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Procurement: Reassign Purchase Requisition
For employees needing to reassign a Purchase Requisition

Purpose: To reassign a purchase requisition.

How to Access: Log into the Bear Trax application. Select the Procurement task in the
Navigator.

Helpful Hints: Be sure to keep in mind that...

e Initiators of the requisition can reassign it, as can those with
authority to approve the requisition
e The employee that you reassign the requisition to must have the
permissions to view, review, edit, and/or approve or reject the
requisition
Procedure: Complete the following steps to reassign a requisition:

1. Click on the Purchase Requisitions icon.
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Me My Team My Client Groups Supply Chain Execution Budgetary Control Procurement My b
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Purchase My Receipts
Requisitions

Things to Finish

2. Click the Tasks icon and select Manage Requisitions in the upper right hand corner.
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Requisitions

Shop by Categoryw

Recent Requisitions View More Recent Purchases

REQN05212 Staples Incomplete
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3. Use the Search fields to find a specific requisition and select from Search Results OR under
My Requisitions, highlight the requisition line in the list that needs to be reassigned.

ﬁ What do you need to do or ind? ' a o DeeAnn Merritt ~
Manage Requisitions Dane
4 Search Advanced ~Manage Watchlist Saved Search Requisitions | Enterad v

** Atleastone is required

Requisitioning BU v Status  All v
** Entered By Merritt, DeeAnn Q, Requester Q
** Requisition Order Q
Description Requisitions Requiring Attention v

Search = Reset Save..

Search Results

Actions w View w Formatw [ B Freeze [z Detach Wrap
Requisition Description Creation Date AK;'S::: Status Funds Status Order
REQ100261 Goods 4317 5000USD Pending approval Notreserved
REQ100253 LOBBY BROCM - ANGLED WITH HANDLE 3roM7 15367USD Approved Reserved
REQ100250 LOBEY BROCM - ANGLED WITH HANDLE aron7 51475USD Pending approval Notreserved
£ RECQ100234 LOBBY BROCM - ANGLED WITH HANDLE 32417 267.90USD Rejected Not reserved

4. Click on the Actions drop down menu and select Reassign.

Search Results

vieww Fomatw [ B B Freeze [m| Detach Wrap

Duplicate L .
ription

Exportto Excel
Cancel Requisition

kin Hydrogel Bandage 1x1" Blue 2004r
Withdraw and Edit

Feassian

View Document History

5. Type in the last name of the person you want to reassign the requisition to.

PROC_REASSIGNREQUISITIONS_JA_FINAL | 06/01/2017 PAGE 2 OF 3



]
E Shawnee State Reassign Purchase Requisitions

UNIVERSITY

Reassign Requisition >

* Reassign To Boyles, Elinda Q

Send notification to this person

OK | Cancel

Note: It is recommended to check the box and send a notification to the person you are
reassigning the requisition to so that the reassignment will be brought to their attention.

6. A confirmation message will appear, click OK.

+ Confirmation b 4

Requisition REQ100261 was reassigned to Boyles, Elinda.

OK

Final Notes

By following these steps, you have successfully reassigned a requisition to another approved
employee.
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