ePro (E-Vouchers & PReqs) Copy Voucher and Copy Req

Users can copy e-Vouchers and requisitions into a completely new order, providing a very convenient way to repeat an
order. Items can be removed or additional items can be added to the order if needed. Now lets take a look in the
application to see the various ways to copy an existing order to a new order.

Accessing Copy Req
Sign In to Go to the Conti by clicki
ontinue ClICKIN
Emp[oyee Self Service ADMINISTRATION tab >Systems box> PRe:S g
https://hris.uiowa.edu/portal/ E-Pro(E-Vouchers & PReqs)
PReqs
HawKID Login University Contracts
Systems J Catalog Orders
. L4 Cash Handling Audit Procedures =) Gooisqf,.?pdmiirtwc.es
' Driver's License Review System REquiist_f&;r Quotations
pa— aintenance
Password: [ E-Pro{E-Vouchers & PReqs) Vendor requires purchase order
e beontracts
Copy Req
PReqs Home
1. Search for a Requisition Requisition Search Center

Requisitions

Mote:
Browse 7 requisitions in workflow. Search entries are case in-sensitive. Using 'Equal To' with *foc,bar’ will find 'Foo,Bar’, 'FOC,BAR!, etc.

either by your Home Page or
You may use wildcards "*' on search entries. For Requisition ID, using "Like’ with "*10' will find IDs ending in 10 such as

through the Requisition
'W000000010", or "W000056110'. Using "Like’ with "10*" will find IDs having 10 in them such as "W000000105', or
SearCh Center Browse 0 today's reguisitions. "WO000561108".

Browse 1 created during the past 5 days.
) Search

Browse 12 created during the past 30 days.

Browse 12 created during the past 80 days. Requisition ID [Equal To =] | | I:|
Browse 13 all of my requisitions.
PO ID [Equal To =] |

Browse 6 draft requisitions.

Search my

2. Open the Requisition by clicking on the Req ID. -----

W000542896 2013-06-17 TEST Inside Maxient LLC ¢ 2,000.00
Workflow
W000546060 2014-02-13 Chris Draft Req Owens And $239.18
Leichty Minor
Distribution
Incorporated
\W000546062 2014-02-13 Chris Inside Baxter % 164.64
Leichty Workflow Healthcare
Corporation

3. On the Sidebar, select the Copy Req link gRetSR
reate Req
(it should now be highlighted) Req Search Center

Catalog Order Search
Returmn to Req
Copy Req

4. On the new Requisition:
a. Review copied fields to ensure that they still apply to this new order.
b. Add, update or make changes to the Requisition.

5. Click Save, Validate or Send to Workflow.
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Accessing Copy Voucher

Sign In to Go to the Continue by clicki
ontinue by clicking
Empl If Servi ADMINISTRATION tab >Systems box>
p qyeg Self Service v eVoucher
https://hris.uiowa.edu/portal/ E-Pro(E-Vouchers & PReqs)
Vouch
@ HawkID Login eVoucher
Systems Services
Non-Services
HowldD: N Cash Handling Audit Procedures - prepembeTShiDs fﬁ:':nd"
’ Driver's License Review System Reimpursements Gusst Spesier
Password: [ E-Pro(E-Vouchers & PReqs) SUE::?‘;:T)HS Consultant
Research Subjects Musician/Performer
Peer Reviewer

Copy Voucher

1 Search fOF a Voucher Voucher Home Voucher Search Center
: Mote:
either by your Home Vouchers Service Vouchers e S e o o oo
5 0 h l s o h - Ll 'V0000010', or 'V0056110". Using 'Like' with "*10*' will find 1Ds having 10 in them such as 'V0000105", or 'V0561108".
rowse 0 vouchers in workflow. rowse 0 vouchers in warkflow.
Page or through the
Voucher sea rch Browse 0 today's vouchers. Browse O today's vouchers. l\Voucher ID [Like [=] | | |
Ce nter Browse 0 created during the past 5 days. Browse O created during the past 5 days. \Voucher Date |:| I:l
Browse 0 created during the past 30 days. Browse 1 created during the past 30 days.
’ i . Equal To =]
Browse 0O created during the past 60 days. Browse 1 created during the past 60 days. Voucher Status
Srowse 3232 all of my vouchers. Browse 1 all of my vouchers, [voucher Type [EqualTo[7] |
V0845239 2014-02-26 khousel Inside Services -Stipend
Workflow
V0845238 2014-02-26 khousel Workflow Services -Honorarium
Complete
V0845237  2014-02-26 khousel Workflow Food and Alcohol
Complete
V0845236 2014-02-26 cleichty Workflow Services -Guest Speaker
Complete

A . e-Voucher
3. Onthe Sldebar, select the Copy Voucher link Create Non-Services Voucher
Create Services Voucher
[ H H Create Bulk Vioucher
(It ShOUId how be hlghllghtEd) Bulk Voucher Instructions
Bulk Voucher Template

Create Multi-Payment Voucher
Create Inbound Freight Voucher
Create AccelaPay Vendor(s)
Voucher Search Center

Return to Vioucher

Copy Voucher

4. On the new Voucher:
a. Review copied fields to ensure that they still apply to this new Voucher.
b. Add, update or make changes to the Voucher.

5. Click Save, Validate or Send to Workflow.
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