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NEW: 05/01/2017 

General Information 

Task Process Information 

Using a Requisition Template (for Recurring 

Requisitions) 

NOTE: If additional assistance is needed, please 
contact the respective AOC Department staff or 
the JIS Service Desk. 

 

NOTE:  As a prerequisite, please see the tip sheet for “Creating a Requisition 

Template”. 

Once created, a requisition template can be used for recurring orders.  NOTE: 

Templates are unique/personal to a Requester. 

Use of a Template is the preferred method for recurring orders.  The Copy 

Requisition method is an alternative, though not recommended because 

unwanted information may unintentionally be included.  For example, you would 

not want the old Buyer Name to be carried forward on the new requisition, as this 

could delay/prevent sourcing to a purchase order.  The Template method will 

default the Buyer to “Field_Buyer” (or blank), so your new requisition can be 

assigned to a Procurement Buyer and then sourced to a purchase order. 

 

GEARS Navigation 

eProcurement > Requisition 

•   

 

1.0  Process 

This document is intended to provide a quick reference to completing standard transactions within GEARS. 
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STEP ACTION DETAILS 

1. From the list of Templates under the 

link , click on the Template 

that you would like to use.  

 

2. Click on the link  to the right 

of the template that you want to use. 

 

3. Now the items are added to your 

Requisition (Number of items added are 

displayed next to the Cart).  

Click Checkout to view your 

Requisition.  

 

4.  Click on the link , to setup your defaults for this Requisition. 
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5. On the pop-up window that opens, 
enter your Requisition name. 

NOTES:  

1. It is important to give your 

requisition a meaningful name to 

make it easier to find later.  Be sure 

to start the Requisition Name with 

the corresponding AY year.  For 

example, AY17 Adobe Products. 

 

2. Click on the Override radio button.  

The defaults entered on steps 3 & 4 will 
populate on ALL your requisition lines. 

3. Enter the Ship To, Due Date and 

Attention fields, if needed. 

4. To use the SpeedChart field, you 
can search for your PCA by using 
the feature. Notice that the 
Account and Approp Yr chartfields 
are blank. Enter the Approp Yr and 
leave the Account field blank. 

Click on the  button.  

 

6. Click the  button to have the 
defaults applied to all distribution 
lines. 
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7. 
 

 

To add comments or attchments about line items, select the  icon at the far right of the line. 

8. You can add comments in the 

comments section and click on the  

 icon to add 

attachments.  

 

 

 

 

Navigate to the location of your file by 

clicking Browse, select your file and 

then click the Upload button. 

 

 

 

Note: Please ensure that the file name 

does not exceed 65 characters as it will 

fail. 

 

 

 

 

After the attachment has been 

successfully uploaded, click the  

button. 
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9.  
 

 

Click on the icon near Line. Then click on the  icon near Accounting Lines 

10. Click on the tab Chartfields 2 to view 

your chartfields. 

 

 

11. If you need to change the PCA on the 

Req. line, you can do so by entering the 

PCA in the SpeedChart field. If you 

change the PCA, you’ll have to re-enter 

the Approp Yr. 

 

 

 

 

 

 

 

 

 

 

The Account field is populated based on the category you’ve chosen.  You cannot 

change the account # on this panel. If you need to change the account, you can 

click on the line description (seen below) and then change the category, which 

will in turn change your Account number. 

 

12. Click the  link at the bottom of the page. 
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13. On the Confirmation page, you’ll see 
your Requisition number.  

Budget Check your Req. by clicking on 

the link . 

 

You’ll see a  processing graphic on 
the top right side of your screen.  

 

14. Once the Budget Check completes, 
verify that your Budget Status is Valid. 

 

Depending on the rules that apply to 
your area, your Requisition will be 
routed for the necessary Approvals. 
You’ll receive email notifications and 
Worklist Items in your Worklist when: 

1. Your Requisition has been 
Approved. 

2. The PO associated with your Req. 
is Dispatched to the Vendor. 
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