
HOW TO CREATE A SPECIAL REQUISITION

1) Select Procurement
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2) Select eProcurement

Procurement 

eProcurement Purcnasing 

0 0 rn 

Page 1 of 21 



3) Select Create Requisition
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4) Select Requisition Defaults
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5) Input all information hilighted in the Requisition Defaults pop-up

a) Chartfields - input the budget code for this order

b) Supplier ID (optional) - click the magnifying glass by supplier ID and select the "Search Criteria" Dropdown
i) If supplier is left blank, the purchasing department will get quotes on behalf of the school for the item.
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Supplier 10 1J. Short Supplier Harne tJ. Supplier tJame tt. Additional Name tJ. Our Customer Number fJ. Old Supplier ID tJ 

0000000001 1TO1TUTORL·001 1 TO 1 TUTOR LLC 58781 

0000000003 1 000PET.ALS-001 1000 PETALS LLC 57930 

0000000004 1000UNIVER-001 1000 UNIVERSllY AVEl�UE PROPERTIES LP 59167 

0000000005 1105MEDIA-001 1105MEDIA 57604 

0000000007 1 BXEEMLLC.001 18 XEEM LLC 57160 
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c) Category Code - select the magnifying glass by category code. Select search by Description and put in a short
description of what you are looking for to search.
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ii) Use the Search Criteria Dropdown, Short Supplier Name to search for the vendor you want to select



Example:  books, computer, service to narrow done the list but include as many options as possible.  You 

can also skip the search and click on Description in the third column to put the list in alpha order to find the category 
that matches the item(s)  you are ordering.  If you have multiple categories on the requisition, skip this on the 
defaults. 

d) Unit of Measure: select correct unit of measurement by clicking on magnifying glass. Most of the time,
this should be Each, or “EA.”
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Note: If you need to edit any items, go to Cart and click on the Description (in blue), apply changes and update 
cart. 

Note: If you are not ready to checkout, click Continue 
Shopping to add more items or Save to save your requisition 
and come back to it later. 
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Add Quotes/Attachments

8) Click Header Comments, select add attachment, and upload the quote you have received for the product in this 
area then submit when you are done.

Rachel Neuville
Highlight



10) Once you select submit, this is the page that will load.  From here you can Edit this requisition, go to My 
Requisitions or Create a new Req.  

If you do not need to Edit the req, click first on View Approval Chain.  If it says Skipped, it is usually for a budget 
issue which will need to be resolved or the req will not be sent to the accounting worklist(s) and will remain in 
limbo until it is resolved.  

If you have a new supervisor, you will need to also make sure that the new supervisor is listed or, again, the req will 
not route to the correct person.  Then click on Print Preview to print a PDF or paper copy of req for your records.  
Click yes for Distribution Details so that your budget code shows up. 
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12) Your Requisition has been created!

After Creation Please use manage requisitions of the "My Requisitions" tile to track requisitions through the approval process. 
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11) Press Ctrl + P (or Apple + P), to print:




