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Click Procurement

Note: If Procurement is not visible click

the arrow (>) on the right and then click

Procurement.
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Click 'Purchase Requisitions'
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Click 'Purchasing Requisition

Service.'
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Enter a Description of the

purchase

Note: The description may include a

summary of what is being purchased, and

what the business purpose is.
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Enter Category

Note: Start typing the name and search

results will auto-populate. Category will

drive what expense account is used for

the purchase.
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Optional Step



Enter the total Amount of the

service.
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Enter Supplier

Note: Begin typing the name of the supplier

and results will auto-populate. Select your

desired supplier from the list.

Smart Tip: When selecting Supplier Site,

please select one marked 'Pay' or 'Primary

Pay.'
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Select the relevant option

for Bidding Compliance

Note: Bidding Compliance will be validated

by Procurement. If no bids are required

(under $25,000), select N/A.
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Select Yes if this is applicable to

Contract

Note: Procurement will review this

selection, and the attached support to route

the requisition for appropriate contract

review.
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If necessary, select Standard

Comments from the dropdown below.

If this is not necessary, please bypass this

step.

10/29

Back Next



Select relevant option for Purchase

Order Compliance

Note: Purchase Order Compliance will be

validated by Procurement. This selection

defaults to 'ATF (After the Fact)

Compliant'. If the requisition is entered

after the purchase has been completed,

select "Not Compliant" or "Exempt." If this is

an Emergency purchase, select Procurement

Exempt.
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Select the fiscal year applicable from

the dropdown below.

If this is not necessary, please bypass this

step.
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If the purchase relates to a future

fiscal year select the related

expense account

Note: This selection will drive what

expense account is used when expense is

eventually recognized in future fiscal

years. You must enter a new line for each

impacted future fiscal year.
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Attach files here.

14/29

Back Next



Click Add to Cart.
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Click 'View Cart' 

to view the requisition. Click 'Create

another request' to add an

additional line to the requisition.
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Pro Tip: If you have multiple lines on

your requisition, you can modify the

Charge Account and Delivery

information all at once by clicking

this edit pencil.

If you wanted to edit one line at a time, use

the edit pencils to the left.
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If you need to split the Charge To

account, please click 'Edit Delivery

and Billing Details'.

If a split is not needed, feel free to skip to

step 26.
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Click '...' to continue.
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Click 'Split' to continue.
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In this area, you can enter either a

quantity, amount, or percentage of

this purchase to split to another

charge account.

Once you have entered the desired

information, click, 'Create' to continue.
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Click '...' for the distribution you

would like to edit.
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Click 'Edit'
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Here, you can select the correct

charge account you would like to

use.

Click 'Update' to continue.
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Click 'Update'
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Below you will see your requisition

summary. You can edit the line

details by clicking on one of the

icons. If no edits are needed, click

'...' in the top right corner.

Icon Guide:

Pencil - Edit Line Details

Truck - Edit Delivery and Billing Details (ex:

Grant and Project information)

Paper - Duplicate

Trash - Delete
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Click '...' for More Actions.

27/29

Back Next



Here you will see more options

before submitting. It is a good idea to

Check Funds before proceeding to

review available budgets.
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Once you are satisfied with your

requisition, click 'Submit'
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Congratulations! You have added a requisition. Your

requisition will be pending approval.
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