
How To Copy A Requisition in eFinancePlus 
In the Requisition Listing, enter the requisition number you wish to 
copy and then click Copy.  

 

The screen will change to the COPY REQUISITIONS SCREEN. Click . 

 
 



The screen will pull up and highlight the requisition you entered. If 
this is the requisition you wish to copy, click . 

 

The system has copied that requisition to a new requisition with a 
new requisition number.  

 



 

You can now edit this new requisition with any updates/ changes you 
need to make.  Make sure that the Ship To and the Comments are 
correct for this new requisition. If you need to change the budget unit 
you can click on the Select Detail Items to highlight the line item and 
click through the fields to make any updates. 

Once you have updated all fields and the new requisition is correct, 
click on the SAVE button just like you would with a new requisition. 

 



Once you hit SAVE, the system will go back to the COPY REQUISITION 
field that you started at. 

 
You can copy this same requisition again or click the back button and 
enter a different requisition number to copy or click the back button a 
3rd time to exit the COPY REQUISITION field. 

 

 

*Please note, the COPY REQUISITION function copies everything 
except the NOTES and the ATTACHMENTS. You will need to enter 
NOTES for your new copied requisition and attach necessary 
documents.  

 

See instructions below for how to copy the NOTES. 

 

 

 
 

 

 



 

How to Copy the Notes in a Requisition 
 

There is a way to copy the NOTES field for any requisition. If you 
routinely enter the same information in the NOTES, it may benefit you 
to learn to copy the NOTES.  

In any new requisition, click on the Notes. 

 
 

 

 

 



The Notes pop up box will appear with the current requisition number 
listed and a blank text field. 

 
Enter the requisition number of the Notes field you wish to copy and 
click OK. It will copy the Notes from that requisition into this Notes 
text field. You can edit the text as needed. 

 

Click  and the Notes have been copied and saved into the new 
requisition. 

If you want to make sure the Notes copied over, click on  at any 
time to view them and verify they are correct. 


