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Log in to Oracle HR & 
Finance: 
• Navigate to the 

myUAB portal. 
• Locate and click 

Oracle HR & 
Finance. 

 
 

Navigate to iProcurement: 
• Click the 3-lined 

navigation button in 
the top left of the 
Oracle homepage. 

• From UAB FN 
Document 
Entry/Approval, 
choose Purchasing, 
then Requisitions, and 
finally iProcurement. 

 

 

Locate the Requisition:  
• Find in the My 

Requisitions list  
OR 

• Click the Requisitions 
tab. 

 

In My Requisitions list: 
• Click Copy icon next to 

the requisition you 
want to copy 
OR 

In Requisitions tab: 
• Click the radio button 

next to the requisition 
you want to copy. 

• Click Copy To Cart. 

 

 
 

https://my.uab.edu/
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You will be routed to the 
Edit and Submit 
Requisition screen. 
• Make changes if 

needed. 
• Click Save. 

 

A Confirmation will 
appear. 
• Click New Cart to 

empty your shopping 
cart  
OR  

• Click Continue with 
Checkout to proceed 
with checkout for this 
requisition. 

 

 
 

 
 


