Reference Guide

Business Process Navigation
1. Enter requisition lines using the item catalog. 1. Main Menu > eProcurement > Create
Requisition

Use the following navigation to create a requisition.
1. From the Main Menu page, select eProcurement > Create Requisition

2.  Enter the requisition header information. Details for creating a requisition header are in a separate training quick reference
guide titled Enter a Requisition — 1.Define a Requisition.

3. Select the Catalog tab on the 2. Add Items and Services page.

Fawln'tes i MainvMenu b eProcuvrement » Create Requisition

Create Requisition

G
Add lines to the requisition, specifying the information necessary to procure each item or service. )
Search: | _ . Search

Favorites Templates Faorms Web Special Request

Browse Catalog @)
*Select a catalog: | PO All Categories Catalog E|

HINT: Click the folder tab to
expand the item catalog. You can

1. Define Requisition :h; 2. Add Items and Services 3. Review and Submit

Choose from available catalogs in the
dropdown list

Mavigate categories by clicking folders
View items in a category by clicking the

limit your search results by category name
Use the checkboxes to select categories

to search below

selecting a category. Only items
in the category will display.

Search contains of the following search fields entered:

G]escription: ’W )
Manufacturer:
Manufacturer's Item ID:
Vendor: HINT: Click the Search Tips

|
|
| link to displ listi f th
| ink to display a listing of the
Vendor ltem ID: : different wildcard values or
|
|

Item ID: ways to search for an item.
Model:
UPN ID:
Price Range: From ,7 To ,7 “n D[]
Include Images
Match Case
Exact Word

Sounds Like

4.  Enter a partial description of the item you want to order. Current items include textbooks and pre-approved District Technology
computers, printers and software licenses.

5. Click the Search button to display the items that match the search criteria. The search results display in the ltem Detail
section.
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i
Personalize | Find | view an | B |

Detai Item IDs =y
Item Description Vendor Manufacturer Price UOM  GQuantity
e Charts, Anatomical and E ol
e c e R 0.00000 USD Each 1.0000 | R Add
Educational: Foreign -
Languages. Math 0.00000 USD Each 1.0000 | A Add

Science. Social Studie

Educational: Foreign =
Languages, Math 0.00000 USD Each 1.0000 | F§  Add

Science, Social Studie

m

Family and Consumer -
cience 0.00000 USD Each 1.0000 | Add
Equipment and Supplies =

Science Instruction |
.

Egquipment and Supplies 0.00000 USD Each 1.000 [l 7 Add
[ .]E'Dr EJQalssml]m or = -

Select All / Deselect
L [

6. Select the checkbox next to the item you want to order. You can select multiple checkboxes to add multiple items. Use the
Select All / Deselect All link to select all of the items in the ltem Detail display.

J

[ Add to Favorites || G Compare |

7.  Enter the Quantity of the item(s) you want to order.

8. Click Add to add the item(s) to the Requisition Summary and to the requisition line(s). The Add button at the bottom of the
page will create a requisition line for all selected items. The Add button to the left of the item will only add the item for that line.

Description Gty UOM
Science Instruction Equipm... 50 EA
Educational: Foreign Langu... 100 EA
Total Lines: 2
Total Amount {USD). 0.00

9. After you have added all your items click the 3. Review and Submit link to review and update the requisition line(s),
schedule(s) and distribution(s). Details for reviewing schedules and distributions are in a separate training quick reference
guide titled Enter a Requisition — 3. Review and Submit.
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