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To start the requisition process, please find Purchasing on your menu bar. 

1st – You will need to click on Requisitions - RQ 
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1st – You will need to click on “Clone from Purchase Order" 
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After you click on the “Clone from Purchase Order” button, you will see the above screen. 

1st – you will need to highlight the line (purchase order) you wish to clone. 

2nd – you will need to click on the “Select” button. 
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After you click on the “Select” button, you will see the above screen. 

1st – you will need to place a check mark in the box marked “Clone Notes”.  

2nd – you will need to place a check mark in the box marked “Clone Attachments”. 

3rd – you will need to click on the “Clone” button. 
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After you click on the “Clone” button, you will see the above screen. 

1st – you will need to click on the “OK” button. 
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COMMERCE BANK REQUISITIONS (FOR TRAVEL) 

 

  

After you click on the “OK” button, you will see the above screen. 

1st – you will need to change the traveler’s name, dates, location and destination (the format for 

these items needs to match EXACTLY as above) 

2nd – you will need to click on the “Save” button. 
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After you click the “Save” button, you will see the above screen. 

1st – you will need to make the necessary changes to the screen such as, destination change 

(narrative line #90), travelers information (narrative line #100), hotel confirmation #, # of nights and 

unit price (line #110), hotel tax # of nights and unit price (line #115), parking fee # of days and unit 

price (line #120) and meals.  (the format for the requisition needs to match EXACTLY as above) 

YOU CAN ADD OR DELETE ITEMS THAT ARE REFERENCED ON THE TRAVEL FORM SUCH AS LUGGAGE 

FEES, GASOLINE FOR RENTAL AND DISTRICT VEHICLES AND SHUTTLE/TAXI/UBER FEES. 

2ND – you will need to click on the “View Requisition Accounts” button. 



8 
 

 

  

After you click on the “View Requisition Accounts” button, you will see the above screen. 

1st – if you need to change and/or add a budget code, you need to click on the “Update Account 

Distrib” button. 
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After you click on the “Update Account Distrib” button, you will see the above screen. 

1st – if you need to change the budget code from the one already listed, you will type your account 

number in the “Account Number” field. 

2nd – after the account number has been typed into the “Account Number” field, it will display under 

the “Available Accounts” field. 

3rd – after your account(s) have been added, you will click on the “Save Account Distrib” button. 
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After you click on the “Save Account Distrib” button, you will see the above screen. 

1st – you will need to click on the “Notes” button and keep the existing Play and CIP/DIP references 

or update them by clicking on the “Edit” button and then the “Save” button. 

2nd – you will need to click on the “Attachments” button and attach your new hotel confirmation, 

approved travel form and signed obligation form to the requisition.  You will need to delete all of 

the prior documents from the requisition by clicking on the “Delete” button. 

3rd – you will need to click on the “Submit For Approval” button in order to process your requisition 

for approval. 
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COMMERCE BANK REQUISITIONS (FOR WAL-MART) 

 

 

  
1st – you will need to change your purchase description (leave the (Wal-Mart) AS-NEEDED PO 

information)  

2nd – you need to select contract #17-01. 

3rd – you need to click on the “Save” button. 
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After you click the “Save” button, you will see the above screen. 

1st – you will need to make the necessary changes to the screen:  the card user information 

(narrative line #100), and the “AS-NEEDED PO” purchasing information, and dollar amount (line 

#120).  THE REMAINING NARRATIVE LINES (#110 AND #130) NEED TO STAY ON YOUR REQUSIITION. 

(The format for the requisition needs to match EXACTLY as above) 
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1st – if you need to change the information under the “View Requisition Accounts” button, please 

refer to Pages 7-9 of this document for instructions. 

2nd – if you need to change the information under the “Notes” button, please refer to page 10 of this 

document for instructions. 

3rd- you will need to add the new signed obligation form under the “Attachments” button of the 

requisition – please refer to page 10 of this document for instructions. 

4th – after all of the above have been completed, please click on the “Submit For Approval” button. 
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SAM’S CLUB REQUISITIONS 

 

 

 

 

 

 

1st – you will need to change your date range and purchase description (your format needs to match 

the above EXACTLY.)  

2nd – you need to select contract #17-01. 

3rd – you need to click on the “Save” button. 
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After you click the “Save” button, you will see the above screen. 

1st – you will need to make the necessary changes to the screen:  the date range information 

(narrative line #90), the school card information (narrative line #95) and the “AS-NEEDED PO” 

purchasing information, dollar amount and p.o user name (line #110).  THE REMAINING NARRATIVE 

LINES (#80 AND #100) NEED TO STAY ON YOUR REQUSIITION. 

(The format for the requisition needs to match EXACTLY as above) 
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1st – if you need to change the information under the “View Requisition Accounts” button, please 

refer to Pages 7-9 of this document for instructions. 

2nd – if you need to change the information under the “Notes” button, please refer to page 10 of 

this document for instructions. 

3rd- if you have any documents that need to be attached to the requisition, you will need to click 

the “Attachments” button of the requisition – please refer to page 10 of this document for 

instructions. 

4th – after all of the above have been completed, please click on the “Submit For Approval” button. 
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HOBBY LOBBY REQUISITIONS 

 

 

 

 

 

 

 

1st – you will need to change your purchase description (your format needs to match the above 

EXACTLY.)  

2nd – you need to select contract #17-01. 

3rd – you need to click on the “Save” button. 
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After you click the “Save” button, you will see the above screen. 

1st – you will need to make the necessary changes to the screen:  the “AS-NEEDED PO” purchasing 

information, dollar amount, p.o. items and p.o user name (line #130).  THE REMAINING NARRATIVE 

LINE (#120) NEEDS TO STAY ON YOUR REQUSIITION. 

(The format for the requisition needs to match EXACTLY as above) 
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1st – if you need to change the information under the “View Requisition Accounts” button, please 

refer to Pages 7-9 of this document for instructions. 

2nd – if you need to change the information under the “Notes” button, please refer to page 10 of 

this document for instructions. 

3rd- if you have any documents that need to be attached to the requisition, you will need to click 

the “Attachments” button of the requisition – please refer to page 10 of this document for 

instructions. 

4th – after all of the above have been completed, please click on the “Submit For Approval” button. 
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MARDEL REQUISITIONS 

 

 

 

 

 

 

 

1st – you will need to change your purchase description (your format needs to match the above 

EXACTLY.)  

2nd – you need to select contract #17-08. 

3rd – you need to click on the “Save” button. 
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After you click the “Save” button, you will see the above screen. 

1st – you will need to make the necessary changes to the screen:  the “AS-NEEDED PO” purchasing 

information, dollar amount, p.o. items and p.o user name (line #110).  THE REMAINING NARRATIVE 

LINE (#100) NEEDS TO STAY ON YOUR REQUSIITION. 

(The format for the requisition needs to match EXACTLY as above) 
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1st – if you need to change the information under the “View Requisition Accounts” button, please 

refer to Pages 7-9 of this document for instructions. 

2nd – if you need to change the information under the “Notes” button, please refer to page 10 of this 

document for instructions. 

3rd- if you have any documents that need to be attached to the requisition, you will need to click the 

“Attachments” button of the requisition – please refer to page 10 of this document for instructions. 

4th – after all of the above have been completed, please click on the “Submit For Approval” button. 
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HOME DEPOT REQUISITIONS 

 

 

 

 

 

 

 

1st – you will need to change your purchase description (your format needs to match the above 

EXACTLY.)  

2nd – you need to select contract #16154. 

3rd – you need to click on the “Save” button. 
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After you click the “Save” button, you will see the above screen. 

1st – you will need to make the necessary changes to the screen:  the “AS-NEEDED PO” purchasing 

information, dollar amount, p.o. items and p.o user name (line #140).  THE REMAINING NARRATIVE 

LINE (#130) NEEDS TO STAY ON YOUR REQUSIITION. 

(The format for the requisition needs to match EXACTLY as above) 
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1st – if you need to change the information under the “View Requisition Accounts” button, please 

refer to Pages 7-9 of this document for instructions. 

2nd – if you need to change the information under the “Notes” button, please refer to page 10 of this 

document for instructions. 

3rd- if you have any documents that need to be attached to the requisition, you will need to click the 

“Attachments” button of the requisition – please refer to page 10 of this document for instructions. 

4th – after all of the above have been completed, please click on the “Submit For Approval” button. 


