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Copying Requisitions to New Shopping Carts
• If you regularly order the same items from the same supplier, you can save time 

when re-ordering by copying one of your previous requisitions to a new cart. 

• Please note that copying requisitions is a feature that may ONLY be used for hosted 
catalog orders, non-catalog orders, or UDX forms (e.g., NPOPs, subawards).

• Requisitions MAY NOT be copied for punchout catalog orders, which rely on external 
information from the supplier’s external website for pricing and availability.

• You can make a copy of any non-punchout requisition that you have access to view in 
UD Exchange. This includes withdrawn, returned or rejected requisitions.
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From any requisition search screen, find the requisition you want to 
copy and click on the requisition number to open it.
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Click the ellipsis to display the actions menu.

Select Copy to New Cart.
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Name your new cart.
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• Scroll down to the line level to make any necessary edits in available 
fields. 

• Select Proceed to Checkout to complete your new requisition.
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• When completing the details of your new draft requisition, always be 
sure to update your Purpose Code entry, even if you are using the 
same one from the copied requisition.

• Click on the Pencil icon in the Accounting Codes section to edit.
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• In the Edit Accounting Codes pop-up, enter the Purpose Code you want to use.

• If you are using the same code as the copied requisition, you will need to delete the Purpose 
Code and re-enter it.

• By updating the Purpose Code, even if you are simply deleting and re-entering the same code, 
you are ensuring that any change or updates made to the related SpeedType will be current.

• If the Purpose Code is not “refreshed” in this way and changes have been made to the related 
SpeedType in PeopleSoft, the requisition will fail PR validation when submitted, and will be 
returned to you by the system.



Questions:
• procurement@udel.edu

Resources:
• Procurement Services Website
• Enhanced Order Search
• Adding Financial Information to Requisitions
• Auto-Return Troubleshooting Tips

8

mailto:procurement@udel.edu
https://www1.udel.edu/procurement/
https://www1.udel.edu/procurement/UDX/NewUX/General/UDX%20Enhanced%20Search.pdf
https://www1.udel.edu/procurement/UDX/NewUX/Requesters/UDX%20Adding%20Financial%20Information%20to%20Requisitions.pdf
https://www1.udel.edu/procurement/UDX/NewUX/General/UDX%20Auto%20Return%20Troubleshooting%20Tips.pdf

	Slide Number 1
	Copying Requisitions to New Shopping Carts
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9

