CREATING A WEB SUPPLIER REQUISTION
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3.) Choose the eProcurement tile
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4. Click create a requisition
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6. Choose one of the two vendors. The School Specialty vendor will require a school specialty
login. For the purposes of these instructions, Innovative will be selected.



7. The system will take to the vendor storefront within the Oracle system.
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We may have a better option for you.
Fine Tip Permanent Marker, Fine Bullet Tip, Red, Dozen 1@ $8.09/DZ
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Also Consider

Pen-Style Permanent Marker, Fine Bullet Tip, $8.69 1oz

Universal™ W Add this instead
SKU: UNV07072
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Your punch out quote has been prepared. Click the "Submit Order" link
to send the punch out quote or click "Back To Cart” link to continue
shopping.
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11a. Enter the priority and the requisition name. The requisition name should be clear and
meaningful to allow for review of the purchase against receipts. Scroll down
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Order Total 11.60 USD
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Requisition Name ‘Sept Snuffy Classroom Orde ‘

Requester 533291 Brian Cihacek
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11b. Enter your budget string by clicking to highlighted button and scrolling to the bottom of the
next screen.
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Click done in the upper right of the screen once the chartfield is entered.



12. Click submit on the checkout screen. From this screen you can also return to the storefront
or save the requisition for later.
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13. Once submitted, you will receive the confirmation screen below.
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5 Print Preview

Requisition Details

Business Unit 62500 Total Lines 1
Requisition ID 0000232093 Total Amount 11.60 USD
Requisition Name Sept Snuffy Classroom Orde Budget Checked Not Checked
Status ©

Last Modified Date 09/30/2024 8:10:15AM
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14. From here, the requisition will follow the approval process and purchase order will be
dispatched the vendor. Once the purchase order is received, the vendor will process it to
fulfillment under the agreed contract terms and conditions (normally the next day after a
purchase order is received) and will ship the product. Orders can be followed by logging into
your individual storefront account.



