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Convert Requisition  

to a Procurement Contract 
Use this job-aid to convert a DAS-BID, POS, PSA, or standardization transaction Requisition to a 

contract. 

 

Navigation:  
 

Nav Bar > Menu > Core-CT Financials > eProcurement > Convert REQ to Contract   

 

OR 

 

 

Select Core-CT Financials 

Click eProcurement tile 

Click Convert Req to Contract tile 

 

 

Nav Bar 
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Procedure:  
 

1. Enter the Business Unit  

 

 
 

2. Click on the lookup up magnifying glass and a window will pop up with all the business 

unit requisitions that are eligible to convert. 

    

  

3. Click on the requisition that you need to convert, and it will populate in the Requisition ID 

field.   
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4. Click the Add Button  

   

 

5. The contract ID & Suffix will default from the requisition into the next screen for conversion.  

Add the Supplier ID, Begin and Expire Dates, & Contract Type  

6. Uncheck the Open Item Check Box   

7. Click on the Line Details Link. The lines on the requisition should display.  

 

 
  



 

Convert Requisition to a Procurement Contract  
Core-CT Financials > eProcurement 

Updated as of: August 16, 2024 

P a g e 5 | 7  

  

8. Add the Awarded Amounts and Click OK.  

 
 

9. Click the Save Button  

10. Click on the Create Contract link.  

  

11. A message will display.  Click Yes if you are ready to continue and Yes that you would like to 

wait until the Requisition is converted to Contract.  

  

12. If the contract is being awarded to multiple suppliers, additional rows can be added by 

clicking on the plus sign  at the end of the line. The suffix will be updated to 01, 02, 03 

etc. depending on the number of suppliers being awarded. Suffix can also be changed to 

anything that is helpful to the agency for dentification purposes. 
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13. The Go to Contract link will display.  Click on the link. 

 

  
  

14. The Procurement Contract will display in Open status
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15. Uncheck the Corporate Contract checkbox, ensure the Allow Open Item Reference 

checkbox is unchecked, and update Contract information as necessary.

 
  

  

  

  

16. Once the Supplier contract is fully executed the status on the Procurement contract can be 

updated to Approved. Click Save.  

 

  


