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Correcting Sourcing Errors in the Sourcing Workbench 

 
Navigation: 

 

 

 
 
Nav Bar > Menu > Core-CT Financials > Purchasing > Purchase Orders > Stage/Source 
Requests > Sourcing Workbench 

 
Or 
 
Select Core-CT Financials 
Click eProcurement Tile 
Click Sourcing Workbench Tile 
 
 

 

 
 

   

  

Nav Bar 
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Enter the Business Unit, and then select the Stage Status “Error” and 
Click the Search button 
 
 

 
         

            

Select the line and click on the Line Details Icon 
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Read the Error Message to understand the cause of the error. The most 
common errors are shown below: 
 
If you receive the error message that reads: 
 

 
 

You will need to take the following action: 
 

1. Go to the Sourcing Workbench and change the requisition status 
from Error to Error Recycle 

2. Enter the Supplier ID and select the magnifying glass to choose 
the supplier 

3. Click Save 
 
Once the supplier has been added to the Requisition, the requisition will 
source to a PO as expected. 
  
 
 
 
 
  



Correcting Sourcing Errors in the Sourcing Workbench 

Core-CT Financials > eProcurement 

Updated as of: November 20, 2024 

If you receive the error message that reads: 
 

 
 

You will need to take the following action: 
 

1. Go to the Sourcing Workbench and change the requisition status 
from Error to Reset Req and Purge (As long as your requisition is in 
error in the sourcing workbench, the Contract Specialist will not be 
able to access the contract to add the required funds).  

2. Click Save 
3. Immediately contact the agency that created the contract associated 

with the requisition to have them add additional funds. (DAS or a 
specific Agency Contract Division)  

 
If the contracting agency does not get the funds on the contract prior to 
the next sourcing batch process (10 am,12pm, 2pm, and overnight), the 
requisition will go into error again and you will have to follow the above 
steps again.  Once the funds have been added to the contract, the 
requisition will source to a PO as expected without any changes to the 
requisition. 
 
 
For all other Error messages:  Change the Status from Error to Reset 
Req, and then Purge it. 
 
Click Save 
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Return to Manage Requisition to edit the requisition. 
 
Navigation:   

 

 
Nav Bar > Menu > Core-CT Financials > eProcurement >Manage Requisition 
 
Or 
 
Select Core-CT Financials 
Click eProcurement Tile 
Click Manage Requisition 
 

Nav Bar 
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Make the necessary corrections and Save and Submit to reinitiate the 
approval workflow process. 
 

 

 

 


