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Click 
Purchasing



Choose 
Requisitions



Click Add



1. Drop Down – Choose 
your group

2. Drop Down –
Defaults to current 
Fiscal year

3. Check this box if P.O. 
will be blanket

4. Enter description of 
item/service 
requested

5. Drop Down – Choose 
Vendor

6. Drop Down – Choose 
where item will be 
shipped to



Choose 
Save and 
Add Detail



• Enter number of items
• Drop Down – Each, 

Dozen, Etc. 
• Enter per unit cost
• Enter line item 

description
• Click Save



Choose 
Add 
Requisition 
Accounts



• Choose 
the 
accounts 
to be 
charged

• Type here 
to look up 
accounts

• Enter 
amounts 
or percent 
here for 
split 
accounts

(See next pg)



Click Save 
Account 
Distrib

* Means 
account is 
overbudget



Please verify your account when you receive 
this message.  You may require a budget 
transfer or need to use a different account.  
You do not want your accounts to be over 
budget. 



Click Submit 
for Approval

Add 
attachments
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