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Create a Stock Requisition (XSRQ) 

 
The Stock Requisition (XSRQ) document allows users to request stock items from the inventory 
warehouse for delivery. 
 

Procedure: Create a Stock Requisition (XSRQ) Document 

A. Navigate to the Document Catalog. 

1. On the Secondary Navigation Panel, click Search.  

2. Click Document Catalog. 

 
B. Create a Stock Requisition (XSRQ) Document. 

1. On the Document Catalog, click the Create link to switch to create mode. 

2. In the Code field, enter XSRQ. 

3. In the Doc District/Agency field, enter the district/agency code (if it does not infer). 

4. In the Doc School Location/Dept field, enter the school location or department code.  

5. At the bottom of the page, click the Create link to create the Stock Requisition document. 
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C. Complete the Header component of the Stock Requisition (XSRQ) Document. 

1. In the Comments field, enter the purpose of the transaction. 

2. In the Warehouse field, click the pick list  icon to search and select the warehouse filling 

the order. 

3. In the Requesting School Loc/Dept field, enter the school location or department making 

the request.  

4. The Issuer ID field will default to the user ID of the person creating the XSRQ. Update if 

needed. 

 
5. Click the Delivery Information tab.  

6. The Shipping Location infers from the Issuer ID.  Use the pick list  icon to update if 

needed. 

7. In the Scheduled Delivery Date field, enter the requested date (current or future) for 

delivery. 
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D. Complete the Commodity component of the Stock Requisition (XSRQ) Document. 

1. Click the Commodity component. 

2. Click the Edit with Grid button. 

 
3. Click the Insert New Line button to add a new line. 

 

4. In the Stock Item field, click the pick list  icon to search for the stock item code.  

5. On the Choose page, in the Description field, enter a description to search for the stock 

item. Remember to use a wildcard (*) before and after the word(s) to assist your search. 

6. Click the Browse link. 

7. Click the Select link for the desired stock item. You may need to click the Next link at the 

bottom of the table to find the desired stock item. 

 
8. Click the Save button for additional information to infer. 

9. In the Requested Quantity field, enter the desired quantity. 

 
10. Repeat steps 3-9 to add additional Stock Items to the XSRQ document. 
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E. Update the Accounting Distribution component of the Stock Requisition (XSRQ) Document. 

(Optional) 

1. Click the Accounting Distribution component. 

2. Click the Insert New Line button. 

 
3. In the Distribution % field, enter the percentage for this accounting line. The Distribution % 

must total 100% for all lines. You can set the line amount for each accounting string on the 

Accounting component. 

4. Enter the chart of accounts information. 

 
5. To add another accounting string, repeat steps 2-4. 

6. Click the Save button. 

7. Click the Distribute Accounting Lines button. This button does not appear until you click the 

Save button. 

 
8. Click the Save button. 

9. Accounting Lines have been created for each commodity line. 

F. Validate and Submit the Stock Requisition (XSRQ) document 

1. On the bottom left of the document, click the Validate button.  

2. At the top of the page, click the View All link to view the error messages.  

 
3. If no errors are displayed and the message displays “Document validated successfully”, click 

the Submit button. Otherwise, correct any errors and then click the Submit button. 

 
4. If your district/agency uses workflow for the Stock Requisition (XSRQ) document, your 

document will now be in a Pending Phase. Otherwise, the Phase will be Final. 

5. In the lower right corner, click the Close button to close the document. 

Procedure End 
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Procedure: Cancel a Stock Requisition (XSRQ) 

A. Locate the Stock Requisition on the Document Catalog. 

 On the Secondary Navigation Panel, click Search.  

 Click Document Catalog to open the Document Catalog. 

 
 On the Document Catalog, in the Code field, enter XSRQ. 

 In the Doc District/Agency field, enter the district/agency code. 

 In the Doc School Location/Dept field, enter the school location or department code.  

 In the ID field, enter the XSRQ document ID to cancel. 

 Click the Browse link. 

 Locate the document in the list returned. Click the ID link to open the document. 
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C. Cancel the Stock Requisition (XSRQ) Document. 

1. At the bottom of the document, click the Discard button.  

2. On the pop-up message, click the Ok button to confirm deletion.  

 
3. A new document version is created with a Function of Cancellation and a Phase of Draft. 

 
D. Validate and Submit the Cancellation Stock Requisition (XSRQ) document. 

1. On the bottom left of the document, click the Validate button.  

2. Verify the “Document validated successfully” message displays. 

3. Click the Submit button. 

4. Verify the document is in Phase: Final. 

 
5. Click the Close button. 

Procedure End 
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