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Types of Requisitions: DAS-BID  

A DAS-BID is a Requisition used to initiate the start of a Bid for procurement that is not on contract or 

replaces an expiring contract.  

Navigation: 

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

 
 

Or 

Core-CT Financials > eProcurement> Create Requisition  
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1. Define 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. Click DAS-BID Attribute  
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d. Enter Plan Start Date (required field) at a minimum. Complete other fields with the 

information available.  

e. Click Done. 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

f. Add Buyer, Category, and UOM to the Line Defaults. 

g. Add Chartfield information into the Distribution Defaults. 

h. Click Done. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

2.  Create Requisition: 
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a. Click on the Special Requests link. 

b. Add the Quantity, Category, and Unit of Measure. (Leave the price blank) 

c. Click add to Cart. 

Enter Item Description that starts with a Commodity Code Abbreviation. This helps DAS route 

the requisition to the correct DAS Contract Specialist. (Ex. NET-Cisco Routers) 
 

 
Note: The Category, Unit of Measure, and Vendor ID fields pre-populate with values entered on the 

Requisition defaults page. 

Here is an example of IT Commodity Code Abbreviations:  
  

Commodity Code  Definition  

HDW  Hardware  

SFW  Software  

NET  Network  

TEL  Telecommunications  

RAD  Radios  

TRG  Training  

MAIN  Maintenance  

SMAIN  Software Maintenance  

HMAIN  Hardware Maintenance  

CON  Consulting  

ITPS  IT Profession Service  
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d.  There will be a warning message, click Yes if no price is entered. 

Note: Repeat this process for all line items you wish to place on your requisition.  

e. Click Checkout 
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1.  Checkout: 

a. Click on Header Comments  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

d. Once the required DAS-BID Transaction Justification document is found, upload it by 

clicking on the Upload button. 

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

f. Click Done to close the Requisition Comments and Attachments box. 

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

h. Press Okay to Save the Requisition  

The requisition will now be in “Pending” status (see approval chain). 
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 The Approval Workflow Confirmation page is displayed. The system assigns a Bid No on the 

confirmation page. The bid will be routed through the normal ePro DAS-Bid requisition approval 

process.   

 

 

  


