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Purpose: This section outlines the steps necessary to submit a sub-agreement requisition in the Bull 
Marketplace 

Navigation: Navigate in Bull Marketplace > Shopping > Requisition Form 
Notes: After the department receives a copy of the fully executed sub-agreement; and budget is in 

place Requestors can now submit a requisition to encumber the funds.  
 

Steps Section Header 
   1 Shopping >  Requisition Form 

 

 
 

   2 Select the Supplier. Make sure supplier is active in the system to be able to submit a requisition. Type 
part of the supplier’s name in the Supplier field and click “Search” 
 

 
 

Select the appropriate Supplier and location by clicking “Select” 
 
 
 

Bull Marketplace – ePro Job Aid 
Tutorial: Requisition Process for Sub-agreements 



 
 

Department, Controller’s Office 
Last Updated September 2019 

Page 2 of 5 

 

Template Name 

Steps Section Header 

 
 
 

  3 Requisition Form > Requisition Information 
 

1. Header Information: Is this purchase associated with a USF Contract? NO 
2. Does this requisition involve any of the following? Select Sub-agreements 

You will be prompted to enter the Sub-agreement number. 
3. Quote Information: Attach the sub-agreement or the modification as your primary quote 
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4. Sourcing Information: Select “Policy Exemption” (U) Sponsored Research Exemption 

Attach the sub-agreement original waiver as back-up. 
 

 
   4 Line Information 

 
1. Unit of Measure : LO – Lot 
2. Product Description: Sub-agreement number; modification number (if any); project title; 

period of performance 
3. Commodity code: Subcontracts  
4. Click “Next” 

     5 Add and go to Cart 
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Proceed to Checkout 
 

 
  
     6 Accounting Codes 

 
For federal sub-agreements where you have to account for the first $25,000, Line 1 should have an 
Account code of 51900. Line 2 should have an Account code of 51800. 
 
Commodity code: 2117000000 (subcontracts) 
NOTE: If sub-agreement has 2 lines, put your Accounting code on the Line level not in the Header level. 
 

 Click the 3 dots along the line to bring up the Accounting Code fields for Line 1 
 

 
 

 
 

 Do the same for Line 2. Make sure you use the correct Account code for Line 2. 
 

     7 External Notes and Attachments (Header) 
 
Example: Subagreement No. 2104-1258-00-A   Modification No. 2 
                 Amendment(s) to Original Terms and Conditions 
                 Extends Period of Performance to August 31, 2020. 

                               Additional funding in the amount of $42,552.00 in accordance with the attached budget. 
               

     7 
 

Place order - When every field is complete click “Place Order” 
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   8 Modifications to a sub-agreement - This is normally done via Change Request 

 
 If the modification is just for additional funding, follow the steps in the   

Change Requests & PO Revisions job-aid 
 Add a comment stating the changes you’re making (increase the PO) 
 Attach a copy of the Modification as back-up to the Change Request 
 Navigate to the Requisition Form > Line Information  
 Increase the line that needs to be increased 
 Go back to Change Request > Submit Request 

 
 

 If the modification is for additional funding AND extend the period of performance, follow the 
steps in the Change Request & PO Revisions job-aid 

 Add comment stating the changes you’re making (Add a line to the existing PO) 
 Attach a copy of the Modification as back-up to the Change Request 
 Navigate to the Requisition Form > Line Information 
 Increase the number of PO lines (example: from 1 to 2) 

    

 
 Add your description (Modification number, additional funding and the extended date) 
 Unit Price, Quantity, Unit of Measure, and Commodity code 
 Save progress 
 Go back to Change Request then “Submit Request” 

 

 
 

 


