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Standardization Transaction Greater than the CGS/DAS-Established  

Dollar Threshold 
 

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

 

Navbar Navigation:   

Navbar>Menu>Core-CT Financials > eProcurement> Create Requisition 

 
 

Or 

 

Tile Navigation: 

Core-CT Financials > eProcurement> Create Requisition Tile 
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1. Enter Requisition Defaults: 

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

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

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

d. Add the Ship To address, Due Date, and Attention. 

e. Enter the appropriate Chartfield information. 

f. Click the DAS-Bid Attributes Link. 
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g. Toggle the Standard Trans to ‘Yes’, and enter a Plan Start Date (this field is required). 

h. Click Done. 
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i. Click Done. 
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2. Create Requisition: 

a. Click on the Special Requests option. 

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

c. Click add to Cart. 

d. Click Checkout.  

STX should be entered as the first 3 characters on the item description line so that Approvers can 

identify Standardization Transactions in their approvals list.  
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3. Click on Header Comments  

a. Click on the Add Attachment button. 
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b. Click on the Choose From. 

c. Once the required Standardization Transaction justification document is found, upload it 

by clicking on the Upload button. 

d. Click the Done button once completed to close the File attachment box. 

e. Click Done to close the Header Comments and Attachments box 

Additional attachments may be added by following the same steps   
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f. Click the Submit button to initiate workflow. 

g. Press Okay to Save the Requisition  
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The requisition will now be in “Pending” status (see ). 
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4. Requisitions Approval Flow:  

The following Requisition Approvers must take action: 

a. Req. Amount Approvers 

b. Req. Budget Approvers  

c. Req. Purchasing Approver 

The Requisition Amount, Budget and Purchasing Approver will perform an approval action 

(approve, deny, pushback, hold, request for information) on the transaction accordingly. 
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Once the requisition is approved by the agency, it is routed to the DAS Approver 1 (Contract Team 

Leader) they will ad-hoc a Contract Specialist into the workflow so it can be reviewed and 

processed. 

❖ The Contract Specialist will:  

▪ Print out the appropriate documentation and send it to the Standardization 

Committee for a vote.   

▪ Once the votes are received the Contract Specialist can Approve / Deny the 

requisition.  

▪ If approved, the Contract Specialist will pursue a contract with the vendor 

▪ Convert the requisition into a Contract if approved. (See the Convert Requisition to a 

Procurement Contract  job aid for more information) 

▪ If the requisition is not approved, the DAS-BID Standardization Transaction 

Requisition will be denied and returned to the agency.  

❖ For Denied requisitions the Agency will cancel and/or close the Requisition on the 

Requesters’ Workbench. 

 

 

 

 

https://ctgovexec.sharepoint.com/:w:/r/sites/Core-CT/FIN/09%20-%20FIN%20Change%20Management/Revised%20Job%20Aids/1.%20FINAL%20Job%20Aids/Convert%20Standardization%20Transaction%20to%20Contract.docx?d=w1badd007f1d04776b14d9f652ecff39d&csf=1&web=1&e=UE805G
https://ctgovexec.sharepoint.com/:w:/r/sites/Core-CT/FIN/09%20-%20FIN%20Change%20Management/Revised%20Job%20Aids/1.%20FINAL%20Job%20Aids/Convert%20Standardization%20Transaction%20to%20Contract.docx?d=w1badd007f1d04776b14d9f652ecff39d&csf=1&web=1&e=UE805G

