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 Adding a new record 

By using the “add” in the ribbon it will automatically populate the Dep/Loc 
entering the requisition as well as the current Fiscal year.  Both fields can be 
changed if needed. 

The requisition number will automatically populate. Write it down for your 
records or if you need to recall it later.  

 

 

 

 

 



General Commodity  

Add the 3-digit category commodity code based on the category of the product or 
services you are ordering. It will self-populate but we want you to use your own 
description. Do NOT use the generic description based on the commodity code. 
Use all caps. 

 

General Note 

Add the General Notes:  

Import your contact information    

 

 

Click on update to add legal procurement method (MOC) (Bid or RFP number, Cooperative name 
contract number and quote number. You can add any other instructions in this note at this time. 



Select Print On PO 

 

  

 

 



 

When General Notes have been added the folder will be highlighted in yellow. 

 
Status on a created requisition will be 2 Created. 
“Entered” date will automatically populate as well as the entered “by” field. 
Receive by is determined by the type of requisition.  It is very important to 
understand the difference between a Quantity receipt versus an Amount. 
 
When to use Quantity: 
 Multiple lines  
When to use Amount: 
 An estimated amount to be spent (Sam’s, Walmart, Hobby Lobby, Kroger, 
etc.) A Blanket purchase order 
 

 
Add vendor Information, if you know the vendor number you can enter it.  If you do not select the 
ellipsis …           



Type vendor name 

 

 

Anything with that name will appear 

 

Double click the correct vendor and the vendor number will import 

 or Enter 

 

If you do not see the correct address, check the remit addresses to match your 
quote. It is listed under the vendor number/name where it says PO Mailing:  

Add the remit number there and again at the bottom of the field under the PRINT 
box. The address will then print on the PO.  



 

Shipping Information: 
Select the correct location code, in reference area include your last name and 
who the order is for. 

 

 

 

 

 

 



TERMS/MISCELLANEOUS 

Determine correct type of purchase: 

 

Determine correct TYPE of purchase. 

 

 

 

 

 

 

 

 

 



LINE ITEM 

 

 

Fill in detail: 
o Quantity 
o Type: Pick ticket (warehouse order) 

 Purchase (default setting) 
o 5-Digit Commodity Code 
o Detailed description of product/service (do not use commodity code 

description) 
o Unit Price       
o Enter Account Code 



 

If you wish to add an additional line use the  

 

PO will be allocated – Status 4    

TCM 

Attach backup in TCM (quote, correspondence, etc.) see ribbon – Paper clip 

 

 

 



 

 

 

 

 

 

 



        Blank                     Completed 

                         

   

 

Don’t forget 
to add the 
Method of 
Compliance 
here too 



 

 

 

 

The system will remind you to save the document. 

 

 

 

 



Return to main Page 

(do not use Back Arrow, it will take you out of req entry) 

      

Ribbon – Release    

 

Requisition Complete 

 

 

 

Check workflow for Approvers at the bottom of the page. 

 

 



Check workflow for Approvers 

 

 


