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Types of Amendments: PSA_POS  

Navigation:  

 
Nav Bar > Menu > Core-CT Financials > eProcurement > Create Requisition   

OR 

Select Core-CT Financials  

Click the eProcurement tile  

Click Create Requisition tile 

 

 

Nav Bar 
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 Procedure:  
1. Enter Business Unit (if not defaulted).    

2. Enter Requisition Name.  (Important - if not entered, it will default to Req ID upon 

Submittal) 

3. Select Requisition Type (PSA – Personal Service).   
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4. Click on the PSA Details link.  
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5. Click on the Amendment PSA link.   
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6. Answer all questions and select OK. 
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8. Click OK.  
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9. Enter Supplier ID.  

10. Enter Buyer ID.  

11. Enter Category.  

12. Enter Unit of Measure.  
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13. Enter Chartfields – if defaulted, review and change as necessary.  

14. Click Done.   
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15. Click Fixed Cost Service link – (or the link for the appropriate service.)  

Note: The Category, Supplier ID, Supplier Name, and Unit of Measure fields are populated 

with values entered on the Requisition Defaults page.   
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16. Enter Item Description.  

17. Enter Value of Service.  

18. Enter Start Date.  

19. Enter End Date.  

20. Click Add to Cart.  

 

Note: Repeat this process to add additional services to the requisition 
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21. Shopping Cart displays in the top right.  

22. Click Checkout.  
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23. Click Submit.  

  

24. Click OK.  

 

   

The requisition has now been submitted for approval; you can search this at any time by calling 

up the Req ID in Manage Requisitions from the Fluid Dashboard: Core- CT Financials > 

eProcurement tile > Manage Requisitions tile. 

 

 


