How To Duplicate a Requisition

Complete the following steps to approve a requisition.

Log into Stratus Financials using Company Single Sign-On.

T TOWSON
UNIVERSITY.
& bstarkloff@towson.edu

Enter password

Password

Click here to manage your NetiD or password. Need help?
Contact Office of Technology Services at 410-704-5151 or
submit a TechHelp service request at
https://techhelp.towson.edu

Notice: Unauthorized access to this computer is in
violation of Article 27 Sections 45A and 146 of the
Annotated Code of Maryland. Towson University may
monitor use of this system as permitted by state and
federal law, including the Electronic Communications
Privacy Act, 18 U.S.C. sections 2510 et seq.
Unauthorized or improper use of this system may
result in administrative disciplinary action and civil
and criminal penalties. By logging in you consent to
these terms and conditions of use.



https://elbz.fa.us2.oraclecloud.com/fscmUI/faces/FuseWelcome

Navigate to the Procurement tab and select the Purchase Requisition (New) tile.
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Select My Requisitions at the bottom.

| STRATUS

Self Service Procurement

Towson University | Towson University

Q.  Search for items or services

Create Noncatalog Request

My recent requisitions

Delivered  Requisition REQO004160

Professional Development

1Line
Purchase Order TOW0002519

Buyer

Bindu Balakrishna

v Purchasing news [

Per TU 08-03.00, Procurement Policy, invoices for go|
University Procurement Policies and Procedures, unl
the required dates for both goods and services. Pleas
assigned to the purchase to process in a timely mann

For purchases $5,000 and below, the using departme]
visit the Procurement Card Program website.

The Procurement Department have established the following requisiti

Requisition for Fixed Price Goods - Use this form when ordering go
delivery date in the description.

SN Reguisition for Fixed Price Services - Use this form when you want

f Self Service Procurement  |[£] My Requisitions =\ Cart
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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.

My Requisitions

Q, Entered By Brian Starkloff X Search for requisitions

Requisition Status Approved 0  Action Required Create change order 0O

-
1 result
Professional Development e
REQ0004160 Entered By Brian Starkloff 4/15/24
Delivered Professional Development i )
Purchase Order: TOW0002519 sold by Learning Tree International ®© View Details
/ Edit
[C; Duplicate
[2 View Document History
¥Q View Life Cycle
B¢ Reassign
&) Cancel
Ta] Delete

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



