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BITS-Funded Assets ITD-10 Requisition 
Use this job-aid for IT Assets being acquired with BITM1 (DAS BITS) funding.  

  

Navigation:   
Select Core-CT Financials 

Click eProcurement tile 

Click Create Requisition tile 

 

 

 
 

 

Click Requisition Defaults 
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➢ Enter Requisition Name   

• Use prefix of BIT plus your 3 letter Agency acronym, then a generic description of your items (Example: BIT 

DAS Laptops)  

➢ Select Requisition Type   

• ITD-10  

➢ In the Line Defaults section, enter Supplier, Category, Unit of Measure, and Buyer.  

➢ In the Shipping Defaults section, ensure the Ship To default is correct, or select appropriate location from the 

lookup icon prompt table. 

➢ Location:  Enter or select the AM Location from the look up icon prompt table (they start with A (for Assets) 

plus the 3 letter Agency acronym).  

➢ Enter DAS BITS distribution values assigned to the agency (DEPT ID, appropriate asset Account Code). 
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➢ Click on the Asset Information Tab  

➢ Enter AM Business Unit: BITM1  

➢ Enter Profile ID: Select the appropriate value. 

• Click  to search. 

➢ Click  

  

 
  

  

➢ This will bring you to the Create Requisition page. 

➢ Use Special Requests for ordering commodities only.  

 

 



BITS-Funded Assets ITD-10 Requisition 
eProcurement 

Updated as of: November 26, 2024  
Core-CT Financials 

 

4 
 

 
 

➢ Use Fixed Cost or Variable Cost when procuring Services Only. 

➢ Use Fixed Cost Service when you know the total value of the services. 

➢ Service Description, Price, Currency Code, Category, Start Date, End Dates, Supplier ID, and Quote Number, 

are needed to complete the request.   

➢ Serial numbers and other useful info are entered in the Comment Text box. 
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➢ Use Variable Cost Service when you don’t know the total value of services until invoiced. (A PO change order 

will be required at that time). 

➢ Service Description, Rate, Currency Code, Number of Units of Work, Unit of Work, Category, Start Date, End 

Date, Supplier ID, and Quote Number are needed to complete the request.   

➢ Serial numbers and other useful info are entered in the Comment Text box.  

 

 
 

➢ Use Time and Materials when ordering both services and commodities.   

➢ Service Description, Rate, Currency Code, Number of Units of Work, Unit of Work, Category, Start Date, End 

Date, Supplier ID, and Quote Number are needed to complete the request.   

➢ Serial numbers and other useful info are entered in the Comment Text box.  
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➢ The example below is using Special Requests (ordering commodities only). 

➢ Enter the Item description using the following format:  Type of Item [Hyphen]Manufacturer [Space]Model.  
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• Example: Laptop-Lenovo ThinkPad L15 G2  

• Note: Do NOT use Commas (,) in the description. It will cause problems during the Physical Inventory 

Process.  

➢ Enter the Quantity.   

➢ Enter the Price of the item(s). 

➢ Click  

➢ Repeat as needed for each Line Item.  

  

 
  

    

➢ Click   on the page, or in the shopping cart once all items have been entered.  

➢ The Checkout page displays.  

➢ Click the arrow to the right of the line description to display and review the Schedule Details and Line Details, 

which should default from the Requisition Defaults page.  
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➢ Click the Line Details tab.  

➢ Enter the Contract ID or update the Purchasing Authority as necessary.  

➢ In this example, a Contract was used so the Purchasing Authority remains Contracts. 

➢ Click  
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➢ Add relevant comments and justification as applicable. 

 

  
 

➢ Click Header Comments button, to bring up the Requisition Header Comments and Attachments dialogue box. 

➢ Click Add Attachments button to add pertinent documentation. 
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➢ Click My Device 

 

 
 

➢ Select the file to be Uploaded and Click Open 
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➢ Click Upload 

 

 
  

➢ When the file is Uploaded, Click . 

 

 
 

➢ The Requisition is ready to be reviewed and submitted.  

➢ Click Save to save the Requisition so it can be submitted later. Click Submit to complete the order and route 

for Approval.  

 

 
 

➢ The Submit button prompts a warning message stating the requisition type cannot be changed once saved.  
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➢ Click  

  

 
 

➢ The Requisition confirmation page displays.  

➢ If additional (ad-hoc) approvals are required, Click the View Approval Chain button. 

➢ Use the ‘+’ to the right of the Approval step where the approver should be added. 

 

  

 
 

➢ Enter the User ID of the additional approver. 

➢ Click  
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➢ Requisition will show on the respective approvers’ Approvals page.  
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➢ Once approved, the Requisition is ready to be budget checked, sourced to a Purchase Order, and dispatched 

via BATCH processes. 

 

 
 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX A  
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Guidance to BITS Approval of Services and Commodities  
    

 

IT Items/Services BITS Approval? 

Advertising/Postings on Job Boards 
(HealthECareers, Dice) – posting 

available jobs. 

No 

APC Batteries/Cartridges No 

Barcode Scanners Yes 

Cables/Adapters/Connectors No 

Cleaning Cartridges No 

Digital Subscriptions – Newspapers No 

Document Scanners No 

E-Subscriptions Yes 

External Drives Yes 

Flash Drives Yes 

Flatbed/Document Scanners Yes 

Hardware Yes 

Hardware Maintenance Yes 

Keyboards No 

Legal File Software Maintenance Yes 

LTO Ultrium Tapes No 

Memory Storage Cards used for 
Cameras, Digital Cameras 

Yes 

Modems Yes 

Monitors Yes 

On-Line Subscriptions Data Bases – 
West Law, Lexis Nexis etc. 

Yes 

Promotional Flash Drives Yes 

Software Yes 

Software Maintenance Yes 

Software Maintenance for a printer Yes 

Software Subscriptions Yes 

Survey Monkey Subscription Yes 

UPS/Power/Surge Yes 

Web Hosting Services Yes 

  

  


