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Standardized Transaction Less than the DAS/CGS Established Dollar Amount 

Purpose 

The Agency will create a DAS-Bid to initiate a Standardization Transaction.  

 

  
 

Navigation:   

 

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

 

OR 

 

Select Core-CT Financials 

Click the eProcurement Tile 

Click the Create Requisition Tile 
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1. Requisition Defaults:   

a. Name the requisition or it will default to the requisition number.  

b. Choose DAS-BID in the Requisition Type dropdown box.  

c. Add the Supplier, Buyer, Category and Unit of Measure.  

d. Enter the appropriate Chartfield information.  

e. Click on the DAS-BID Attributes Link.  
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f. Enter the Plan Start Date. 

g. Check the Standard Trans checkbox. 

h. Click DONE. 

 
i. Click Done.  
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2. Click on the Special Requests tab: 

 
 

a. STX should be entered as the first 3 characters in the Item description line so that Approvers 

can identify Standardization Transactions in the Approvals page.   

b. Add the Price, Quantity, Category, Supplier ID, and Unit of Measure.  

c. Click Add to cart.  

d. Click Checkout. 
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3. Create Requisition: 

a. Click on the Line Comments button. 
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b. Click on the Add Attachment button.  

 
  

c. Click on the My Device button.  
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d. Once any supporting documentation is found, upload it by clicking on the Upload button.   

 

  

 
  

NOTE: Additional attachments may be added by following the same steps, however only one 

comment or attachment may be entered on the header.  If multiple comments and attachments are 

required they must be entered on the line.    
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e. Click the Done button once completed. 

 
f. Click the Submit button to initiate workflow.  
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The requisition will now be in ”Pending Approval” status. 

  
  

4. The following Requisition Approvers must take action:  

  

➢ Req. Amount Approvers  

➢ Req. Budget Approvers   

➢ Req. Purchasing Approvers  

  

The Requisition Amount, Budget Approver and Purchasing Approver will approve the transaction.  

 

Once it is routed to the DAS Approver 1 (Contract Team Leader) they will ad hoc a Contract Specialist 

into the workflow and then approve the requisition so it can be reviewed and processed.  

 

5. The Contract Specialist will:   

  

a. Approve or Deny the requisition.  

b. Provide the agency with the Standardization Transaction Form ST-81 (If approved)  

    

6. The Agency will run the process to convert a standardization transaction to a procurement 

contract and attach the Standardization Transaction to the contract.  (The contract will be in Open 

status).  

  

7. The Agency must update any necessary information and approve the contract.  

https://www.core-ct.state.ct.us/UATJobaids/UAT-Financials/Convert_Standardization_Transaction_to_Contract.pdf
https://www.core-ct.state.ct.us/UATJobaids/UAT-Financials/Convert_Standardization_Transaction_to_Contract.pdf
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8. If the requisition is denied, the agency should Cancel the requisition.  

 

 

To view the requisition approval chain, navigate to: 

 

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

 

OR 

 

Select Core-CT Financials 

Click the eProcurement Tile 

Click the Manage Requisition Tile 

 

 

1. Click the downward arrow next to the requisition, and then click “View Approval”. 

 

 
  

  
   

For additional assistance, please visit 

https://portal.ct.gov/das/procurement/contracting/das-procurement-standardization-

transactions---waivers-of-the-bid-process?language=en_US 

 

 

https://portal.ct.gov/das/procurement/contracting/das-procurement-standardization-transactions---waivers-of-the-bid-process?language=en_US
https://portal.ct.gov/das/procurement/contracting/das-procurement-standardization-transactions---waivers-of-the-bid-process?language=en_US

