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Business Process Navigation 

1. To add a procurement (blanket) contract to a requisition. 
 

 

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. Enter the requisition line information.  Details for creating requisition lines are in a separate training quick reference guide titled 
Enter a Requisitions – 2.Add Items and Services. 

a. When creating a requisition for a contract the requisition lines should be created from one of the Special 
Request types; Special Item, Fixed Cost Service, Variable Cost Service or Time and Materials. 

b. The Vendor ID on the requisition line needs to match the Vendor on the contract. 

c. The Category on the requisition line needs to match the Category on the contract. 

d. The price added to the requisition line will be updated to match the contract price once the contract is linked. 

e. When you link the contract you will be given the option to use the Description from the requisition line or the 
contract line if they vary. 

4. Click the Review and Submit link. 

 

5. Click the  Line Details icon to display the requisition line information. 
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6. Click the Expand Section  icon to add the contract information to the requisition line. 

 

7. Enter the Contract ID and Contract Line number.  You a search for a contract by selection the magnifying glass  or by 

selecting the Contract Search  icon. 

8. A popup message displays when you link the contract ID and line number to the requisition line.  The message that displays 
depends on what method you used to search for the contract. 

a. If you search for the contract using the magnifying glass  you will receive the following message when you 
add the Contract Line number. 

 

b. Click the OK button to replace the requisition line Description with the contract line description. 
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c. If you search for the contract using the contract search  icon you will receive the following message when 
you add the Contract. 

 

d. Click the Yes button to replace the requisition line Description with the contract line description. 

9. The contract is linked to the requisition line. 

 

10. Click the OK button to return to the 3.Review and Submit page. 

11. Complete the requisition by entering the requisition Shipping and Accounting information.  Details for entering schedule and 
distribution information is in a separate training quick reference guide titled Enter Requisitions – 3.Review and Submit. 

12. If there is more than on requisition line you will need to repeat steps 5 – 11 for all the requisition lines. 

13. Enter any applicable comments and attachments.  Details for entering schedule and distribution information is in a separate 
training quick reference guide titled Add Requisition Comments and Attachments. 

14. Click Save & Submit when the requisition is completed.  The requisition is routed for approval using workflow.  If you want to 
save the requisition without submitting it into the workflow approval process then click Save & Preview Approvals. 
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15. The Confirmation page displays.  The Requisition ID is assigned and the requisition is routed to the first approver.  The 
Budget Status is’ Not Checked’.  The requisition will be budget checked and the pre-encumbrance will be generated after the 
requisition has an Approved status. 

 

 


