/fscmUI/faces/FuseWelcome
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Navigate to the Procurement tab and select the Purchase Requisition (New) tile.  
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Select My Requisitions at the bottom. 
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You can search for the requisition number or by name. Your most recent requisitions will be listed here.  
 
Click on the three dots (…) to the right of the Req and select Duplicate. 
 
 
 

 
The requisition will be duplicated as a new requisition where you can begin making your edits. 


