
Purchase Requisition 
1.  From My Favorites, click on 
Requisition. 

2.  On Create Requisition screen, click on 
Express Item Entry. 
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3.   For non-store items, fill out  Description, Quantity, UOM, Price and Category. Please see list of category codes to be provided on 
training. Use                 to add/delete lines as   needed.  
4.   Click Add to Cart.  Item on cart will indicate number of lines. 
5.   Click on Checkout. 
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Use Only 
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6. Enter Requisition Name and choose Priority. 
7. If you are using the same chartstring for multiple lines, click on Select All/Deselect All. (If not, click on line items and add 
chartstring individually.) 
8.  Click on Mass Change link. 
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Site Defined 



9.  Enter Supplier ID,  Ship To Location, Due Date and Attention. No need to fill Buyer, Supplier Location and Category. 
10.  Enter Location ,Percent  and  Chartstring.  If using more than one (1) chartstring, indicate % to be charged to each account. 
Click on                to add or delete lines  as needed. 
11.  Click OK.  
 
Will appear.  Click OK.  
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Ship to location will default 
to 730 (Warehouse) 



12. Enter Requisition Comments and Approval Justification. Click Save and Submit. 
13.  On Confirmation Page:  System assigns Requisition ID. Budget Status: Not checked.   Screen shows workflow.           
14.  Click on Check Budget. 
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Type justification here  
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Contract # 1516XXXX 



15.   If document fails budget check:  Click OK.  Go to the bottom of the screen that shows Budget Checking Status:  Error.  Click on 
Error. 
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16.   Line Exceptions tab shows reason for exception.  
17.   E-mail Fiscal Services to add account with zero  budget.  When added, you go may go  back to the requisition. Click  Check 
Budget, then click Save and Submit.   
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Manage Requisition 
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 1.  From My Favorites, click on Manage Requisition. 
 2.   Click on Req 0000000127.  On Select Action, click  Edit. Message “Requisition is pending approval. ..”Click OK. 
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3.   Edit Requisition  screen opens up.  In the bottom of the screen, click on  Check Budget. Message:  This action will restart the 
approval process.  Click OK. Budget checking warning may exist if you have not done budget transfer.  Click OK. 
4.   The Confirmation screen will show Budget Status:  Valid. 
5.   Pre-encumbrance Balance shows under Total Amount. 
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Click Here 
3 

Finally! 4 
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