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1. ADDING COMMENTS 
 

When you need to add a comment to your requisition always place those comments in 
VENDOR/SOURCING NOTES on the header screen of your requisition.  Please do not put 
notes in any other portion of your requisition – either on the head or the line.   
 

 
 
 
 

1. Enter comment in box 
2. Check “print on PO” if you want 

the comment printed with the 
PO 

3. Click Accept 
4. Click Back to return to the 

requisition header record 
 
To close out of this note screen click on 
return.  This takes you back to the 
header screen. 
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2. SPLITTING COST BETWEEN MULTIPLE ACCOUNT NUMBERS 
 

- Once you’re added the account, tab into the Amount field and adjust the 
amount to what should be charged to that account (note that it will default to 
the amount of the line). 

- Tab until you get to the next line, change the account, and tab to the Amount 
field and adjust the amount. Repeat until the line has been fully charged 

- Click Accept  (If you try to click this before your amounts are equivalent if will 
give you a warning and you will not be allowed to proceed.)  

- Click Back to return to the header record or + to add another line. 
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3. STATUS OF A REQUISITION 
 

The status of your requisition is clearly displayed near the top right hand corner of your 
requisition header screen. 
 

 
 
As your requisition moves through various approvals or processes the status changes.  
Please note the following status categories: 
 

Status # Status Title Status Definition 

2 CREATED Header information has been entered but requisition 
lines/account #s do not exist. 

4 ALLOCATED Header and requisition lines w/GL account numbers 
have been entered. No processes can happen until you 
“release” the requisition. 

6 RELEASED Requester has completed the requisition and released 
it to move forward in the approval process. 

8 APPROVED Requisition has moved through approval process 
successfully and requisition is available to Purchasing 
for further action. 

0 CONVERTED A purchase order has been created for this requisition. 

1 REJECTED Requisition has been sent back to originator for 
further action.  Originator needs to “activate” to do 
necessary updates. 
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STATUS OF WORKFLOW 
 
You can determine where your requisition is in terms of the approval process – i.e. who 
needs to approve prior to further action by Purchasing.  Toward the bottom of your 
requisition header screen you can find a line titled WORKFLOW. 
 

  
Click on the APPROVER button and you can see what approvals are needed on this 
requisition and who has/has not yet approved. 
 

 

These steps have been approved. You can 
click on the arrow to see the detail 

This is the detail for the Board of Education’s step 
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An approver can approve a requisition directly from the requisition or through “My 
Workflow” on the Munis HUB (main screen)   
 
The approver will also receive a system generated e-mail indicating that a requisition 
needs approval.  They can then go into their Munis “Workflow” to find/approve the 
requisition. 
 
 
 
 
 
 
 
 
 
 
In the Munis system you will also be automatically notified when Purchasing creates and 
issues a purchase order related to your requisition.  You will receive an e-mail similar to 
the e-mail shown below.  
 

 
 
 
Once a purchase order has been created, you can also see that particular purchase 
order number if you happen to go back to Requistion Entry to look at your requisition.  
Go to the “Terms/Misc” tab on the requisition header as shown 
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4. REQUISITIONS RETURNED TO ORIGINATOR 
 

The Munis system provides a method for a requisition to be returned to the originator 
by approvers in the process AND by Purchasing Services.  (Purchasing will reject a 
requisition and return it to you to correct something on the requisition or to tell you 
that this item can’t be ordered by MMSD.) 
 
You will receive an e-mail notice if a requisition that you entered is rejected. 
 
A comment is required for rejected requisitions 
 
  

 
 
 
Once you receive this notice you should go into Munis Requisition Entry and find this 
particular requisition. From Requisition Entry select Search on the tool bar and enter 
in the fiscal year and your requisition number. 
 
At the bottom, click the “Approvers” tab to view notes the approver provided 
related to rationale for rejecting the requisition.  In this case it was noted that the 
req had the wrong object code and should have used 0440 
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You now have two choices: 
 

1. Delete the requisition if you don’t want to proceed further 
2. Make necessary corrections to the requisition so that approval is granted 

 
To delete this requisition go back to the header screen (by clicking on return) for the 
requisition and select the Delete button  
 
To make corrections to the requisition you will first need to select the Activate on the 
ribbon on the top of your screen. 
Once you do that notice that the status of the requisition changes from (1) Rejected to 
(4) Allocated.  You can then go and make the necessary changes to the requisition and 
once you do that make certain to select Accept to properly save those changes.   
 

 
 
 
 
 
After you have completed and saved the necessary changes you will once again select 
the Release button on the ribbon at the top of your screen.  This will change the status 
to (6) Released and your requisition will once again be available for the proper 
approvals. 

 


